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An important note for the users 

 
The attached Preferred Practices are written to enhance, and in some respects to 
standardize, various key activities in our club. They should be treated and used more as 
guidelines than as a rigid set of rules and regulations. In no way should independent thought 
and initiative be curbed as a result of adopting the Preferred Practices. 
 
Please remember that Preferred Practices stem from our Club’s combined experience in 
organizing activities efficiently and smoothly. If there is a doubt that a particular Preferred 
Practice is impractical, or it is non-functional due to a particular set of circumstances, please 
bring it to the attention of the person responsible for Knowledge Management or the Club 
President or any Board Member. 
 
It is emphasized that this document merely gives guidelines to committee chairs and other 
Rotarians, and neither the Rotary Club of Kingston nor the persons who have written this 
document will be held liable in any event. 



 

Rotary Club of Kingston 
Preferred Practices for Fundraising  

 
 
AIM OF THIS DOCUMENT 
 
The Rotary Club of Kingston must be transparent and accountable to donors, 
stakeholders, government agencies and future patrons. To be successful, the club 
must follow rules for governing and best practices for fundraising. Written policies and 
procedures are critical not only for showing they adhere to ethical fundraising 
practices, but also for enhancing relations with donors and funders and improving 
volunteer efficiency and effectiveness.  
 
In the past, Preferred Practices have been drafted for individual fundraising activities 
such as the Gala, Giggles Grapes and Brew, and the Nut Drive.  Less involved 
fundraisers such as Cat4Kids and the Cash Calendar functioned well without a 
specific Preferred Practice.  Until 2018 there was no disciplined process determining 
where and when to invest the proceeds of these events.  Often, individual fundraising 
committees made the choice and actually assigned percentages of contributions to 
specific charities.  A more coordinated approach was essential and a mechanism was 
needed to enable the Board to develop and communicate spending priorities to the 
various groups involved in raising the funds. This resulted in the development of a 
Preferred Practice for Fundraising in 2018 providing better coordination and 
dissemination of spending priorities at the Board level.  Editorial reviews were 
conducted in August 2019 and January 2020 emphasizing the need for spending 
priorities and the understanding that this Preferred Practice does not replace existing 
Preferred Practices for the Gala, Giggles Grapes and Brew (draft) and the Nut Drive 
(draft) and should be read in conjunction with them.  (Note:  There are levels of detail 
such as location, table sizes, program requirements, sub-committee structure, auction 
items targets, ticket sales etc that are not appropriate for an umbrella Preferred 
Practice that is focussing on methodology, communications and goals). 
 
The aim of this document is to provide guidance to fundraising leaders in gathering 
volunteers, designating tasks, organizing the event, timing and crafting of solicitations 
for donations including spending priorities, and identifying the risks faced by 
committees and the club as a whole.  The importance of clear and regular 
communications between fundraisers and the Board will also be examined. 
 
KEY FUNCTION OF FUNDRAISING  
 

1. To raise funds for the Rotary Club of Kingston programs by holding a variety of 
fundraising events or activities over the course of the Rotary year (July 1 – 
June 30). Note: Each fundraising event or activity will have a committee 
structure (including a lead or co-leads) but all Rotary members are encouraged 
to participate in each one so that the workload can be more evenly shared.  



 

 
FUNDRAISING EVENTS 
 

1. Nut Drive (July to September) 
2. Gala (July to May/June – alternating years with Giggles, Grapes and Brew) 
3. Cash Calendar (August to January) 
4. Giggles, Grapes and Brew (November to April – alternating years with Gala) 
5. Cat4Kids Golf Tournament (February to May)  

 
(Note: From time to time, there may be additional, often smaller, fundraising initiatives)  

 
PREFERRED PRACTICES FOR FUNDRAISING 
 
1.  Advertise events to the membership well in advance of their start dates to ensure 

sufficient time for their success. 
 2.  Develop a “check list” of key dates and actions and closely monitor the list 

throughout the process.  
3.  Established fundraising committees should hold monthly, or more frequent, 

meetings starting well before the event (the number of months will vary depending 
on the activity or event). The frequency of meetings may be accelerated as the 
event or activity draws closer.  

4.  Requests for donations of both cash and kind, matching funds, and gift 
certificates, again depending on the event or activity, must be undertaken early in 
the planning process. Rights, privileges and responsibilities must be clearly 
defined in order to build sustained relationships with donors. Donors will make 
requests and fundraisers must be very careful not to over-commit.  Far better to 
say “I’ll get back to you” than to make a promise you can’t keep. By properly 
stewarding donors, a one-time gift can become a lifetime of charitable 
contributions. Acknowledging gifts, thanking and recognizing donors in a timely 
manner and guarding privacy and confidentiality of donor information form the 
foundation of a successful stewardship program.  

5. Donors want to know how their money will be spent and fundraisers must be 
prepared to provide this information.  This must be seen as an opportunity to 
educate potential donors on what our Rotary Club is involved in, so fundraisers 
must be armed with a list (and detailed understanding)of  3-4 current priorities for 
our club.  These priorities must come from the Board at the beginning of any 
fundraising effort.  As an example, for the Gala, the Board should have a clear 
idea of spending priorities and must communicate these one year in advance of 
the event, ideally prior to the new President taking over in July. 

6.  Committee Chairs/Co-Chairs report to the club on their various functions and 
needs on a regular basis to keep everyone informed and to generate excitement 
about the event or activity.  

7.  All contracts for the fundraiser must be signed well in advance of the event and 
are established according to the rules and regulations outlined by Rotary 
International and Rotary District 7040.  



 

8.  Plan to have more volunteers than needed for each event so that difficulties that 
may arise on the day of the event can be handled easily and effectively. 

9.  A review meeting should always be held shortly after the fundraiser to determine 
successes and shortcomings so that subsequent events can be enhanced. Any 
significant ones identified can be added to this Preferred Practice.  

 
RECENT CHANGES TO GALA FUNDRAISING TECHNIQUES 
 

The 2018 Gala was very successful due to several changes in approach initiated after 
a meeting with a local fundraiser.  The most significant impact resulted from two of 
these changes. 
 

1. Ticket sales should pay for the cost of the evening and not be thought of as a 
source of additional fundraising.  Keep the price fair and let people go home 
feeling they got good value for their money.   

2. Sponsorships are the key ingredient to a successful fundraiser and will account 
for 70-80% of all money raised. 

 
Information that was shared by a local fundraiser was freely given (including 
discussions on how to find and how to approach potential donors).  Provided in the 
true spirit of Rotary. 

 
POTENTIAL MISTAKES AND SUGGESTIONS FOR AVOIDING THEM 

 
1.  Relying on a small group of volunteers. Our fundraising events require a 

tremendous amount of work and all members of the club should be engaged in 
them to avoid burnout of the event/activity leads. 

 2.  “Last minute” approach to planning, preparation, and solicitation of donations, 
particularly gift certificates.  Solicitations should be delivered in a timely fashion 
and clearly articulated.  

3.  Expecting that actions set out will happen on a tight schedule.  It is necessary to 
allow for delays in the planning of the activity or event.  

4.  Late or lack of advertising of the event to the community.  The event or activity 
should be advertised widely and often through print and social media to generate 
interest and engagement.  

5.  Making unrealistic promises or pledges to donors or participants. All statements 
made and contracts initiated should clearly follow the rules and practices set out 
in this document. 

 6. Moving outside the spending priorities provided by the Board.  With the Board 
providing 3-4 priorities for the coming year/months, there should be few situations 
that cannot be dealt with at the committee level.  But should a donor make a 
dramatic conditional donation falling outside these priorities, seek direction.  Don’t 
make that promise you may be unable to keep. 

 



 

RISK MANAGEMENT 
 
ALL committee members and any person(s) involved with the Rotary Fundraising 
events must acquaint themselves with Risk Management. To manage and limit risk to 
the Rotary Club of Kingston and partners, oversight measures should include:  

1. establishing and following fundraising policies that set out acceptable and 
unacceptable fundraising practices  

2. exercising adequate control over the scope of fundraising and the use of 
fundraising resources  

3. pre-approving fundraising solicitation scripts or other representations  
4. following up with donors to confirm what representations were made, fulfilling 

undertakings (such as donor requests for designation of funds to a specific 
purpose), and ensuring general satisfaction  

5. periodically conducting a financial analysis of the quantity of resources being 
devoted to fundraising in comparison with the resources being devoted to 
other aspects of the charity's work  

6. using internal audits to review expenditures and revenues 

This Preferred Practice was developed by Paul Elsley – October 2018 
Revised by Allan Dunlop – August 2019 
Revised by Allan Dunlop – January 2020 
 


