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Background

The Anglesea SLSC has run a Door Knock for decades. However as time passed it was not
supported and in 1993 the Anglesea Door Knock raised approximately $1700 and 17 members
collected. They may have covered perhaps 10% of the available houses at that time. During 1994
the Door Knock was revitalised and in late 1994 some $9000 was raised, with fine tuning this has
incrementally increased each year. Below describes the approach taken. Once set up it becomes
easy to run as long as you don’t leave it too late to get things printed and distributed!

Requlations/Approvals

As a Charitable Organisation you should all be registered with the Department of Justice,
Consumer Affairs Victoria.

Office of Department of Justice Consumer Affairs Victoria.

Permission to conduct a ‘money raising’ activity that involves members of the greater
community needs permission from this organisation. In October they are rung (9627 6000) and they
send out a lengthy form, and request for permission to undertake a Police Search on the organiser!
If no commissions are paid to raise the money, then approval appears to be straight forward.
Anglesea applies for permission for all its money raising efforts including tin rattles on the one
form with a covering letter.

The Information Sheet and Anglesea’s approval letter for 2005 is attached.

Planning

Maps

Obtain a map of your town from Council or Estate Agent which shows individual land
blocks. This is always changing as new houses are built and blocks subdivided. Audits will have to
be done every few years as houses/units/flats are built. At Anglesea two new areas have been added
and an audit is now well overdue. There are two steps for the map. The first is to subdivide the
town into natural areas of about 400-500 house blocks. To illustrate this Anglesea is divided into
six areas. Each of these areas is divided into two for volunteers to deliver a letter a few days before
the actual door knock (it takes about 2 —3 hours as there are no letter boxes at many houses, and
letters are placed under doors etc.) and then each area is divided into *Collection areas’ which
comprise 25-30 house blocks, which there maybe up to 17 for each area. This is the size that a
person should take about an hour to collect from (unless invited in for coffee or a drink!).
‘Collectors maps’ are illustrated by coloured highlighter pens for only those houses to be collected
from. Some non map readers always make mistakes! Initially these maps were paper but with
attrition rates of 10% we laminated the maps several years ago and not one has been destroyed or
lost since.



Helpers

Because Anglesea has about 2800 houses and growing, three Caravan Parks, Golf Club and
a Pub have about 110 designated collection areas and we need upwards of 200 volunteers because
U20’s collect in pairs and Nippers must be accompanied by a parent, however we are always short,
so some double up and collect from two areas on the night. Now that the Door Knock is collecting
a significant amount of money the Door Knock is a sanctioned event, in that nothing else is on at
the surf club that night. We also hold it the night before the Anglesea Surf Carnival, early in
January which is probably not as good as the holiday period from the 10 January to Australia Day
which is peak holiday time. It is held the night before the Carnival so all competitors and members
should be in town! The excuses are many for non attendance ‘I don’t like collecting’ ‘I’m training’
‘Preparing my equipment for the Carnival’ etc. But once they participate most are willing
volunteers the next year. We also have a problem with the ‘Pier to Pub’ being on the day of the
collection!!

To entice participation we organise a Sausage Sizzle, which also includes a great pasta dish
for the competitors. Drink is provided, and it’s great to see so many members socialising
afterwards. Our Foundation Committee organise the food.

Sponsors

We have deliberately steered clear of involving the local business for help as they are
bombarded from many causes during the season and help the Anglesea SLSC in many other
functions. However in the case of the Golf Club we heard or suggested they needed a flier to
promote themselves. To this end they give a substantial donation which results in them having a
one page letter attached to our letter, which is then delivered to each house usually between New
Years Eve and the Door Knock (attached). Their donation pays for most of the printing!

Approvals

In the week leading up to the collection I visit the Caravan Parks, Golf Club, Pub and
Restaurants and ask permission to collect. Some years you get a refusal. One year | got permission
to collect from a restaurant and told them I would be around about 8 pm to collect. When | arrived
the place was in an uproar as 6-7 teenages were busy collecting and being locals knew a number of
diners. The owners of the restaurant were not impressed but lots of money was collected!

Paperwork

The letter:

We have found a letter a few days before the Door Knock to be very useful. The ones that
want to get out of town are warned, but we find many like to help and are prepared with money or
cheque at the door. A copy of our letter is attached. It has three main streams of information
promoting the Club:

i. We are a volunteer organisation, undertaking community service and
working in an environment where equipment is constantly having to be
replaced (and don’t we know it).

ii. Our activities especially Nippers, and our Café/Bar facilities.



iii. We are an integral part of the local community.

PLEASE NOTE THAT WE WOULD PREFER YOU TO NOT COPY INFORMATION
HANDED OUT VERBATUM BUT ‘MASSAGE THE MESSAGE’ TO SUIT YOUR OWN
CIRCUMSTANCES.

In October the Golf Club is approached and they appear willing to have the flier delivered.
Your local pub, tabaret, or perhaps the local traders may do the same thing. In early Dec. they
supply the letter and it is dispatched to the printer with the other pages. | put it in Adobe .pdf as all
printers can prepare from this. A copy of a letter is attached which is A3 folded to envelope size by
the printer. We get 3200 copies for about $500. Once upon a time we used to fold them ourselves.

Distribution

Over the years | have developed a steady group of people who like walking but are usually
averse to collecting. They get a cloth bag with up to 400 letters and a map (one of 12 areas
covering Anglesea). I also give them instructions and a receipt book and biro in case someone
wants to give. They put the letter into mail boxes, however they are very few in Anglesea so they
often have to walk up steep long drives and put them under doors, mats or windscreen wipers of
cars where people can see the letter. These are distributed about a week before the collection. Itis
a very important job.

Receipt Books

We purchased your average 100 page receipt book from Office Works etc. and then a self
inking stamp with

Anglesea SLSC Annual Door Knock Appeal
All donations over $2.00 are tax deductible’.

This stamp is put on both the official receipt and copy. Our receipt books use carbon paper
but others are self inking. The receipt books are stamped ahead for the next 30 receipts for each
Door Knock. Collection of the receipt books is necessary to cover their usage for any fraudulent use
in Tax returns. Each receipt book is numbered with an area number so is only used for that area and
is marked off against a collector on the night. An audit is done on all maps, receipt books and bags
soon after the door knock.

Instructions to Collectors

In our advertising on Club premises we ask that collectors coming to collect, wear Anglesea
uniforms such as Nipper T-shirts or Patrol Uniforms or jackets, anything that quickly identifies
them.

An instruction sheet is given to each collector telling them the area they are to collect from,
and what was collected from that particular area on average over the last two years and what
amount is expected from them tonight. Some are disappointed as they don’t reach the target
(usually 10% increase on last two years average) and others leave the collection room very
satisfied! On this sheet is ideas of what to say, and reminding them that they are ambassadors for
the club and to be careful etc. (sample attached).



Card - ‘Sorry we missed you cards’.

Most collectors report that between a third and a half of the houses are empty when they
call. To remind the householder again of the Door Knock we leave a card under the door and over
the next few days there is a great response through these cards, usually by the card being returned
with a cheque or Credit Card details. This response has grown to be $2000-$3000 so it’s a very
important part of the collection.

Card example attached.
The Bag

Each collection area has a cloth bag assigned to it. It contains Collector Instructions with
the target amount. A corresponding laminated map to show the area to be collected, a receipt book,
biro and a packet of ‘Sorry we missed you cards’. | have only had one bad experience when three
15-16 y.o. boys returned saying that most of the people were out and they had collected $90 from a
$300 average area. Prue and | went out the next morning and after the fifth house informed us that
‘sorry they were out last night” we felt quite foolish for not believing them. Other clubs use tins but
| believe that when people see tins they go for loose change — we want notes & cheques! Having
loose bags also allows for change to be given.

The Collection:

Timing, the night and comments.

We usually start at 6.30 pm. Historically it has been 6.00 pm but on hot nights many people
have not left the beach. Collectors especially the older ones may want to go out afterwards, and so
they need to be finished by 8.00 pm. There are queues by 6.15 pm and bedlam occurs at 6.30pm
with upwards of 200 people milling about.

This year it was cool and slightly drizzly. We opened the doors at 5.45 pm and asked
collectors not to start before 6.30 pm and it was much more organised!

Controllers:

These are my fabulous ladies who would not be seen dead door knocking but are willing to
help in other areas. Each has a sheet (sample attached) which covers a part of the town. As people
arrive they select where they would like to collect (usually as close as possible) and their name(s)
are written down against that particular area.

The “controllers’ have sheets for each area which have the ‘Collection areas’ which are
filled out with the collector(s) name, and then a cloth bag is issued with instructions to read the
‘instructions’ inside (don’t think this happens to often!) and their target fund raising amount,
receipt book, biro, map, and “‘Sorry we missed you cards’ for empty houses, all of which have been
collated prior to the event.



Nametags are issued separately. The nametags are the plastic inserted ones from
Officeworks. It is probably one of our higher costs replacing 50 odd each year. Before the
collection | stamp the sheets of name tags with the top half of the stamp on the receipt books (ie)
‘Anglesea Surf Life Saving Club’.

Control is kept by having the bag having its unique area identification number, issued by the
person controlling that particular area of town. We have tried to give the best areas to the more
senior club members but control invariably breaks down in the bedlam. Only one major incident
has occurred over the last six years when the same girl was left two years running waiting to be
collected! Not having her area collection tallied aroused our suspicions she had not returned. One
other incident occurred when our then President doing his second or third area for the evening did
not return. He admitted it was the invitation for the second bottle of red, he should have refused!

We try to have volunteer drivers who will take a group out to an area and wait for them to
collect or pick them up afterwards.

Participation by the collectors is highlighted by the whoops and yells as they count their
monies and break ‘new records’ when they return. It appears to be good for them to be involved in
the tally of their individual areas and a lot of fun is had. The amount is then tallied again and
recorded on the area sheets and then dispatched into the “inner sanctum’ to be sorted and tallied for
banking. Monies are then combined and sorted. We get a rough tally from adding individual
collection areas but there is always a small discrepancy between the final total and this amount.
Each “Collection area’ has yearly statistics kept on a running sheet and it is surprising how constant
these amounts are. Obviously monies that come in later are not included on the sheets and this can
lead to considerable variations on the individual areas when a strong supporter is not home on
collection night. Example attached.

We also have a book for comments when collectors return. Over the years we have had
some very good suggestions and the book reminds me if changes are necessary for the following
year.

The money was originally ‘put under the bed’ for the night. Recently we have organised a
night safe arrangement with the local bank, at least for the notes, and the coins are dispersed until
the next bank day. We are now seriously considering having a security guard for the time of
collection. The money is tallied and bagged on the night by up to 6 helpers. One helpful piece of
equipment has been the loan of money sorting trays from the local bank, but it still has problems
with the one and two cent coins and occasional thruppence (spelling!). A money balance has been
very useful and we have had one for the last few years.

Anglesea SLSC could not run its Door Knock effectively without the Nippers. We are still
encouraging them but have put a strong hold on 6 Nippers and one adult collecting from one area!
We try to have 1-2 Nippers with one adult and strongly advise that the parent is present at the door
of the house when presentations are made. This is because in our experience is that very young only
get ‘loose change’ and there is also a problem with them writing receipts.

Two other points can be made. Be aware of 5 or 6 Junior members wanting to do one area,
it is a great loss of manpower. Often one or two go in and sign on and the rest remain outside. Six
or seven excited teenagers arriving at your door can sometimes be confronting. Secondly we try to
make sure that the younger female members are in a minimum of pairs.



My greatest problem is having enough ‘senior’ members to collect from the very best areas.
These areas are now returning over $500 and need careful collecting. Experience has taught us that
a 25 - 60 year old in Anglesea SLSC gear, collects significantly more than our younger members.
It’s just a fact of life!

Afterwards:

Usually on the night one of the ‘controllers’ put all pens in one box etc. The laminated
maps are sorted and checked that all are returned. We have the recording of names against areas to
chase occasional maps that are not returned. Receipt books are checked and boxed. The next
morning tally sheet collection amounts are punched onto new excel spread sheets and usually given
to the President and much fanfare made at our Sponsors lunch at the Carnival which this year
solicited a cheque for $2,000 from one of our strong supporters!

All is forgotten until October when panic sets in to organise the letter and plan the next one!
Anyone want a job?

I hope this information will help. Apart from the initial time sorting areas and making maps,
there is not a lot of preparation as long as you can get your letters automatically folded, which |
have arranged over the last few years! If you have any further questions please feel free to ring or
even come over and watch — have a sausage or pasta and a drink! Our next collection will be on
Saturday 5 January 2008!

Currently | believe that expenses tally to about $400. We have a cost of about $50 on the
letter, the rest is paid by the Golf Club. New biro’s receipt books come to $20. Name tags
approximately $20. Every few years we run off 10,000 ‘Sorry we missed you’ cards which are
consumed at about 1,000 per year — say $30. Pasta, sausages and drinks come to $250. The
printing of supporting instructions etc. comes to $20.

Graeme B. Weber
Anglesea (9509 8629)

PS And by the way after being within a couple of hundred dollars of $23,000 for the last three
years, this year we jumped to $29,000 in Jan. 2007!



DEPARTMENT OF JUSTICE

COMSUMER AFFAIRS VICTORIA
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ANGLESEA MAPS SHOWING

THE TOWN and

HOW IT IS DIVIDED UP FOR

VARIOUS FUNCTIONS

Remember to laminate all maps!
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EXAMPLE OF LETTER




AREA CONTROL SHEETS




INSTRUCTIONS TO COLLECTORS




INSTRUCTIONS TO COLLECTORS

Your Collection Areais:- .o
Average Collection last 2 years - ...cooovevviiecierec
Your Target Amount Tonight :- ..o

() Remember at all times you are an Ambassador for the Anglesea Surf Life Saving
Club, be polite and courteous.

(i) All households have been Letter boxed so Householders should know you are
coming, (this does not apply to the Caravan Parks, Hotel or Golf Club).

(iii)  Introduce yourselves along the lines......

‘I am collecting for the Anglesea Surf Life Saving Club. This is their Annual Door Knock
Appeal, and I(we) was(were) hoping you may be able to support our Club on this important
evening. Donations over $2.00 are tax deductible'.

(iv)  Please try to answer any queries (eg) Nippers and other activities. If they request
further information, obtain their name and address, and what is requested, and give it to any
Committee member on your return.

(v) If no one is present at a house when you call please leave one of the cards in your
bag, under the door or in a prominent place.

(vi)  Fill in as many receipt forms as possible, remember to put names, date and amount
on the receipt butt. Return maps, bag, money and receipt book immediately on finishing your
collection. The treasurer and helpers are awaiting your return!

(vii)  Please come and enjoy a sausage or pasta, and a drink, with your friends, when you
finish collecting.

THANK YOU FOR YOUR HELP TONIGHT
IN SUPPORTING
YOUR CLUB



SORRY WE MISSED YOU CARDS









