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Introduction

Why has this Guide been produced?

WAGGGS has produced a Policy and Guidelines on Finance. Whilst this is a useful general guide and it is
necessary for Associations to follow this guidance, it was felt that, particularly where Associations are just
setting up and developing their policies and systems, a more practical guide would be useful.

This document was designed to give Associations practical advice about:

- Policies on Finance - what they are, why they are necessary and how to develop them
- Budgeting - how to create, adopt and monitor a budget
- Accounting - what records need to be kept and what they should look like
- Fundraising - building a strategy, implementation, evaluation
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Policy on Finance

Why does an Association need a policy on Finance?

There are three main reasons: Responsibility, Accountability, and the Law.

Responsibility

As an Association, your financial responsibility means:

1) Only taking on obligations you can meet
2) Being sure you have enough money to pay your bills on time
3) Actually paying bills on time
4) Keeping proper records of all money which comes into or goes out of the Association

* from WAGGGS Policy & Guidelines on Finance

Accountability

Accountability is the reason behind responsibility. An Association exists to benefit its members. Everybody
who works for the Association, either as staff or volunteer, is ultimately answerable to those members,
and has a duty to make sure the Association meets its aims and fulfils its responsibilities. This is
accountability.

An Association is also answerable to other individuals or organizations, which provide it with funds (such
as grants) and expect those funds to be spent responsibly.

There are levels of accountability; the Management Committee is responsible for deciding, on behalf of
the members, how the money entrusted to the Association will be spent. Staff or volunteers working for
the Association are answerable to the Management Committee for the accuracy of the financial
information.

The Law

In most countries there are laws, which protect "stakeholders" - people who invest in, or give money to
voluntary organizations. In general, people pay money to such an organization because they support
what it does. So the law exists to make sure that the organization is a real entity which does what it was
created to do and which will deal responsibly with stakeholders' money in accordance with those aims.

Policy in Practice

How does an Association ensure responsibility, accountability and compliance with the law?

• Understandable structure
• Good financial practices
• Accurate and clear accounting records
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Structure of the Association

All organisations have some kind of "management committee", like WAGGGS World Board or the Europe
Committee WAGGGS. This group of people is responsible for deciding on the strategy the organisation
will adopt in order to carry out the wishes and protect the interests of its members. Of course, a large part
of this strategy relates to financing the organisation's operations.

A large organisation will have a whole "sub-committee" for finance - a group of people who particularly
concentrate on this area and who make recommendations to the main committee on financial matters.
Smaller organizations may simply have a financial advisor or "Treasurer" attached to the governing body.
People at this level usually have some kind of accountancy qualification and financial experience as they
are making judgments and strategic decisions.

The person or people within the Association who collect and pay out the money on a daily basis do not
need any financial qualifications as they should be supported and guided by good financial practices.

Good Financial Practices

Wherever money is involved, there is always a concern about security and honesty. Good financial
practices are actually rules or guidelines. They mean that staff or volunteers with little experience can still
deal with daily financial matters because they can follow these rules. Not only does this give them more
confidence but also means that they can be seen to be honest and are not at personal risk. Here are some
examples:

- There should be a document to support every item of money which comes into or goes out of the
organization

- Cash not in immediate use should be kept in a secure place, preferably a bank.
- Large payments and items of income should be made through a bank rather than in cash
- There should be a document to support every item of money which is paid into or taken out of the

bank
- Payment documents for payments through the bank (cheques or bank transfers) should have two

signatures. These should be the signatures of two people who have been given authorization by the
management committee.

- Payments made in cash should also have two authorizing signatures

Accounting Records

Why are proper records so important?

• The Association's accounting records are the way in which it shows its members what money is
available and how it is being spent. Proper records give confidence to the providers of finance and
members that the Association is being well managed.

• Accounting is usually required by law and accounting records are a way of proving that
accounting is being done. Often the law requires records to be presented in a particular way.

• The information provided by clear and up to date accounting records is essential for the
committee who makes policy decisions, allowing them to assess periodically whether the amount
the Association plans to spend will be covered by its predicted income.
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Checklist

• Does the Treasurer know enough about voluntary sector finance to ensure that all financial work
is carried out properly and relevant law is complied with?

• Does everyone on the Management Committee understand voluntary sector finance in general
and this organisation's finance in particular, enough to make informed decisions about finance?

• Does the organisation have clear policies and procedures for various aspects of its financial work,
for example who can authorise expenditure? In particular, are there proper procedures in place to
minimise the risk of error and fraud, and to maximise the likelihood of errors or fraud being
discovered?

• Do the employees or volunteers who deal with day-to-day finance know what these policies and
procedures are, and do they know enough about finance to carry out their duties properly?

• Does the Management Committee receive regular reports in a form they can understand? Do the
reports give a clear and accurate picture of the organisation's financial situation?

* from WAGGGS Policy 1 Guidelines on Finance
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Budgeting

What is a budget?

A budget is a financial plan, usually the financial part of a strategic plan or project plan. It runs
for a certain period, usually one year, or the length of the project.

Why do a budget?

A budget is an essential part of a strategic or work plan because it tells you what your operations and
activities are likely to cost and what income you are likely to receive in the same period. It therefore helps
you to decide what you can afford to do within this period.

What do you include in a budget?

Income

This will mainly be membership fees. You may also be expecting grants or other donations in this period.
It is important, though, to only put into the budget income that you are reasonably certain of receiving. If
you have been promised a grant, for example, only include it if you have received a confirmation letter
from the donor.

You may also be planning to do some fund-raising, by selling goods or making collections of donations.
Again, only include income that you are reasonably sure of receiving.

Expenditure

There are several categories of expenditure and you must make sure that you include them all. Think hard
about all the things you have to pay for in a year, for example:

§ WAGGGS Quota
§ WAGGGS Europe Contribution
§ Communication: internal and external
§ Meetings: National Board meetings, team meetings, National Conference etc.
§ Programme: material for activities, special campaigns
§ Training: support for National level and regional level training events
§ Finance costs: bank charges or loan interest

You may not always know exactly how much these items will be. Sometimes you will have to estimate.
When you estimate, try and base the estimate on reality - for example, look at the cost of this item last
year, and add an amount for inflation based on your own experience of the rate of price increases in your
area.

As your Association grows, the expenditure types will change and new items might come in, such as rent
for your premises, other costs of the premises: heating, lighting and water charges, payments to your
staff: salaries and/or other expenses etc.
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What should a completed budget look like?

(see APPENDIX 1)

For a small organization, a budget should always show a surplus, in other words, there should always be
more income than expenditure. This is because most small organizations do not have reserves (for
example, a large amount of money in the bank).

If you have prepared a realistic budget, so that the actual income and expenditure in the year are the
same as you estimated, this means that you have some money left over to start, or build on, your
reserves.

It is always important to have reserves, because:
Ø The following year things may not go according to plan and you may make a loss
Ø You may have some unexpected expenses
Ø You may wish to buy something large for your organization

Cash Flow Forecast

(see APPENDIX 2)

Preparing a budget for the year is an essential first step, but it is not the complete budget process. Even if
your overall budget shows a surplus, you may not be in surplus all year. If, for example, your membership
subscriptions do not come in until March, but your first meeting expenditure is due in January, will you
have enough money to pay for it?

So, you next need to construct a month-by-month budget, starting with your planned surplus at the start
of the year, and then showing what you expect to receive and spend in every month of the year. This is
called a Cash Flow Forecast or Phased Budget. At the bottom, you should keep a running balance or
cumulative total of the cash you expect to have at the end of each month. Some individual months may
show a deficit (expenditure to date is more than income), but if you start with a cash surplus, this may
not be a problem.

Otherwise, you need to consider:
Ø Will you be able to agree an overdraft with the bank and if so, how much will they charge you?

Remember to include bank charges in your budget.
Ø Can any of the income be collected earlier?
Ø Can any of your activities be delayed until you have a cash surplus?
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Approval of the Budget

The budget is a necessary part of the work plan for each year and needs to be approved at the same time,
by the governing body of the Association. Ideally this will be done well before the period of the work plan
starts.

It may be that something then happens before the start of the financial year, which changes the financial
situation. For example, the prices of training places may increase, or traveling expenses may rise. It is
possible to amend the budget before the start of the financial year to which it relates, but the revised
budget will also need approving in the same way.

Checklist

Ø Establish your objectives
Ø Decide what is needed to fulfill those objectives
Ø Work out the costs
Ø Write them down, item by item, for a fixed period of time (your financial year)
Ø Calculate all your fixed costs, e.g. rent, lighting, water
Ø When an increase in prices is likely to occur, include these costs in the budget, and keep a record of

your calculations
Ø Write down the details of money coming in, and money going out, month by month
Ø Use the budget and cash flow forecast if you need to apply for funds
Ø Prepare a similar budget for each year



APPENDIX 1

Annual Budget

Income Notes

Subscriptions 1000 Due in February but most arrive late
Donations 0 None confirmed for this year
Grants 405 One grant confirmed, due at end of July
Fundraising events 200 Association Market 12 July

1605

Expenditure Notes

Programme 100 Materials for activities, throughout year
Training 380 Events scheduled in March and September
Meetings 360 National Board (2) ,c onference in July
Communications 130 post, photocopies, fax, telephone, internet
WAGGGS Quota 104 Due on 1 October
Europe Contribution 231 Due on 1 October
Bank charges 6 at 3.5% on overdrawn balances

1311

Surplus for year 294

Budget Examples/Annual Budget 17/12/02/AMC



APPENDIX 2

Cash Flow Forecast

January February March April May June July August September October November December Total

Surplus at start : 30 20 34 -59 -39 -112 77 99 293 582 419 348

Income

Subscriptions 50 100 50 200 100 300 200 1000
Donations 0
Grants 405 405
Fundraising events 200 200

0 50 100 50 0 200 300 405 300 200 0 0 1605

Expenditure

Programme 25 18 27 17 13 100
Training 180 200 380
Meetings 60 240 60 360
Communications 10 11 11 11 10 11 11 11 11 11 11 11 130
WAGGGS Quota 104 104
Europe Contribution 231 231
Bank charges 2 1 3 6

10 36 193 30 73 11 278 211 11 363 71 24 1311

Surplus at end : 20 34 -59 -39 -112 77 99 293 582 419 348 324 294

Budget Examples/Cash Flow Budget 17/12/02/AMC
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Accounting

Accounting Records

As a member Association of WAGGGS you are required to keep accounting records. These are written
documents, which show exactly what has happened in the Association from a financial point of view. The
records you will need are:

• A cash book, showing money received and payments made.
• Documents to support everything you have received and paid out
• If you have a bank account, bank books and statements
• A record of your assets
• An income and expenditure record (this may be the same as the cash book if all your transactions are

in cash)
• Budget compared to Actual statements
• A balance sheet, showing the financial position of your Association at the end of your financial year
• A report from your auditor confirming that your accounts are accurate and genuine

Cash Book

A simple cash book has one page for money coming in and another for money going out. In order to help
you to monitor your income and expenditure against your budget, it is a good idea to have a separate
column on your page for each type of income and each type of expenditure you specified in your original
budget. At the bottom of the page should be a total line for each type, and at the side of the page, a total
line for each item of income or expenditure. This is called an analyzed cash book (see  APPENDICES 3 &
4).

A cash book for the year starts with the cash you are holding at the time. This is called "cash in hand" and
it goes into the cash book on the Income side as a balance brought forward from the last financial year.

Income items are listed on the left-hand side of the book, payments on the right. You should use a new
page for each new month and total everything up at the end of the month. You can then start the next
month with the totals you finished with last month.

Supporting Documents

Every time you give money out, you should have something, which proves that this amount is accurate
and genuine. For example, if you pay the electricity bill, you should keep the invoice to prove that the
amount shown in the cash book has been paid and that it was paid to the electricity company. If you pay
a volunteer's expenses in cash, they should sign a document to say that they have received this amount.
You may want to design a standard form for your volunteers to sign.

It is just as important to have documents supporting your income. If you receive membership fees, you
and the person handing over the fees should agree on the amount and both sign a document to prove it.
Again, you may want to design a standard form for fees received. If you receive a grant or donation,
there will usually be a letter confirming the amount, which you should keep.
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So that it is easier for you, and anybody checking your records, to find these documents (and to see if any
are missing), you should sequentially number the documents you keep and write the sequence number
next to the entry in the cash book.

Bank Records

If you have a bank account, you should have:

- A cheque or payment book
- A paying-in book
- Regular statements showing all transactions in your account.

Your cheque book and paying-in book should have a space for you to write down how much each
payment or receipt is, and who it went to or came from. You should keep all these books, even when
they are used up, for the auditor to inspect. You should also keep all your bank statements for the same
reason.

If you take cash out of your bank account, you should put it into your cash book on the left-hand side (it
is cash coming in, so income). If you decide to pay some cash into your bank account you should put it
into the cash book as a payment on the right-hand side.

Records of Assets

An asset is something, which has value. Your Association has assets of various kinds. The most obvious
one is the money it holds, in cash or in the bank. This type of asset is called a Current Asset because its
value can change from day to day. Another sort of current asset is stock - in other words, a supply of
anything your Association keeps, such as badges or keyrings.

The Association may also own equipment, such as a computer or a fax machine. These are called Fixed
Assets because they are more solid and permanent.

You should keep a record of all assets. For fixed assets, this should be a list of all the items you own,
when they were bought and what they cost.

For stock, you should keep an inventory - a running total of how many you are holding at one time,
adding in new ones as you receive them (make a note of the purchase price) and showing the number of
items sold or handed out.

Your records of cash assets are your cash book and bank statements.
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Income & Expenditure Account

This is a full record of what you have received and spent over a specific period. (see APPENDIX 5)

If you have no bank account and all your transactions are in cash, there would be no difference between
this and your analysed cash book. However, if you use a mixture of both, the Income & Expenditure
Account becomes your main record of your financial activities in the period and you will have to produce
one of these as well as the cash book.

An Income & Expenditure account looks exactly like a budget - it is set out in the same form. Income of
various types is listed at the top and expenditure underneath. The figure at the bottom is known as the
surplus (if income is more than expenditure) or the deficit (if expenditure is more than income). A deficit
is shown as a minus figure or a figure in brackets.

An Income & Expenditure Account usually shows, as well as the actual figures for the period, the
budgeted figures for the same period, for comparison purposes (see below).

Balance Sheet

The word "balance" really just means "the total at this moment". A Balance Sheet shows the Association's
financial value at a particular date. This differs to the Income & Expenditure Account, which shows the
total amount received and spent in the financial year up to that date. So the Balance Sheet deals with the
Association's assets (as explained above) and the opposite of assets, which are called liabilities. (see
APPENDIX 6)

Assets

In a Balance Sheet, the assets are listed by type, as follows:

- Fixed assets (for example, equipment)
- Current assets - stock
- Current assets - bank accounts
- Current assets - cash

Also, if any individual or organization owes money to the Association, as long as you can provide proof of
the amount and it is reasonably certain, you can include it as:
- Current assets - debtors

Liabilities

If, at the moment the Balance Sheet is produced, the Association owes money to an individual or
organization, which has not been paid, this is a liability.

An Association's assets, minus its liabilities, equals its net financial value. This amount is known as its
capital, or its reserves.

The traditional way of presenting a Balance Sheet is to show the Assets minus the Liabilities in the top
part, and the Reserves in the bottom part. The reserves are made up of the reserves at the end of the last
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financial year, plus the surplus for the current year to date, taken from the Income & Expenditure
account. If the Income & Expenditure account shows a deficit, this should be taken away from last year's
reserves.

Actual compared to Budget statements

Once the financial year has started, the budget cannot be changed, but instead the person responsible for
finance in the Association should compare the actual income and expenditure to the phased budget on a
regular basis. This is usually done after every 3 months (see example at APPENDIX 7).

The purpose of this monitoring is to identify as early as possible any likely difficulty in reaching the
budgeted surplus. A statement of the actual income and expenditure up to the specified date, compared
to the budgeted figures at that date, should be presented to the governing body as soon as possible so
that action can be taken if necessary - for example, seeking other sources of income, delaying activities,
making economies in running costs.

An explanation should be given for each category of income or expenditure where the actual value is
significantly different to the budgeted amount.

Auditors' Report

An independent person (not the person who prepared the accounting records or the person responsible
for making payments and receiving money) must check the statutory accounts, which are produced at
the end of each financial year. The statutory accounts are made up of an Income & Expenditure Account,
a Balance Sheet and explanatory notes. This person should have knowledge of financial matters and
should preferably be a qualified accountant. Some countries' legislation insists on auditors being qualified
in order to accept statutory accounts as legally valid.

Checklist

• Do you have a cash book, showing money received and payments made?
• Do you have documents to support everything you have received and paid out, and are they

numbered to make them easier to relate to the cash book?
• If you have a bank account, have you kept all bank books and statements for the financial year?
• Do you have a record of your assets - showing when you bought them and how much they cost?
• Have you prepared an income and expenditure record? (this may be the same as the cash book if all

your transactions are in cash)
• Budget compared to Actual statements need to be produced every 3 months and given to your

Management Committee
• Do you have a balance sheet, showing the financial position of your Association at the end of your

financial year
• Remember that you need a report from your auditor confirming that your accounts are accurate and

genuine



APPENDIX 3

Analysed Cash Book - Income 

August

Date Ref Description Subscriptions Donations Grants Fundraising Total

1  August brought forward 45 0 200 36 281

4 August 17 from Mrs Brown 60 60
11 August 18 Region 2 12 12
22 August 19 Sale of 4 badges 16 16

31 August carried forward 57 60 200 52 369

September

1 September brought forward 57 60 200 52 369

12 September 20 Region 12 36 36

30 September carried forward 93 60 200 52 405

Accounting Examples/Analysed Cash Book - Income 17/12/02/AMC
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Analysed Cash Book  - Expenditure 

August

Date Ref Description Programme Training Meetings Communications Bank charges Total

1-aoû brought forward 52 160 60 77 5 354

10-aoû 14 Translation of manuals 15 15
25-aoû 15-19 Conference costs 180 180
26-aoû 20 Stamps 7 7

31-aoû carried forward 67 160 240 84 5 556

September

1-sep brought forward 67 160 240 91 5 563

25-sep 21-29 Participant expenses 176 30 206
28-sep 30 Photocopies 13 13

67 336 270 104 5 782

Accounting Examples/Analysed Cash Book Expenditure 17/12/02/AMC
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Income & Expenditure Account
for the year 1 January to 31 December

ACTUAL BUDGET

Income

Subscriptions 852 1000
Donations 68 0
Grants 405 405
Fundraising events 220 200

1545 1605

Expenditure

Programme 127 100
Training 410 380
Meetings 340 360
Communications 151 130
WAGGGS Quota 104 104
Europe Contribution 231 231
Bank charges 12 6

1375 1311

Surplus for year 170 294

Accounting Examples/Income & Expenditure Account 17/12/02/AMC



APPENDIX 6

Balance Sheet
at 31 December

Fixed Assets 210

Current Assets:
Stock 22
Cash in Bank 85
Cash in Hand 23

130
Liabilities:
Owed to suppliers -30

310

Reserves 140

Surplus this year 170

310

Accounting Examples/Balance Sheet 17/12/02/AMC
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Actual versus Budget at 30 June

Actual Phased 
Budget

Income

Subscriptions 250 400 6 regions still to pay
Donations 60 0 Gift from former member
Grants 0 0
Fundraising events 0 0

310 400

Expenditure

Programme 52 43 More materials needed than planned
Training 160 180 Event expenses less than anticipated
Meetings 60 60
Communications 77 64 Increase in telephone/internet prices in March
WAGGGS Quota 0 0
Europe Contribution 0 0
Bank charges 5 3 Due to actual overdraft being more than budgeted

354 350

Surplus for first half year -44 50

Accounting Examples/Actual v Budget 17/12/02/AMC
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Fundraising

As part of the practical guide on Finance, the Europe Region WAGGGS has also decided to provide an
introduction to fundraising for Associations.  The introduction will provide Associations with practical
information about:

§ Writing a fundraising strategy
§ Fundraising from foundations, and other types of fundraising

Introduction

In many charities and Non-Governmental Organisations (NGOs) where the income of the organisation is
less than their planned expenditure, the difference is met by fundraising, by asking other organisations or
individuals for money to support their work. There are many different types of fundraising including:-
raising money from Charitable Trusts or Foundations; raising money from companies; raising money from
the general public.

Before your Association starts to seek funds from outside sources, it should have certain capabilities, such
as the following:

§ A strong statement of purpose, or mission statement.  The mission of WAGGGS for example,
is ‘to enable girls and young women to develop their full potential and become responsible
citizens of the world.’  With a mission statement, it is easier for other organisations or individuals
to understand the purpose of your Association, which is necessary before they can consider giving
you support.

§ Well defined plans and programmes.  To fundraise, you need to communicate what you are
doing to many different audiences, and to identify the projects for which funding needs to be
sought.

§ Well developed and realistic budgets  This is necessary to identify the sums of money you need
to raise, and to communicate this to potential funders.

§ A positive, visible image in the community

§ Organized record keeping and good financial management.  Many funders will request copies
of your Association’s accounts (particularly if you are fundraising from foundations or statutory
sources).  Grants are often given to be used for specific purposes and for these reasons it is
necessary to have organized records and good financial management.

§ Have an active board, which is representative of your community

You may also need to consider who will be responsible for co-ordinating the fundraising activity of your
organisation.  Although everyone in the Association has a role to play in fundraising, one person or a
small group of people should be responsible for co-ordinating your Association’s fundraising, to provide  a
focus for any activity that takes place.

Whatever type of fundraising you decide to undertake, it is important to have a fundraising strategy, as
part of your strategic plan.  This will help your Association to focus on the target you are working
towards, and will help you to identify the resources you have available to meet your target.
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Writing a Fundraising Strategy

Before you begin to consider your fundraising strategy, it is important to consider the key elements which
are part of any strategic plan:-

§ The aims and objectives of your Association;
§ The Association’s current plans and policies;
§ The income of your Association;
§ The structure;
§ Your Association’s strengths and weaknesses;
§ Evidence that your Association’s aims are being achieved.

You then need to think about the following questions;

§ How much money do you need to raise  and what is it for?  Do you require money to start a new
project? Is it to fund specific projects that have already been started? Is it to fund salaries or to
buy special equipment or build a meeting place?  Do you need to find money to pay for the
Association’s daily running costs?

The answers you give to these questions will determine which type of fundraising you can use, or
the sources you might approach.

§ What human resources do you have available?  How much time is your Association prepared to
spend on fundraising?  What are the talents or abilities of your staff or Board members?

§ Can your Association afford to invest money in fundraising?  Some types of fundraising will
require your Association to pay some money before any funds are raised – for example, if your
Association organises an event to raise funds, it may have to pay rent for the hall, and pay for
advertising and publicity before the event takes place.

§ Has your Association tried fundraising before?  What was successful? What could it be tried
again?  Remember, however, that even if you raise funds successfully from one type of
fundraising such as raising money from foundations, it is important to find other ways of raising
money, so your Association is not reliant on one source of income.

§ What is your competition for funds?  If other organisations are also trying to raise funds, you need
to think about what is different and appealing about your Association, which would persuade
individuals or organisations to give money to you. In some cases, it may be worth thinking about
joining with other organisations to raise money for a particular purpose.

§ Does your Association have the correct legal status to allow you to ask for money from the
general public or other sources?

When you have identified the answers to these questions, then you can decide the approach you need to
take.  The answers to these questions will help form your Association’s fundraising strategy.
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Different Types of Fundraising

We can now look at the different types of fundraising, and how these can be used to raise funds for the
different activities of your Association.  It is up to you to choose which type of activity will best meet your
Association’s needs.

Fundraising from Foundations or Charitable Trusts

A charitable trust or foundation is a grant-making organisation, which has been set up by a company,
families or individuals to give money for a specific purpose, or to buy a special piece of equipment.  They
exist only to give money to organisations which help others, or have a charitable purpose, and when the
Foundation is set up, they usually choose to support a particular area of work: - for example, they may
decide to support organisations working with children, or carrying out medical research; or helping people
with a particular illness or disability. Often foundations will also have geographical restrictions - they will
make only make grants to help people living in a particular country or region.  It is important to identify
any restrictions, which apply to a Foundation before making a proposal to them.

In addition, the majority of foundations will make grants for specific projects, as they like to be able to
see how their money has been used. If money is given for a certain project, it can only be used for this
purpose. This is called restricted income. Few foundations will give grants for the daily running costs of
your Association, although if you are requesting support for a specific project, costs such as rent,
telephone, salaries and equipment, which your Association would incur can be included as part of the
total amount of money you are requesting.

Foundations usually request organisations to make  applications to be submitted by a certain deadline,
and they may have an application form, which you have to complete. Alternatively, they may wish you to
write your own proposal, outlining the aims and objectives of your Association, the project for which
funding is being sought, details of your Association will implement the project, how its success will be
measured, and who it will benefit. Other Foundations may prefer to meet representatives of your
Association personally before deciding if they would like to make a grant.

They may want to know about other kinds of income your Association receives and frequently do not like
to be seen as the only supporter of an organisation. If funding is not being requested for the total cost of
a project, a foundation may want to know what other sources of income have been sought, and if these
applications have been successful. You may also need to give details of your bank account, and provide
audited accounts, or references so that the Foundation can be confident that their grant will be used
responsibly. It is important to build up a relationship with a Foundation – it is often better to ask for a
small amount for a small project first, and show that your Association can administer this grant
successfully, before requesting a larger amount.

Some Foundations may wish to be involved at different stages of the project – others may simply require
a follow up report giving information on how the money was spent and what was the outcome of the
project. They may also wish to know how your Association will follow up or continue this work after their
grant has been spent.

The resources required for this type of fundraising is the time of a staff member or volunteer firstly to
carry out the research to identify the Foundations, which would support your Association, and secondly to
find out how the application should be made and to write  a proposal according to their requirements.
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If there  are Foundations which support organisations in your country, they may be listed in a booklet, or
catalogue. You can often find such information in a local library, or from a government agency with
responsibility for not-for-profit activities. You can also try finding information on the internet – many of
the larger Foundations now have web-sites and you can even make applications to some Foundations on-
line.

Foundations receive many more applications than they can support, and those who assess the
applications may not have a large amount of time for this task.

Here are some common mistakes which organisations make when applying to Foundations, which your
Association can try and avoid when making an application!

§ The proposal does not meet the criteria or area of work supported by the Foundation;
§ The proposal is too long, or is too short – many Foundations specify the length of your

application.
§ Not enough evidence of the need for the project or it is not clear how the money will be used;
§ Lack of information/not all the questions have been answered;
§ Not well ordered or structured;
§ It is difficult to read;
§ There is no specific amount of money requested;
§ The application is not signed or it is addressed incorrectly.

Bear these mistakes in mind if you wish your application to be successful!

Statutory and European Fundraising

Statutory Fundraising is the term used to describe grants available from the government, which have
usually been allocated to help achieve a particular area of government policy. Grants to support areas of
work of interest to the European institutions such as the European Commission or the Council of Europe
may also be available. This type of fundraising activity is similar to fundraising from Foundations – you
need to identify the area of work relevant to your Association which the government or the European
institutions might support; ensure that your Association meets their criteria for support; and provide the
right information so that your application can be considered and evaluated.  Sometimes grants to support
running costs of organisations can also be available, but more usually, the grant can only be used for the
specific project described in the application.

Both the Council of Europe and the European Commission have  specific departments developing policies
for young people and give grants to support youth organisations, or run specific funding programmes
such as the Youth Programme. More details can be found by looking at the following web-sites, or in the
case of the Youth Programme by contacting the National Agency or National Co-ordinator of the Youth
Programme in your country.

Find out more about the European Youth Foundation of the Council of Europe at www.coe.int/youth

Find out more about the Youth Programme at www.europa.eu.int./comm/education/youth.html

From time to time the European Commission will issue calls for proposals, inviting youth organisations to
submit projects for consideration for funding – these can also be found on the web-site. There is also a
specific funding programme for youth organisations based in the Mediterranean (more details about
which can be found on the above web-site) and for CIS countries.
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Find out more information at www.europa.eu.int/comm/external_relations/ceeca/tacis.

Again the resources your Association will require for this type of fundraising is the time required to carry
out the research needed to identify the funding opportunities, which are available and to complete the
application form and carry out the follow –up administration once the project has been completed.

Corporate Fundraising

Sometimes companies will make contributions to support the work of not-for-profit organisations such as
your Association. Companies can operate at a local and national level, and sometimes a local branch of a
company may support a local group if they are not prepared to support your Association on a national
basis.

Like fundraising from Foundations, the type of approach may vary depending on the policy of the
company. Your Association may be more successful making personal contact with the head of the
company, or the company may simply require your Association to write a letter or complete an
application form outlining your request for support. You can sometimes be successful if your request
matches the work of the company – for example, you could approach companies making computer
equipment, if your Association was trying to raise funds to purchase a computer, or to organise a project
to develop computer skills among young people.

What is important to remember is that companies do not give money simply so they can help other
people or parts of society – they often give money to charitable organisations to help improve their public
image, and your Association should consider if it is happy to be associated with a particular company in
the public’s mind. There may be ethical factors your Association might wish to consider before asking a
particular company for support, and you will also need to consider how best you can publicise the
company’s gift, as this may also be  a requirement of the grant.

Companies can also support NGOs in other ways. They can agree to link sales of their products to support
for your Association, so for every product purchased, a percentage of the sale price is donated to your
Association. This is called ‘cause-related marketing’, and is another way of corporate giving, which
companies use to increase sales and gain public recognition for their support for the community. If your
Association becomes involved in this type of fundraising, it is often necessary to have a contract so that
each partner is clear about what is expected from the partnership. Again there may be ethical factors to
consider with this type of fundraising as it may be considered that your Association is endorsing the
company or its products.

Finally, in some countries, companies can take part in ‘workplace giving schemes’ where employees can
agree to part of their salary being donated to a charity of their choice. If such a scheme operates in your
country, your Association could investigate how it could become involved and become a nominated
charity.

Finally companies will sometimes give contributions ‘in-kind’. This means rather than ask for donations of
money, you could try asking for goods instead. If you are planning to produce a newsletter, instead of
asking for financial support, try asking if the printer could donate the cost of the paper. If you are
planning a camp, ask a supermarket to donate food or drinks.

Resources required for this type of activity is the time required to carry out research on which companies
might support your Association and the best way in which they could be approached; and to ensure that
the company is thanked appropriately.
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Community Fundraising

Community Fundraising is a type of fundraising which can be carried out at local level, amongst friends
and neighbours of the local Girl Guide company. Although initiatives can be planned at national level, it is
up to each local group to carry them out.

Community activities can include such activities such as sponsored events, bring-and-buy sales,
challenges, competitions, and organised events.  However, no matter what method you choose, there are
certain questions you need to ask to before you begin any activity:

§ How much money will it raise?
§ How much money will it cost to organise?
§ Do the helpers/supporters have the skills and talents to make it successful?
§ How easily can it be organised?
§ Does the organiser have enough people to help with the planning before the event and to run the

event on the day?
§ How successful is it likely to be?
§ What are the risks involved?
§ Have you done the activity before?  Is it worth doing again?

When you are planning an activity, there are always ways in which you can raise additional funds such as:
§ Asking people to pay to enter competitions
§ Asking people to pay to enter a sale, exhibition, or any other event you organise.
§ Produce a programme to sell
§ Sell refreshments – tea, coffee, crisps and sweets.

Here are some of the different ways of fundraising in your local community:
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Sponsored events

In a sponsored event, a volunteer undertakes to take part in an activity in return for a pledge or promise
of money from their friends or family. The activity could be undertaking not to talk for a fixed amount of
time or to walk or swim a certain distance, for example. It works like this:

A volunteer agrees to take part in a sponsored walk. For every kilometre, which is completed, the
volunteer’s ‘sponsors’ agree to pay a sum of money, like 3 euro. If the volunteer walks for 12 kilometres,
then their sponsor would pay them 36 euro.

Sponsored events can raise a significant amount of money for very little effort, provided enough
enthusiastic people can be persuaded to take part, and that the money is collected after the event. It is
also an event in which everyone can take part and make a contribution, no matter how small.

Here are  some things to remember when organising a sponsored event.

- It is important that the event is publicised well in advance to get maximum participation.
- If Brownies or Guides are taking part, it is important to get permission from their parents first.
- If the event is taking place in private or public property, you should obtain permission first, and

ensure that you have insurance cover.
- You may need responsible people to confirm that the task for which a person is being sponsored

has been completed.
- Keep a list of participants, and all sponsorship money that is received.

Competitions

There are many different kinds of competitions, which can be organised. Money can be raised by
charging an entry fee for the competition and by sponsoring the participants. Your Association or group
can also ask local businesses or shops to donate the prizes required.

Sales

Your Association can try organise sales to raise money. In some countries, sales of second-hand clothes,
books or household goods are a popular way of raising money locally. You can ask Brownies and Guides
to collect such goods from parents, friends and neighbours, or to make cakes and sweets to sell too.
However, before organising such a sale, you should check if there are legal regulations applying to NGOs
specifying the types of trading activities should undertake.

Here are some general guidelines to ensure success:

- The goods should be items that people would want to buy – if you are selling second-hand books
or clothes, make sure they are clean and in good condition, and reasonably priced;

- The goods should be attractively packaged and presented;

- The sale should take place in an accessible and welcoming venue;

- Ensure that the event is publicised well so that many people come.

- You should also decide what will happen to unsold goods.
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If the event is taking place at the weekend, make sure that there is a safe place to store the money until it
can be put in the bank.

It can be a good idea to hold a sale at the same time as a Seasonal event such as Easter or Christmas. A
Christmas Sale for example might have tables selling Christmas cards, decorations, wrapping paper and
candles, Sweet tables, home-made cake tables, craft tables and refreshment tables selling mince pies and
gluewein, for example.

Organised events

Organised events such as fairs, barbecues, dances, concerts and exhibitions can all raise large amounts of
money, but success depends on extensive organisation, both before the event and on the day.

If you decide to organise such an event, you need to start planning well in advance, allocating specific
aspects of the organisation such as booking the venue, performers, catering, publicity, equipment hire,
etc.

Get tickets printed and decide how they will be sold.

You can also raise money from selling programmes.

If you are holding events for the public, you should also check if insurance is required and ensure that
your Association is adequately covered in case any accidents might occur. It may also be necessary to
obtain licences to sell food and drink or for musical performances or dancing to take place.

The resources your Association will require for community fundraising is primarily volunteers’ time to
organise and take part in whatever event you decide to hold. Such events can be really good fun from the
point of view of the participants and also the organisers, but you must be careful to ensure that the funds
raised reflect the efforts of those taking part, or your volunteers will quickly lose motivation.

Whatever event is organised, good publicity is fundamental to the success of your fundraising efforts and
it is up to you to take advantage of all opportunities for good publicity. Publicity can be achieved through
publicity material such as posters, leaflets, car stickers, balloons, etc either to raise awareness about a
specific event or one event in particular. It can also be achieved through press relations, or by advertising.
WAGGGS has produced a Media Relations Kit, available from the Europe Office WAGGGS, or the World
Bureau, which contains information on all aspects of public relations, which your Association can use to
achieve good publicity.
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Fundraising from Individuals

Many NGOs now raise money from individuals, by asking them personally for support, or by writing to
them as part of a direct mail appeal. Individual gifts are often the best source of funds which are
unrestricted – that is not allocated to a particular project, but which can be used for any purpose –
administrative costs, salaries, buying equipment, etc

The person, who asks for support is often known to the prospective donor – find out, for example, if
members of your Board have connections with individuals who are in a financial position to make a
contribution to your Association, or who have influence with an organisation which can make a
substantial gift to your Association. Then ask if they are likely to be sympathetic to supporting your
Association before approaching them with a face-to face request.

The other main method NGOs use to raise money from individuals is to organise a direct mail campaign.
Direct mail involves sending letters to large groups of individuals requesting donations – direct mail
campaigns are costly because of the printing and postage costs involved and require large up-to-date lists
of individuals who might respond to such a request. The ratio of response to requests sent by mail is often
very small, particularly when the NGO is not very well known or is working in a specialised field and you
should be sure that the amount invested in such a campaign will be offset by the donations you receive.
Some organisations buy lists of individuals who might be likely to support their organisation  - if your
Association has kept up-to-date lists of the details of previous Girl Guides/Girl Scouts, this might be a
good starting point if you are thinking of embarking on such a campaign. You may also need to consider
any Data Protection regulations in your country applying to keeping individuals’ records on computer or
in files.

This type of fundraising needs resources in terms of time to identify “prospects” who might be
approached for support. A Direct Mail campaign will also require significant financial investment before
any funds are raised.
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Conclusion

This is intended to be a practical guide. We hope that it has shown you that there is no mystery
about Finance and that by following these guidelines you will be able to maximise your
Association's assets and income, and keep control of its expenses. Having a variety of sources of
funding, solid financial planning, and clear rules about managing your finances, are the best
ways of providing financial security for the present and future members of your Association.

Resource material

Council of Europe and European Commission. T-Kit 1: Organisational Management, 2000.
www.training-youth.net

Council of Europe and European Commission. T-Kit 4: Project Management, 2000.
www.training-youth.net

World Association of Girl Guides and Girl Scouts. Project Management Guidelines. 2000
www.wagggsworld.org/newsroom/documents/index.html#guidelines
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GLOSSARY OF TERMS USED

ACCOUNTANT Someone who is qualified (usually by taking exams) to give financial
advice

ACCCOUNTING The method of recording and using information to prepare financial
statements

ANALYSED CASH BOOK The record of all cash coming in and going out, with additional
columns to identify the type of payment or receipt

ASSET Something which has a monetary value
AUDIT An independent assessment of a group's accounts and other records
AUDITOR A person who carries out an audit
BALANCE The total at this moment
BALANCE BROUGHT FORWARD An amount of money that is included as a starting point for a new

accounting period
BALANCE CARRIED FORWARD An amount of money remaining at the end of an accounting period. It

becomes the balance brought forward for the next period
BALANCE SHEET A statement of the organisation's assets, liabilities and reserves at a

certain date
BANK STATEMENT A list produced by a bank, showing all transactions for a certain

period
BUDGET A financial summary of a plan relating to a period of time
BUDGET COMPARED TO ACTUAL A report which compares what was budgeted to what has actually

happened
CASH BOOK A record of all cash coming in and going out
CASH FLOW FORECAST A way of stating, in advance, what money is expected to come in and

go out over a fixed period of time
CHEQUE A document provided by a bank to enable you to pay money out of

your bank account without using cash
CUMULATIVE TOTAL The total for this period added to the total for last period
DEFICIT A negative result; expenditure has been more than income in the

period
EXPENDITURE Costs which have been paid
FIXED ASSETS Items which are kept for more than one year, for example, equipment
INFLATION An increase in prices from one period to the next
INTEREST An amount added by the bank. It can be positive (if you have a

positive balance on your account) or negative if you have a loan or
overdraft

INVOICE A written request for payment
MANAGEMENT COMMITTEE People who are (legally) responsible for running an Association
OVERDRAFT An amount that the bank allows to be temporarily overspent from

your account
RESERVES What the Association is worth in money terms at the beginning of a

financial year
STAKEHOLDER A person who has a monetary interest in an Association
STOCK Items owned by the Association, usually for sale or as gifts
SURPLUS A positive result; income has been more than expenditure in the

period
TREASURER The person responsible for the Association's accounts


