Fundraising Training for Team Captains:

Suggested Guidelines

Overview

The following guidelines/recommendations are based on research conducted among Team Captains nationwide, including some of Relay’s top fundraising teams (with team totals ranging from $7K - $156K).  This research highlighted opportunities for Relay For Life to better equip Team Captains and Team Members with the tools/ideas they need to succeed, and the training is designed to help address those key opportunities.  

This training can be implemented as either ‘mini’ training sessions as part of regular Team Captain meetings or as a separate Team Captain training session and consists of four key parts:

· The Role of a Team Captain – includes an overview of expectations/responsibilities and the importance of goal setting

· Keys to Individual Fundraising Success – with a special focus on letter writing

· Keys to Team Fundraising Success – with a focus on the ‘how’ to support those great fundraising ideas

· Recognizing and Motivating Your Team – strategies for achieving the best possible results and recognizing the members of your team for their contributions

To make the training more meaningful and relevant, try to engage your top fundraising team in the training.  Meet with your top team(s) prior to the meeting to review the guidelines outlined here one-by-one, and ask the top team to provide specific examples, where possible, to make the suggestions/guidelines more relevant to your community.

Part One:  The Role of a Team Captain

Part One of the training focuses on the expectations of and responsibilities for a Team Captain.  Specifically, to:

· Build a team
· Recruit people for the team – whether they are friends, family members, coworkers, fellow church-goers, members of a sports team/club, etc.

· All types of people can be great team members, but be sure to include anyone in your life who has been directly touched by cancer (either themselves personally or someone they love)

· Be sure to emphasize that Relay is an opportunity for them to make a difference in the fight against cancer
· Seek people with different connections to widen the circle of donors and connections
· Promote cohesiveness among the team
· Develop a vision/plan for the team

· Set financial goals for the team (whether you choose to share them with the team or not)

· Make it challenging, but realistic

· Try to set your team’s goal higher than the previous year’s outcomes

· Work with individuals to set their own individual fundraising goals – ideally above the $100 minimum

· Set the tone – serve as an example to your fellow teammates by demonstrating:
· Your passion for Relay and your commitment to the cause – share your stories about how you (or your company/company’s management) became interested in the fight against cancer

· Your desire for everyone to have fun

· Make team meetings fun – a time to socialize with some Relay business worked into the activities
· Consider developing a team theme with t-shirts and costumes (e.g., Field of Dreams – “If we raise it, a cure will come”) 

· Try to spread your fundraising over the course of the year (with the exception of the month or two right after Relay); this will allow you to steadily collect funds over time, rather than waiting for the last minute rush (particularly important for fundraising at work – where you don’t want your coworkers to feel bombarded)
· Look to the future in terms of financial goals as well as people management – set an ambitious financial goal to achieve over a multi-year period and outline what it will take to get there (e.g., # of team members, their roles, etc.)  For example, one team captain brought his team up to $57,000, largely through a bowl-a-thon.  His longer-term goal was to have seven bowl-a-thon participants raising as much money as he did – leading the team to a $100,000 total.
· Equip the team to achieve its goals

· Provide them with the resources/information they need

· Outline what is expected of them as a team member

· Give them background information on Relay and ACS

· This includes information on how their donations will help in the fight against cancer (i.e. how ACS funds are spent)

· Should include specific examples of how funds are helping at the local level (e.g., programs like Road to Recovery, projects at local hospitals, etc.)
· Don’t be afraid to cast a wider net to help reach your goals (approaching friends of friends, etc.)

· Provide tips on how to raise funds, including the basics:

· Ask everyone you know for a donation

· Make it personal

· Always say “please” and “thank you”

· Remember to follow up

· Stay organized and track both individual and team progress

· Keep the team happy – fill in where needed, use people in their areas of talent and interest

· Communicate with the team regularly
· In addition to holding team meetings, be sure to touch base via email and phone to:

· Help them with fundraising ideas

· Keep them informed of the team’s progress

· Inspire them with stories about how ACS is making a difference in the fight against cancer

· Hold wrap-up meetings after the event to debrief and discuss plans for next year

· Try to motivate and encourage team members

· Challenge them, foster a competitive spirit, a desire to be #1 (the top team overall at your event, the highest per participant average, the top level in your fundraising club, the new team that raises the most money)

· Thank people throughout the process (not just when Relay’s over)

Part Two:  Keys to Individual Fundraising Success
Most successful teams use a combined approach of individual and team fundraising.  Part Two of this training focuses on individual fundraising.  Best practices with respective to individual fundraising include:

· Letter-writing
· Write personal letters to your family, friends and coworkers and let them know how cancer has impacted your life.  Share your feelings and the stories of those you know who have survived the battle, have lost the battle or are still fighting the battle against cancer.  As one team captain explained:
We have a team to honor our daughter who died of cancer.  We send out personal letters with my daughter’s picture.  We talk about her and what she meant to us and still means to us.

· Make it easy for people to donate; consider including a self-addressed envelope (stamped or not) in the envelope when you mail the letter

· Share sample letters with your team members to help them get started (see attached ‘Examples’ section)

· Making personal phone calls or approaching people in-person

· Again, make the appeal personal and share your personal story about how you became engaged in the fight against cancer

· Putting your own creativity and talents/skills to good use; some examples:

· Selling items you made yourself (e.g., decorative pillows, fish bowls)

· Giving team members’ children plastic piggybanks to fill

· Placing a donation jar in a senior center with a sign saying “Your change changes things.”

· Always remembering to thank those who give

· Send thank you notes to those who donate; share how much money was raised, how it will be used, tell stories about the team/event or send a team photo 

Part Three:  Keys to Team Fundraising Success

As previously noted, most successful teams use a combined approach of individual and team fundraising.  Part Three of this training focuses on team fundraising:

· Top teams utilize varied techniques to raise their funds.  The key ingredients to their success relate less to the specific techniques they use and more to the way they execute them.  From top teams, we have learned that you can make virtually any type of fundraiser successful by applying the following strategies:
· Understand your community/target audience and try to identify something that might be of value/interest to them

· For a country club community, champagne cruises, wine tasting or a social event at the local country club might be most effective

· For shift workers at a factory, a ‘free paid day off’ raffle might be effective

· Publicize the fundraiser heavily – the more people who are aware, the greater likelihood of success

· Undertake the fundraiser with great enthusiasm – it’s contagious

· Pursue fundraising activities on a year-round, ongoing basis

· The type of fundraisers you choose is only limited by your own creativity and drive; here are some examples:
· Raffles/”Chance drawings”

· High-end and highly desirable items, not surprisingly, tend to yield the best results; some examples:

· Elaborate gift baskets (e.g., spa certificate with robe, spa products, slippers)

· Limo ride with gourmet dinner

· Computer

· TV and other electronics

· Motorcycle

· Car

· Trips (e.g., Caribbean cruise, nights at upscale hotels)

· General Sales

· Garage sales

· Try to pick a desirable location which is centrally located, comfortable and where you will have a ‘captive audience’.  

· Food sales

· Bake sales

· Lunches at work

· Barbecues and spaghetti dinners

· Other sales – anything from:

· Candy

· Cookbooks

· Gift-wrapping services

· Relay “suns and moons”

· Pink ribbon socks

· Dinners/Dances/Other Entertaining Events

· Ladies Luncheon 

· Dinner/Dance

· Casino night

· Golf tournaments

· Other events:

· Roller skating night

· Beer tasting night

· Wine tasting

· Silent auction

· Concerts

· Bunko parties

· Bowl-a-thon

· Student dinner/dance

· Vendor night – a variety of vendors (e.g. Pampered Chef, Avon) came together for night, with portion of their proceeds going to Relay  

· Other types of fundraisers:

· Cow patty bingo

· Penny wars at local schools

· Portion of the proceeds (e.g., dental office offers teeth whitening at a reduced rate, with $100 of each whitening fee benefiting ACS).

· Car washes

· Dress-down days at work

· On-site fundraising

· Again, only limited by your own creativity and drive; typically things that help to make the event more fun for participants (e.g., games, raffles, food, etc.)

· As many factors (e.g., weather) are very unpredictable, consider any on-site efforts to be your ‘icing on the cake’

Part Four:  Appreciation and Recognition

Part Three of this training focuses on the importance of recognizing your team members and expressing appreciation for their efforts.  Best practices in this area include the following:

· Thank your team members verbally throughout the process
· Consider ways in which you might recognize each person for his/her contributions at the end of Relay; some examples:
· Write personal thank you notes

· Give each person a small gift to say thanks (e.g., a Relay keychain, a jar of candy, item for their desk with the Relay logo)

· Develop your own informal awards to honor team members (e.g., the “worn sneaker award” for the person who walked the longest at Relay)

· Help them to share in the glory of any formal awards received at Relay, whether it’s:

· Top fundraising team award

· Spirit award

· Fundraising clubs/levels

· Bull’s-eye award (for all teams that make their goal)

· Remember to recognize your own contributions and keep in mind that each dollar we raise brings us that much closer to winning the battle against cancer
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