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FUNDRAISING TIPS 
 
Fundraising can be both time consuming and nerve wracking, but with good planning it can be extremely 
rewarding and good fun. You don’t always need to climb Everest or carry out some other death defying feat to 
raise money – sometimes the simplest ideas win the most support. 
 
Once you’ve got a fundraising activity in mind your determination to convince people to support you is 
essential. This pack provides you with some useful advice on how to go about organising a fundraising activity 
or event, how to promote your fundraising activity and what to do when you’ve collected your donations/ 
sponsorship.  
▲ We’ve highlighted useful tips with this symbol  
If you want to talk to through your plans please don’t hesitate to give us a call on 020 7188 1196. 

   
Sponsored Events 

 

 
The Evelina Children's Hospital Appeal offers  sponsored skydiving  

 
Whatever sponsored event you do whether it be a charity organised sponsored skydive, run or walk or a 
sponsored event you’ve thought of yourself you are guaranteed to have fun! 

 
Don’t be shy! 
As a fundraiser for the Evelina Children’s Hospital Appeal you are raising money for something which is close 
to everybody’s hearts – the health of our children.  Remember, that donating to a worthwhile cause makes 
people feel good, so don’t be shy about asking people to help you! You’ll be pleasantly surprised by how much 
people are willing to help you out. 
Get out there talking to people with the sponsor form we provide to get pledges of support for your fundraising 
activity or challenge. Begin by drawing up a list of everybody you can approach such as family, friends, 
colleagues, customers, clients, neighbours, suppliers, your local pub and shops.  
 
You could rope in some helpers to pass a copy of your form around their place of work, social clubs, or friends 
to spread your fundraising net wider. However, we advise you not to collect pledges or donations by knocking 
door to door (unless of course it’s someone you know!) as this doesn’t usually work and could annoy people.  
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Try to collect as much money as possible when people make a pledge – this will save you chasing them up 
afterwards.  
▲ Approach someone who you know will be generous to make the first donation as this can often set 
the level of donation for subsequent pledges. 
 
Know your cause! 
Make sure you read the information enclosed about the Evelina Children's Hospital Appeal so that you can talk 
knowledgeably about the cause. Also check out our website www.evelinaappeal.org  

 
www. justgiving.com - the ultimate sponsorship tool! 
 

o This is a must! It’s simple, more effective and much quicker than the traditional paper sponsor 
form, and has a gift aid feature 

o Create your own sponsorship web page and e-mail all your contacts the link 
Visit www.justgiving.com click “create your own fundraising page” and follow the prompts to get people 
to sponsor you by credit/ debit card donation.  

o Donations received go straight into our charity bank account and will be automatically put on your 
sponsorship record. 

 
At work: If your company has a website it is well worth getting your fundraising effort featured on it.  
Remember to update your website regularly. 
 
E-mail 
 

o With more people using e-mail now it’s a great way to spread the ‘sponsorship’ word to a large number 
of people quickly and cheaply. 

 
o E-mail friends and associates your www.justgiving.com link. You’ll hopefully be pleasantly surprised at 

how many make an online donation.  
 

o It also makes it easier for your friends to forward details of your fundraising activity to their contacts.   
 
▲ Adapt your automatic signature in your email to include brief details of your event and how people 
can support you. 
 

 
Tax Effective Sponsorship that will add an extra 28p to every pound given! 
 

Gift Aid raises extra money for the Evelina Children's Hospital Appeal without you having to do a thing!  
 
How Gift Aid works 
If an individual makes a donation to charity, and they pay basic rate income tax on the money given, then the 
HMRC will refund that tax to the Charity. This currently stands at 28p for every £1.00 given. So, if a sponsor 
makes a donation of £100, we can claim a further £28 back from the HMRC. 
 
To do this we need the donor’s consent. Please encourage your supporters to tick the gift aid box and include 
their HOME ADDRESS, otherwise we can’t claim the tax back.  
 
Once you have collected all your sponsorship send a copy of all your sponsor forms to The Evelina Children's 
Hospital Appeal.  We apply to the Inland Revenue for the refund. 
 
You cannot claim tax back on a donation that was collected from a number of people e.g. the contents of a 
collecting box and the proceeds of a raffle or event. 
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Charities cannot claim tax on company donations. 
 
Higher Band tax payers 
 
Those who pay higher band tax at 40 per cent can reclaim the difference via their tax return. That means that 
the charity can claim 28 per cent of the value of their donation and the individual can claim back the remainder 
of the tax (40 per cent – 28 per cent = 12 per cent). For example a donation of £100 means that the charity 
can claim back 28 per cent (£28) and individual tax payer can reclaim £12 when they complete their tax return. 
 
Company Support 
 
Company support can be a good source of raising funds. Be bold and set your sights high, they can always 
make you a lower offer than you originally asked for. Let us know the company or companies you are about to 
approach, as it is possible we may already have a contact there and be able to help. 
 
Your colleagues 
 
Get your colleagues involved in your fundraising. You could organise a dress down day, a pub quiz or 
whatever you think will get everyone involved. 
 
Company publications 
 
See if you can get an article in your company newsletter or magazine highlighting your fundraising effort. 
Include your email address and your extension number. 
 
Cold mailings 
 
Avoid attempting cold mailings to a large number of companies, as the response is likely to be disappointing. 
Instead target a small number of companies with a tailored request. Check who the contact person is and 
always follow up your approaches by phone if you have not heard anything after 10 days. You will have much 
more success where you have a personal contact. 
 
Consider companies that you do business with or whom you are a customer. For example your local post 
office, green grocer, hairdresser, dry cleaner or garage. 
 
Company contacts 
 
Customers and suppliers of your company can be a great source of support. If you are planning to approach 
clients, check with your employer first – in some circumstances it might not be appropriate. 
 
You will be taking on a huge challenge to raise funds for the Evelina Children's Hospital Appeal. So do 
not underestimate what you have to offer! 
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Collections 
 
Collections still play a large part in how people give to charity in this country and can be a simple and very 
effective way of raising money. We can send you official collecting tins or buckets for these. 
 
Collections on Private Premises 
 

o Collections in supermarkets, pubs and other privately owned premises work well but remember to seek 
permission from the owner first.  

o Do make sure that the positions where the collectors stand are within the owners property – for 
example the supermarket car park may be within their property, but the pavement in front of it may not 
be.  

o You will need a letter from the Appeal to say that you are collecting on our behalf. See if friends, family 
and colleagues are free to help you collect. 

 
We can supply branded collecting tins or buckets. 
 
▲ Wearing fancy dress makes a huge difference – people are much more likely to stop and give 
generously if you draw attention to yourself - without breaking the law. 
 

 
Street Collections 
 
Street collections must be licensed by your local authority and are another popular way of raising funds. If you 
would like more information on carrying out a street collection, please contact the Appeal office. 
 
Sending the money you have raised to the charity 
 

• After you have finished your collection count the money with at least two witnesses 
• Use the seals we provide to ensure that the collecting boxes are not opened before you count up 
• Do not use any other collecting tins. 
• Once the money is counted pay it into a bank account and send a cheque for the same amount, made 

payable to The Evelina Children's Hospital Appeal to our office address. 
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Raffles 
   
Raffles can be held in your workplace, club or pub. Selling ticket and the draw can take place on the same 
day. Getting hold of a attractive prize will help you to sell tickets. You may find that local companies are willing 
to donate a prize for a raffle or you could budget for a raffle prize in your fundraising plan. 
 
Small raffles 
 
Small raffles such as at a raffle or lottery at a fete, dinner, dance or sporting event are exempt from registration 
with the Gambling Commission. Conditions of this are that the proceeds, after expenses, cannot be used for 
private gain, and no more than £250 can be spent on prizes. Tickets should be sold during the event. Cash 
prizes are not allowed but gift vouchers are permitted. 
 
Private raffle 
 
This also does not need to be registered. Tickets for this type of raffle can be sold to be those living or working 
on the same premises, or who are members of the same organisation. The raffle may only be advertised on 
the premises or the tickets themselves.  
 
Society raffle 
 
Raffles that involve selling to the general public or over a period of time (i.e. more than one day) are governed 
by the strict legal requirements of the Gaming Board for Great Britain. Please contact us if you are considering 
such a raffle. 
If you are having a raffle at an event make sure you have enough helpers to fold the tickets! 
NOTE: The Evelina Appeal can sometimes help in sourcing raffle/ auction prizes so please get in 
touch. 

Organising your own social or sporting event 
 

o Events can often considerably boost your fundraising 
o Fundraising events are a successful and fun alternative to collecting sponsorship 
o Tailor an event to fit your audience 
o Carefully plan and budget 
o Persuade friends or family to help you organise the event 
o You are only limited by the amount of time you can give and your imagination! 

 
A list of fundraising event ideas is listed at the end of this document. Remember that simple ideas can often be 
the most effective and stress free! 
 

 
This family organised their own sponsored walk 
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Step 1. Set the date and time for your first planning meeting 
 
Step 2. Hold the planning meeting 
It is very useful for each person involved to be given a role at this stage. By the end of the planning meeting 
you should have decided the following: 
 

� The date and venue 
� How much you are aiming to raise 
� How you will budget 
� Who is in charge of what 

� What equipment you need 
� How you plan to publicise the event 
� What refreshments you plan to provide 
� Who you intend to invite  

 
Remember to agree a deadline for each task to be completed.  
 
Step 3. Budgeting 
 
Ideally, you should try to get everything you need for the event donated, however this is sometimes unrealistic, 
and a small investment can be recouped many times over if planned carefully. If you intend to spend money to 
get your event up and running, it is very important to get accurate quotes for everything and then use them to 
complete the cost template before you pay out any money. You should ideally aim to raise about three times 
more than you spend. 
 
Once you have a clear idea of what the event is going to be like, it is vital that you calculate any expenditure 
and use this to help you estimate your income. This example budget may help. 
 

Budget Template: (Karaoke Evening) Item 
Expenditure   
Venue hire £100.00 
Food £50.00 
Drink (cash bar) £0.00 
Karaoke Machine hire from 6pm £50.00 
Decorations £15.00 

Total Expenditure £215.00 
Income   
Ticket sales @ £5 x 100 guests £500.00 
Raffle ticket sales @ £1 each x 200 (average 2 tickets per 
guest) £200.00 
Donations £150.00 

Total Income £850.00 
AMOUNT RAISED £635.00 

 
Use your expenditure to help you decide how much to charge for tickets to ensure that you raise more than 
you spend.  
 
Step 4. Book venue and external equipment 
 
You may need to pay a deposit at this stage. Gaining sponsorship from a local company may help you to do 
this. Be sure to confirm everything in writing. 
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Step 5. Promotion 
 
Once everything has been confirmed you can start promoting your event. Posters, email and your local media 
are all very useful tools for this, but the most effective way can often be by ‘word of mouth’. We can also 
provide you with a ‘guide to getting media coverage’. 
 
If you can’t get a printer to sponsor your publicity and tickets, produce your own on a computer or photocopy 
them onto card yourself to keep costs to a minimum. Do not give out tickets without receiving payment first. 
 
Step 6. Corporate Sponsorship 
 
Local businesses may be willing to offer prizes for a raffle or help pay for some of the costs. Do not forget to 
thank them in any promotional literature, press releases or when the raffle is drawn. Do not rely on obtaining 
sponsorship from companies. 
 
Step 7. Banking the money 
 
If it is a large event, it might be necessary to set up a bank account. It is vital that all money received is 
counted by two non related individuals. Cash should be stored in a safe until you can bank it. Do not send 
cash through the post. Cheques should be made payable to The Evelina Children’s Hospital Appeal. (See 
page 5 for further details) 
 
Step 8. Help at the event 
 
You should recruit friends and family to support you on the day. You should consider the following: 
 

• Someone to collect tickets or take money on the door 
• Someone to supervise any hired equipment 
• Two people or more to sell raffle tickets 
• Lots of people to help set up and then clear away after the event 

 
Step 9. After the Event - the grand total and ‘thank-you’s” 
 
Collate the final total as soon as possible (make sure you are witnessed by two other people when you count 
the money). If you are using your own bank account, pay this in and send a cheque for the final amount as 
soon as possible (after paying all suppliers)  
 
▲ Let people know the final total raised. They are more likely to support you again if they feel their money has 
been acknowledged. They will also help spread the word about the Evelina Children’s Hospital Appeal if they 
know your activity/ event has been successful. 
 

GOOD LUCK! 
 

Evelina Appeal fundraising office contact details 
 

For further fundraising advice, information or materials please contact The Evelina Children's Hospital Appeal  
 
Claire Pearson, Community Fundraising Co-ordinator 
 
Telephone 020 7188 1196    
claire.pearson@gsttcharity.org.uk  
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Fundraising Event Ideas 
 
 
 

o Treasure Hunt 

o Wine Tasting 

o Darts Tournament 

o Talent Show 

o Music Concert 

o Craft sale 

o Pub Crawl 

o Country & Western Evening 

o Tug of War 

o Football Competition 

o Coffee Morning 

o Sponsored Walk 

o Dinner Party 

o Fashion Show 

o Auction 

o Car Boot Sale 

o Garden Party 

o Barn Dance 

o Sponsored Silence 

o Christmas Stall 

o Pool Competition 

o Dog Walking 

o Aerobics 

o Sweepstake 

o Carol Concert 

o Night at the Dog Races 

o Karaoke 

o Dress Down Day 

o Golf Tournament 

o Car Washing 

o 24 hour Fishathon 

o 70’s/80’s party 

o Art Exhibition 

o Gig – local band 

o Birthday/Anniversary Party 

o Casino Evening 

o Car Free Day 

o Quiz Night 

o Collection at a sporting event 

(football, horse racing) 

o Garden Open Day 

o Harvest Festival 

o Kids Show 

o Race Night 

o Get Fit 

o Pet sitting 

o Line Dancing Evening 

o Beard/Hair shave 

o Quit Smoking 

o Tombola 

o Sponsored Swim 

o Sponsored diet

 
▲Remember to involve your colleagues, friends and family as well as local community 
organisations, when organising your fundraising project

                                                                            8



 

 

   
   

A Guide To Getting Media Coverage 
 

Fundraising for the Evelina Children's Hospital Appeal is a tremendous undertaking and something to be proud 
of. Your local media may be interested to hear what you are doing on behalf of the Appeal. They are most 
likely to be interested in your reasons for supporting to the Appeal so if you have a personal connection to the 
hospital that you don’t mind talking about, make sure you let them know. 
 
Getting local press coverage could not only boost your fundraising but will also provide valuable chances for 
people to read about or hear about the new hospital and the work of the Appeal. 
 
The Evelina Children's Hospital Appeal has a Communications Team who co-ordinates our work with national 
and local media. If you are planning on contacting your local paper, TV station or radio station please let us 
know and we will put you touch with our Communications Team who may be able to help. 
 
Press Release 
 
We have put together a template press release which you can personalise to give details of your event, and 
then photocopy and send to the editor of one or more of the following: 
 

• Local daily, weekly or free newspapers 
• Local listing magazines, trade magazines, church, village and school newsletters 
• Local independent radio, BBC local radio 
• Local independent, cable and BBC television 

 
The names and addresses of most of these can be found in your local Yellow Pages or Thompson Directory 
 

o Please let us know if you decide to send out press releases. 
 
Letter to the Editor 
 
The Letter to the Editor is a good way to make a personal announcement and an appeal for sponsorship or 
ticket sales in your local community. Some newspapers, especially the larger local dailies will have a lot of 
stories competing for space. In such a paper the letters page is often the best way of getting your message in 
print. 
 
Address your letter to The Letters Editor. You can request that your name and/or address is not printed but 
you should always include it for their reference. An example letter is enclosed. 
 

o Please let us know if you decide to send a Letter to the Editor. 
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Direct Contact 
 
If you really want to make an impression on the local media and think you have a good story to tell then why 
not call the newspaper, radio or TV station yourself? 
 

• Ask to be put through to the Newsdesk 
• Have a summary of what you want to say in front of you 
• Tell the journalist what you are doing and let them ask questions 
• Do not speak too fast and do not try too hard to ‘sell’ your story 
• Be ready to post or fax through any background information 

 
When talking about the Appeal, please use the details in the template press release so that our message is 
consistent at all times. 
 
Please let us know if you decide to call your local media. 
 
Radio or TV interviews 
 
If you are asked to do an interview please let us know so that we can help. 
 
It is an exciting opportunity if your local media ask you to do an interview, but do not feel pressured into doing 
it. Consider the following points: 
 

• Ask them for details about the questions that they will ask you so that you can be prepared and get the 
message across in a professional manner.  

• Have three to four main points to get across eg: what you are doing and why, how much you want to 
raise and how people can help 

• Lead the conversation, answer questions in the way that suits you, make additional points if it helps to 
get your message across 

• Always try to mention the full name of the charity The Evelina Children's Hospital Appeal 
• Refer to the Appeal’s website if people want more information than you are able to give; 

www.evelinaappeal.org 
 
 
 
Please contact the Fundraising team if you decide to approach your local media about your 
fundraising event 020 7188 1196, claire.pearson@gsttcharity.org.uk 
 
 
 
 
 
 
 
 
 

10 



 

 

TEMPLATE PRESS RELEASE          
       
             Issue date: [insert today’s date] 
 
 
 
[Insert your name] from [insert your town, village, school, club] will be doing [what?] to raise funds for The 
Evelina Children's Hospital Appeal. [He/She] will be [insert your event or challenge] on [details of date, 
time].  
 
[Use this paragraph to explain any personal background or connection with the Evelina that inspired 
you to fundraise for the Appeal] 
 
The Evelina Children's Hospital, part of Guy's and St Thomas' NHS Foundation Trust, provides everything 
from routine care and minor surgery to life saving treatment for over 95,000 children every year. It serves 
patients from London and South East and further a field in more serious of cases.  
 
In October 2005, the Evelina was moved to a brand new state-of-the-art building near to St Thomas’ Hospital 
in a bid ‘to create a hospital that doesn’t feel like a hospital’ for children. It has 140 beds including an intensive 
care unit and caters for children from 0-18years old. 
 
The Evelina Children’s Hospital Appeal supports the hospital by raising money to pay for equipment, 
furnishings and toys so that the very best can be provided for children and their families. They are currently 
raising money for their premature and sick babies neo-natal unit to purchase brand new specialist cots for the 
treatment and care of their tiniest patients to help increase their chance of survival. Currently there is a 
shortage of these cots in London. Each cot requires an enormous amount of costly and most up to date 
technological equipment, of which  [insert your name] fundraising will help them to provide.  
 
 
To [get tickets/sponsor/donate] please contact [add your name and a contact number. If you prefer not 
to give your number give the Appeal contact number 020 7188 1196, but inform the Appeal before 
doing so] 
 
 
 
 
Notes to News Editors: 
 
 

• For further information about the xx fundraising event pleased contact [your name] on Tel 
xxxxxxxxxxxxxx or mobile xxxxxxxxxxxx. 

• For further information about the Evelina Children’s Hospital Appeal please contact Kate Dawson 
Communications Manager at Guy’s and St Thomas’ Charity on 020 7188 1218 
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Sample template for a Letter to the Editor 
 
FOR PUBLICATION          
       
                           
   
[Insert Date] 
 
 
Dear Editor 
 
I have taken up the challenge to raise funds in aid The Evelina Children's Hospital Appeal, and I need your 
readers to support me in my bid to raise [insert your fundraising goal] to fund vital equipment for the new 
children’s hospital. 
 
[Use this paragraph for succinct information about your event or challenge, time, date, ticket price, 
and the effort and determination it will take] 
 
[If you or someone in your family has had experience of the Evelina Children's Hospital please include 
a sentence about how it helped them and why the service provided by the Evelina important to you] 
 
The Evelina Children's Hospital, part of Guy's and St Thomas' NHS Foundation Trust, provides everything 
from routine care and minor surgery to life saving treatment for over 95,000 children every year. It serves 
patients from London and South East and further a field in more serious of cases.  
 
In October 2005, the Evelina was moved to a brand new state-of-the-art building near to St Thomas’ Hospital 
in a bid ‘to create a hospital that doesn’t feel like a hospital’ for children. It has 140 beds including an intensive 
care unit and caters for children from 0-18 years old. 
 
The Evelina Children’s Hospital Appeal supports the hospital by raising money to pay for equipment, 
furnishings and toys so that the very best can be provided for children and their families. They are currently 
raising money for their premature and sick babies neo-natal unit to purchase brand new specialist cots for the 
treatment and care of their tiniest patients to help increase their chance of survival. Currently there is a 
shortage of these cots in London. Each cot requires an enormous amount of costly and most up to date 
technological equipment, of which  [insert your name] fundraising will help them to provide.  
 
The money I raise from my [insert event] will help The Evelina Children's Hospital Appeal to raise additional 
funds towards the purchase of this vital equipment. 
 
If any of your readers would like [buy tickets/sponsor/donate] I would be delighted to hear from them. Any 
amount of money, large or small, would be gratefully appreciated.  Please contact [add your name and a 
contact number. If you would like more information about the Appeal please visit www.evelinaappeal.org [or 
my fundraising website at www.justgiving.com] 
 
Thank you, 
 
 
 
[insert your name] 
[insert your address, with a note not to publish] 
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