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SCOPE 

The policies and procedures in this document govern the fund raising guidelines, organization and 
implementation of fund raising events, collection and safeguarding of funds raised as well as the use of 
Commercial Fund Raiser.  

OBJECTIVE 

1) To ensure that Fund raising events are held based on prescribed guidelines in the Charities 
Regulations as well as the Code of Governance (For Charities & Institutions of a Public Character 
(IPC)). 

2) To ensure the proper safeguarding of funds raised during and after the fund raising event. 

3) To ensure that agreement with Commercial Fund Raiser are drawn based on the Charities Regulations 
as well as the Code of Governance (For Charities & Institutions of a Public Character (IPC)). 

DEFINITION 

Total expenses relating to fund-raising for the financial year, including: 

(a) Direct and material indirect expenses of any kind; and 

(b) Payments made to commercial fund-raisers engaged by the institution of a public character. 

But excluding, in a case of the sale of goods by or on behalf of the institution of a public character for fund-
raising (and not trading), the cost of goods sold. 

Revenue refers to: 

(a) In a case of the sale of goods by or on behalf of the institution of a public character for fund-raising (and 
not trading), the total receipts from such sale (after excluding only the cost of the goods sold); and 

(b) The total gross receipts from any other fund-raising for that financial year. 

Sponsorship refers to: 

(a) The total amount of sponsorships in cash received by the institution of a public character relating to 
fundraising for that financial year that is conditioned upon the provision of direct or indirect commercial 
benefit to the sponsors; and 

(b) The total cost of value of sponsored property, goods and services for which tax deduction receipts are 
issued relating to fund-raising for that financial year. 

DOCUMENT REFERENCE 

1) Recommended Accounting Practice (“RAP”) RAP 6, Accounting and Reporting by Charities 

2) Code of Governance - For Charities & Institutions of a Public Character (IPCs) 

3) Charities Act 

4) Charities (Institutions of a Public Character) Regulations 
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POLICIES 

1.0 General Fund-Raising Guidelines  

(Reference: Annex, Code of Governance (For Charities & Institutions of a Public Character (IPC)) 

1) The following guidelines should be included as additional terms and conditions in the contract with 
Commercial Third Party Fund raiser if the entire fund-raising function is outsourced to them. 

2) The Executive Director/Commercial Third Party Fund Raiser should ensure the following guidelines 
when communicating with the donors and the public: 

a) Avoid stirring feelings of guilt in the public who may not wish to donate. 

b) Show respect for the dignity of those benefiting from the appeal. 

c) Avoid making comparisons of charitable organizations. 

d) Avoid presenting an exaggerated impression of the scope or nature of the cause or problem 
handled by the charity. 

e) Avoid misleading the public with regards to the purpose and use of the donations. 

f) Avoid the use of messages or images that discriminate against any race, religion or culture. 

g) Do not subject prospective donors to coercion, harassment or undue pressure.  

3) The following should be clearly communicated to donors: 

a) Background of the IPC 

b) Intended use of donation 

c) Value and tax implication of potential donations 

4) The total relevant fund-raising expenses of the IPC should not exceed 30% of the total relevant receipts 
from fund-raising and sponsorships for that financial year. The formula is as follows: 

Total Expenses + Sponsorship 

Total Revenue + Sponsorship 
X 100% 

(Reference: Regulation 15, Charities (Institutions of a Public Character) Regulations) 

5) The following should be disclosed 

6) The President, Vice-President and advisor should approve the use and application of the IPC’s name 
and logos by third party before allowing the third party to use/publish the IPC’s name and logo.  

2.0 Usage of Appeal Letter templates 

1) Appeal letters should be printed by the Society and signed by the Executive Director before sending to 
donors. 

2) Access to soft copy of the Appeal Letter as well as the Society’s letterhead should be limited to the 
Executive Director and support staff.  
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3.0 Engaging Commercial Third Party Fund-Raisers 

(Reference: Annex 1.6, Code of Corporate Governance (For Charities & Institutions of a Public 
Character (IPC))) 

1) The President, Vice President and Advisor should evaluate and approve the Commercial Third Party 
Fund-Raisers. 

2) Evaluation results, comments and evidence of review should be documented in the Evaluation form.  

3) A contract should be entered with the commercial third party fund-raiser. The contents of the contract 
should include the following: 

a) Roles and responsibilities of the charity and the commercial third party fund-raisers 

b) Fund-raising concept and methodology 

c) Period, venue and other details of fund-raising events 

d) Intellectual property right for publicity materials 

e) Budget for fund-raising activity costs 

f) Agreement on the retainer and salaries to paid manpower (if any) 

g) Allocation of proceeds to designated charities, such as guarantee amount and term for delivery of 
proceeds 

h) Procedures for settling disputes 

i) Clauses for termination of the contract 

j) Indemnity clauses 

k) Proper accounting procedures for monies received and expended 

l) Proper and fair representation of the charities in all publicity materials 

m) Legitimacy of the commercial third party fund-raiser 

4) Executive Director should check that the total amount of all donations collected by the commercial fund-
raiser should be received and the payment/expenses due to the Commercial Fund-raiser is not netted 
off the amount received. (Reference: Regulation 8, Charities (Institutions of a Public Character) 
Regulations) 



Finance Policies and Procedures Manual 
Fund Raising 
FIN-FR-05 
 

 
 
        Page 7 of 11 

4.0 Evaluating services provided by Commercial Third Party Fund Raiser 

1) The services provided by the Commercial Third Party Fund Raiser should be evaluated after every 3 
years of service.  

2) The evaluation committee should comprise of the following people: 

a) President 

b) Vice President 

c) Advisor 

3) The evaluation comments, results and evidence of review should be documented on the evaluation 
appraisal form. 

4) The terms and conditions of the contract with the Commercial Third Party Fund Raiser should be 
reviewed by the lawyers before renewal.  
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PROCEDURES  

Description of Procedures Responsible Person 

2.0 Usage of Appeal Letter templates 

2.1 Preparing Appeal Letter  

1) Print appeal letters based on the appeal letter template (FR-D01). 

2) Forward the appeal letter to the Executive Director for review and approval. 

Support Staff 

2.2 Review and approve the appeal letter 

3) Check that the appeal letter is printed using the correct template. 

4) Sign on the appeal letter as evidence of review and approval. 

5) Forward the appeal letters to the Commercial Third Party Fund raiser to 
prepare address labels and sending out to potential donors.  

Executive Director 

3.0 Engaging Commercial Third Party Fund raiser 

3.1 Sourcing for Commercial Third Party Fund raiser 

1) Send out invitation to quote to commercial third party fund raiser. 

2) Request for the following information: 

 Credentials of the company (including testimonials from previous and 
current clients) 

 Portfolio  

 Quotation 

3) Consolidate the replies from these suppliers. 

4) Forward the information to the President, Vice President and Advisor for 
evaluation and approval. 

Executive Director 

3.2 Selection of Commercial Third Party Fund raiser 

5) Evaluate the suitability of the vendors based on the information given as 
well as criteria listed in the Commercial Third Party Fund raiser assessment 
form.  

6) Select the vendor and request for the Executive Director to prepare contract 
for the selected vendor. 

 

 

President 

Vice President 

Advisor 
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Description of Procedures Responsible Person 

3.3 Preparation of Contract 

7) Prepare contract (FR-D02) and check that guidelines prescribed in the 
regulations are documented in the contract. 

8) Present the contract to the President, Vice President and Advisor for review 
and approval. 

Executive Director 

3.4 Review and approve Contract 

9) Review the clauses in the contract. 

10) If there are no errors to be rectified, request for Executive Director to print 
out formal contract for both parties to sign.  

President 

Vice President 

Advisor 

3.5 Signing of Contract 

11) Inform the selected fund raiser that they have been selected. 

12) Print 2 copies of the contract. 

13) Request for the President, Vice President and Advisor to sign on the 
Contract.  

14) Forward the both copies of the contract to the fund raiser and request for 
them to sign and return one copy to the Society. 

15) File the signed copy of the contract. 

Executive Committee 

4.0 Evaluating services provided by Commercial Third Party Fund Raiser 

4.1 Initiate commercial third party fund raiser evaluation  

1) Forward a copy of the Commercial Third Party Fund Raiser evaluation form 
to the President, Vice President and Advisor. 

2) Consolidate documents provided by the Commercial Third Party Fund 
Raiser. 

3) Forward the documents to President, Vice President and Advisor to aid their 
evaluation. 

Executive Director 

4.2 Evaluate the commercial third party fund raiser  

4) Conduct discussion with Executive Director and support staff (if necessary) 
to gather feedback on the quality of service provided by fund raiser. 

5) Review documents received from the Commercial Third Party Fund raiser. 

6) Discuss and document the final evaluation grade and *comments of the 

President 

Vice President 

Advisor 
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Description of Procedures Responsible Person 

Commercial Third Party Fund raiser on the evaluation form.  

*If service provided by the fund raiser is poor, the President, Vice President and 
Advisor should document as such and indicate that a new fund raiser should be 
sourced. The procedures for sourcing is described in Section 3.0.  
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DOCUMENT LIST 

 No. Document Name 
Document 

Ref No. 

1.0 General Fund Raising Guidelines 

Not Applicable 

2.0 Usage of Appeal Letter  

1. Appeal Letter  FR-D01 

3.0 Engaging a Commercial Third Party Fund raiser 

1. Contract with Commercial Third Party Fund raiser FR-D02 

4.0 Evaluation of services provided by Commercial Third Party Fund raiser 

Not Applicable 
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