
Planning and Organising
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10.                           If you require a Hospice representative to attend your 
                           fundraising event, we would appreciate as much notice as 
possible.  We always do our best to attend as many events as we can, however, 
please note we have so many similar requests we cannot guarentee that we 
will definitely be able to attend.

                   Think about a good venue and tell them the event is for charity; 
                    this may secure it free of charge or at a discounted price! 
Other things to think about:
	 Disabled access
	 Suitable lighting
	 Toilet facilities
	 Adequate parking/requirement for parking stewards
	 Safety capacity and maximum numbers
	 Minimum numbers required by the venue/caterers
	 How to leave the venue as you found it and with minimum 
            disturbance to local residents

5.

                 What will it cost you? Think about if there is 
                 a way you can attract support or sponsorship 
to cover your costs, or get items donated so that all 
money raised at your event is donated to St Ann’s.  
We have included a section on maximising your funds 
raised in Section 2.

                 Once you have an idea of the work that needs putting into 
                 organisation, look to see if you can delegate some of the tasks 
to colleagues, family and friends who may be able to help you. Forming 
a committee may be useful, so that all responsibility doesn’t fall to you.

                Work out any equipment 
                 you might need and how 
you can source it.

                 We love our changing seasons but sadly, we can’t guarantee the right 
weather for every occasion. If you are planning an outdoor event, please also think of a 
contingency plan should the weather be unpredictable.

Raising money
Armed with your great idea, now it's time to think about how you are 
going to raise money through your activity or event.

 What’ll it cost? The best place to start is with the question 

Thank You: 
Don’t forget to thank 
        people after your event 
          and tell them how you did with your  fundraising. 
                 Sometimes this can result in a further donation!

Income and Expenditure Breakdown	
		
                                                Cost
Income	  	  
Event	  	                         £
Online  donations	  	 £
Sponsorship	  	             £
Total	  	                         £

Expenditure	 	  
Hire 	  	                         £
Printing	  	             £
Total	  	                         £
 	  	  
Gross Income	             £
Expenditure	 	             £
Net Income	  	             £

It is really important to set a budget and more 
importantly, stick to it! To make sure that as much of the 
money raised as possible comes to St Ann’s, you’ll need to 
keep a record of all your costs and the money you have 
made. This will also help you set a fundraising target, as 
obviously you need to raise more money than it costs you! 
Here’s an example account you might want to use:

Money matters: If at all possible, it is always advisable to 
collect any money before the event takes place.  
Collecting after the event can sometimes be that bit 
harder and a lot slower.   

JustGiving: If you are asking for sponsorship for an 
event, an easy and efficient way to collect money is to 
set up a JustGiving web page. Here you can detail your 
fundraising and the target you are trying to raise.  
Visit www.justgiving.com/stannshospice/raisemoney 
to set up your page. 

Sponsorship Forms: We can also provide you with a bespoke sponsorship form, which also has 
the important Gift Aid information/tick box to help increase your sponsorship total. Please contact us 
(Page 2) for a form. Remember to take it everywhere with you as you never know who might sponsor 
you! Once you’ve collected donations, you will then need to send this to us with the money. 

Gift Aid: Anyone making a donation or sponsoring you, who is a UK taxpayer, can Gift Aid their 
donation.  Make sure they tick a Gift Aid box on the donation envelope or sponsor form and provide 
their full home address. We can then claim back 28p for every £1 they donate!

Social Media: Use social media to highlight your fundraising by posting your just giving page or 
your sponsor form.

Employer Match Funding: Check whether your employer runs a matched funding scheme. 
Many companies offer to match any fundraising done by employees and this is a very easy way to 
double your funds.

Ask People: 

If you don’t ask, 

you don’t get!

Remember you can’t do everything yourself, so don’t be afraid to ask 
others for help!


