Six Steps to raise money for the Civil Service’s Lifeboat Fund – 
September 2011 Appeal (15th in Scotland; 16th in rest of UK)
	1                   Launch the Appeal – by June 1st
	
	Get September 15th/16th in the organisation’s mind.  Get a quote from your Permanent Secretary on the intranet.  Get a letter to your Senior Managers asking that they push this in their commands.  Get a team of volunteers around to help you. 

	2                        Get Volunteers engaged – from June 15th
	
	The secret to successful fundraising is to get local volunteers to act as floor representatives or office co-ordinators or even regional co-ordinators.  You don't need to do it all.  The volunteers you recruit will take leadership from you and achieve fantastic things. 

	3             Order your materials – by July 1st
	
	Think ahead about the posters, collection boxes, stickers etc you might need.  Get your order in early to Bianca Fischer at the RNLI’s London office (Bianca_Fischer@rnli.org.uk).  An order form is enclosed in this pack.  Please remember that some materials take 3 weeks to order and you will need to tell the RNLI: what you want; the quantities; and the delivery address.  This will save time for all concerned.

	4                Publicity, publicity, publicity! from today
	
	Keep your group of volunteers informed and seek out every opportunity to get material on the Internet or in front of senior management team meetings. You cannot ‘over communicate’.

	5                  Run the Appeal Day – September 15th/16th
	
	Work backwards from September 15th/16th to produce a week-by-week plan. If you do things well then be Appeal Day should run itself without any intervention from you.

	6             Collect the cash! – up to December
	
	This is when the queries start coming in about cashing money. Please see the “Banking instructions” included in this Pack.  Make sure you have given a generic e-mail box - rather than a named individual - and a contact telephone number that is not currently allocated to an individual. Put an answer machine on the telephone. Get a small group to work periodically on the e-mail box and telephone.





















































	



