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How to be a 
successful 
fundraiser  

Start now  Fundraising can be challenging, but 
with a little bit of planning it can also be great fun. 
The sooner you start the easier it will be. Put  
together a fundraising or event plan and organise 
what you are going to do when and how much you 
hope to raise from each part of the event. 

Go online  Set up your very own online 
sponsorship form at Virgin Money Giving – the 
statistics show that people are likely to donate 
more online than offline.

Top heavy  Whether online or on paper, make 
sure the first person to sponsor you makes a large 
donation to encourage others to follow example. 

Gift Aid it!  Ask your supporters to tick the  
Gift Aid box and ensure they fill in their full details. 
This means we can claim an extra 25% from the 
government at no extra cost to the sponsor.

Ask (everyone!)  Sometimes it can feel 
awkward to ask for favours, discounts or free 
things, but just take a deep breath and dive 
in. Once you get your confidence up you will 
be amazed at how supportive family, friends, 
colleagues, friends’ colleagues, the postman, your 
dentist and even the bloke in the pub can be. 

Ask for help, not just donations  While 
you might think asking everyone you know for 
money is the way forward, it pays off to line up a 
key group of friends who you don’t ask for money. 
Instead ask them to share the load by helping you 
draw up your fundraising plan, rounding up new 
contacts, or organising some mini-events for you 
eg a cake sale or a dress down day at work.

Within this guide you will find everything you need to help 
you get started on the road to fundraising success including:

• Our top tips to get you started

•  How to hold your own fundraising event

•  Creating a fundraising plan

•  How to set up your online fundraising page

•  How to organise a quiz night

•  How to order your fundraising materials

Thank you again for helping us to make a real difference. 

Thank you for choosing to support us! Your fundraising will help us fund life-saving 
equipment, life-changing research and better facilities – above and beyond what the 
NHS can provide. 



Easter egg hunt 
Swishing party  
Pancakes

Hold a Halloween  
fancy dress party 
Have a fireworks  

evening with a bonfire 
Organise a harvest festival

Carol singing 
Santa’s grotto 

Wrap presents for busy shoppers 
Supermarket bag packing 

Hold an unwanted gifts sale 
Ask friends to donate money in lieu of gifts

Sports competitions 
Pimm’s and strawberries 
party for Wimbledon finals 
BBQ or garden party 
Summer fetes – cake baking 
and bric-a-brac sales

Seasonal 
event 
ideas

• Disco • Fashion show • Storytelling 
marathon • Non-uniform day • Musical 
concert • Spelling bee • Cake sale 
• Pub quiz • Auction of promises • 
Bingo • Karaoke contest • Barn dance 
• Grand National sweepstake • Sponge 
the boss • Bake-off • Five-a-side 
football • Departmental challenge  
• Dress down day • Murder mystery 
• Musical evenings •  Black tie ball

Social

•  Brainstorm your ideas with friends and agree 
on something that is realistic and likely to work.

•  Draft a plan and a budget. Will it help you reach 
your target? Can you get the event or parts of 
it such as the venue sponsored or discounted? 
If it looks too complicated, change the idea to 
make it easier to manage.

•  Does your event date clash with anything, such 
as a public holiday or sporting event? 

•  Give yourself a time frame making sure you 
build in enough time to plan, organise and 
promote your event.  

•  Review your plan and budget regularly to make 
sure you stay on track.

•  Do you need any health and safety advice or a 
special license? Contact us if you’re not sure.

Need some advice? We’re always just a call or 
an email away:

Call  020 7848 4701 

Email  info@supportgstt.org.uk

Visit  www.supportgstt.org.uk

Guy’s and St Thomas’ Charity, Registered Charity No. 1160316.
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How to 
achieve your 
fundraising 
target  

Lead  
Person

Activity Goal (£) Date Collect donation 
online or offline

Gift Aid?*

You Sponsorship Friends – £400 
Family – £400 

Colleagues – £200

Dec – May Online Yes

You Ask for sponsorship instead of 
Christmas or birthday presents

£200 Dec Both Yes

Mum Cake sale at work x 4 £400 Dec, Jan,  
Feb, March

Offline (cash) No

Nan Quiz night at the local pub £300 March Offline (cash) No

Dad Organise a raffle £200 March Offline (cash) No

You Car boot / eBay sale £400 Jan – March Offline (cash) No

Son Fundraising party £100 Feb Offline (cash) Yes

TOTAL  £2,600* Congratulations  
you have exceeded your fundraising target!

Any target is achievable if you break it 
down into smaller amounts and start 
fundraising as early as possible.

A target not only helps us manage our finances more 
accurately (ie we can tell the hospitals how much 
money they can expect at any given time), it will also 
help keep you motivated and on track. 

People don’t fundraise every day, so your friends, 
family and colleagues are likely to be generous. 

To help you set your own personal target and break  
it down into manageable amounts, just divide an  
A4 piece of paper into sections with your target at  
the top (see an example below). Then think of some 
fundraising activities that you, your family, friends and 
colleagues would enjoy and allocate realistic income 
goals next to them. 

Many hands make light work and it is incredible what 
a huge difference it can make to your target if you get 
loved ones onboard to help you.

MUM 
Cake sale  

at  
work

NAN 
Quiz night  

at local  
pub

SON 
Fundraising 

party at 
school

YOU

£2,500 target

Company matched giving. 
Ask your company if they have a 
‘matched giving’ scheme. Many 
companies will match the amount you 
raise or make a substantial donation to 
the charity you’re fundraising for.

Fundraising target £2,500*

*Gift Aid is not included in a fundraising target. This is because we are not always guaranteed to receive the 
amount of Gift Aid that is claimed

‘�At�first,�setting�ourselves�the�
target�of�£2,000�was�quite�
daunting,�but�once�we’d�split�
it�up�into�smaller�amounts�
it�became�much�more�
manageable,�and�organising�
the�different�activities�even�
became�great�fun!’
Hayley and Adriana raised over 
£2,000 when they took part in 
the Royal Parks Half Marathon

Top 
tip!

Guy’s and St Thomas’ Charity, Registered Charity No. 1160316.
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Online fundraising is one of the quickest 
and safest ways of raising money.  
Using Virgin Money Giving you can create 
your own page, personalise it with some 
emotive text and photographs, and email 
the link to everyone you know. 

Your sponsors can donate quickly and easily online 
with a credit or debit card, plus online donations from 
UK tax payers collect a 25% tax bonus (Gift Aid).

How to set up your page:

STEP 
1

 Visit www.virginmoneygiving.com

STEP 
2

  If your fundraising activity is well known,  
eg London Marathon, you can search for it.  
If you are organising an activity yourself or  
taking part in a lesser known event you will 
need to manually add it.

STEP 
3

  Choose Guy’s and St Thomas’ Charity on  
Virgin Money Giving. 

STEP 
4  Follow the simple instructions.

STEP 
5

  Check out the online guides for more 
information on promoting your fundraising and 
raising sponsorship money by email. 

STEP 
6  

 Personalise your page with a photo and some 
text explaining what you are doing and why.

STEP 
7

  Highlight anything that will make your 
fundraising activity stand out. For example, if it’s 
your first marathon, tell people you’ve never done 
it before or if you’re doing a skydive and you’re 
scared of heights, let your supporters know!

STEP 
8

  Add incentives to encourage people to give 
more. Here are some examples used by previous 
fundraisers: donate £25 to add a song to a 
training playlist or donate £50 to have your 
picture printed on my T-shirt.

How to promote your  
online fundraising page

Here are some ways to make the most of your online 
fundraising page once it’s set-up:

Know your cause: Be passionate about what you are 
fundraising for and it will naturally come through 
when you email your friends and family.

Personalise: Make your email personal by including 
the recipient’s name to make them feel that the email 
was written just for them (this will make them feel 
special and be more likely to donate). Avoid group 
emails as these are easy to ignore.

Separate your contact list: List all the people you are 
going to send the email to and then write an estimated 
donation amount that you would like to receive from 
them (this will help with your planning and also 
nudge your donors in the right direction).

Keep asking: Don’t hesitate to send a number of 
emails over a monthly period. You can highlight 
different factors about your chosen cause or your 
activity and use them as a reminder rather than a nag. 

Say thank you: This is so important! Yes, your  
Virgin Money Giving page will have a thank you 
included but there is nothing wrong with sending 
another email to your donors and personally thanking 
them for their contribution. 

Top  
tip!

Get creative with your thank you!  
Try including a short video of you jumping 
up and down with a big cardboard sign with 
‘thank you’ written on it! (The ‘thank you’  

will make your donor feel extra special and keep them 
open to other emails you plan to send).

How to  
fundraise  
online

The average 
amount raised 
online is 263% 

more than 
offline

FACT!
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How to 
promote  
your 
activity 

Posters/flyers

If you’re holding an event then you could design a 
poster or flyer to display/distribute within your local 
community eg your local school or supermarket.  
We recommend using our poster template (please get 
in touch if you don’t have this yet) but if you’d like to 
create your own, follow these general rules:

• State clearly what the event is and what it is in aid of

• Don’t forget all the important details: date (including 
day of the week), time, place and any entry charges

• Use an image. Remember you need a higher quality 
photo if you are printing it out than for viewing online 

• Include the Support Guy’s and St Thomas’ logo to 
show we have endorsed the event and that it is genuine. 
The logo should appear in the top right corner of  
your poster. Include our website URL:  
www.supportgstt.org.uk

• All of your fundraising materials must state a registered 
charity number. It can be displayed in a small font but it 
is a legal requirement:

‘Guy’s and St Thomas’ Charity. Registered Charity No. 1160316’

Please send us posters and flyers, or any other 
fundraising materials you produce, before they go 
out, so that we can check the wording and content.

Your fundraising is brilliant and 
something you should be proud to 
shout about. There are a number of 
ways you can do this:

• Posters/flyers

• Social media

• Contacting local media

A note on our fundraising logo
If you would like to use our fundraising logo on 
anything, you can obtain it from  
info@supportgstt.org.uk but we must check 
how you have used it.

We have an approval process in place to prevent rogue 
fundraisers committing fraud. 

Turn over for Social media and 
contacting local media



Once you’ve sent your press release you 
should follow it up with a phone call to 
ensure it has arrived safely. Here are a few 
tips before you pick up the phone:

• Ask to be put through to the news desk

• 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

• Speak slowly and clearly

• Be ready to email or post through any 
background information or indeed, the 
press release again

Contacting local media

Local media are a good way of helping to inform people about what you are doing to support Guy’s and 
St Thomas’ Hospitals. They are more likely to be interested in covering your activity or event if it’s something 
really exciting, you’ve got a celebrity involved or if there’s a really moving reason for why you’re supporting us.

Getting local press coverage will help you to fundraise and also helps to raise the profi le of our work.

If you’re planning on contacting the media, please let us know so that we can help you write a press release or 
organise a phone call. We’re always looking for inspiring stories for our website, our magazine, or information 
leafl ets so again, please let us know.

Press release
Please send us a copy of your press release before you 
send it out so we know that we may be contacted for 
further information. We can also let you know if there’s 
any new information that you should include. 

You should email or post your press release to the news 
editor at your:

• Local daily, weekly or free newspapers

• Local listing magazines and trade magazines 

• Local independent radio and television stations

You could also see if your local church, community centre, 
village or school have a newsletter that might print details 
of your activity or event.  

Social media
Please tweet and post about your events and activities and tag us. Don’t forget to 
include links to your online fundraising page!

Top 
tip!

Need some advice? We’re always just a call or an email away...

Call  020 7848 4701 

Email  info@supportgstt.org.uk

Visit  www.supportgstt.org.uk

Twitter: @SupportGSTT
Tweet us and we’ll retweet you, increasing the reach of 
your event

Facebook: /SupportGSTT
Post photos – they make people more likely to 
interact with you

           YouTube
Keep a video diary and post regular instalments about your 
progress, or simply make a fi lm about why people should 
sponsor you. 

Instagram
Instagram is a photo sharing site and a great way to keep all your 
photos in one place. You can also link your Instagram account 
with Facebook to help increase the reach of your posts.

Blog
Write longer posts about 
your progress and link 
to your Facebook and 
Twitter, though keep 
your posts to around 
500 words or less so 
that they’re easy to read. 
Take a look at blogging 
platforms like WordPress, 
Tumblr and Blogger for 
free templates.

    The more that people hear about your 
fundraising activity, the more you’ll 
inspire them to support you.

Radio or TV interviews
Please let us know if you’ve been lucky enough to obtain a media interview so we can off er further support.  

Facebook “f ” Logo CMYK / .ai Facebook “f ” Logo CMYK / .ai
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STEP 
4   Publicise it

A simple email sent to all your friends, family and 
colleagues works but if you want new people to 
join you, try designing a poster or some leaflets to 
distribute locally.  

Don’t be afraid to ask local pubs and clubs who hold 
regular quiz nights to put a poster up for you as your 
event might appeal to regular quiz players. Just don’t 
clash with their night!

STEP 
5   Write the questions 

You should go for a well balanced quiz with mixed 
categories. A standard quiz will have 10 rounds, each 
round consisting of 10 questions. You need some  
easy rounds with the odd hard question thrown in,  
and some reasonably difficult rounds with the odd 
easy question.

STEP 
6   On the night

When it comes to the start of the quiz, sit back and 
enjoy it, but remember your work is not over yet....

STEP 
7   After the quiz

Count your total raised, deduct any expenses and 
then refer to our ‘How to send in your donations’ 
information sheet. If you’ve had any prizes donated or 
been given the free use of a venue, please don’t forget 
to thank them and tell them how much you have raised.

How to  
organise a  
quiz night

STEP 
1   Choose a quiz type 

First you need to decide on what type of quiz you  
want to hold. Are you going to make it theme-based?  
eg Christmas, Halloween, James Bond etc. 

Decide on who your target audience is. The target 
audience will influence the specialised rounds as well 
as how and where you promote the quiz.

STEP 
2   Set your date and fundraising target

 
Decide on a date for your quiz, remembering to check 
if there are any other events going on to avoid a clash.

Set your fundraising target, and work out how many 
people need to attend and how much the entry fee will 
be in order to reach it. 

Profit = [ (entrance�fee�per�team�x�no.�of�teams)�-�expenses�] 
+ other income from the evening

Expenses cover venue hire, PA/audio visual equipment 
hire, any beverages or food, and prizes.

To raise extra money on the night, you may want to 
hold a raffle, an auction of items, or an auction of 
promises. Even a simple collection tin can increase 
profit for your event.

STEP 
3   Select a venue

Now you know the number of attendees you need in 
order to raise your target amount, you have to find a 
venue which can hold that many people.

Once you have chosen a venue, you need to decide if 
your quiz master will need a PA system. If you need a 
PA system see if the venue has one you can borrow, 
otherwise you will have to hire one.

Organising a charity quiz night shouldn’t be over-complicated but preparation is the key 
to success. Just follow the simple guidelines below and you should have lots of fun!

Need some advice? We’re always just a call or an 
email away:

Call  020 7848 4701 

Email  info@supportgstt.org.uk

Visit  www.supportgstt.org.uk
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How to  
organise  
a raffle

Organising a raffle is a great way to include your friends and family in your fundraising. 
Use this handy step-by-step guide to make sure that your raffle is fun, easy and on the 
right side of the law!

STEP 
1  Make it legal

Organise a raffle at an event you are staging, for 
example a quiz or a party. These types of raffles  
don’t need a licence, as long as you only sell  
tickets at the event and you draw the winner at  
the same event.

If you’re feeling a bit more ambitious and decide to 
sell raffle tickets to the general public, you will need to 
contact your local authority and confirm whether they 
require you to apply for a licence. Give us a call on  
020 7848 4701 and we will be able to advise you on 
this directly.

Please visit www.institute-of-fundraising.org.uk  
for detailed information on the legal aspects of holding 
a raffle.

STEP 
2  Find some prizes

A great way to increase your fundraising is to get your 
prizes donated rather than paying for them out of the 
proceeds of the ticket sales. Start by going through your 
contact list to see whether you know someone who 
might be able to donate some top-notch items.

You could also write to local businesses and ask for 
their support. Often explaining that you are raising 
money for a local hospital will encourage individuals 
and companies to donate prizes, so remember to tell 
your story. 

We can send you a template authorisation letter to 
accompany your request. Please call 020 7848 4701 
or email info@supportgstt.org.uk to request this. 
Remember to thank everyone who donates a prize and 
let them know how much has been raised once your 
raffle has taken place. If suitable, mention them on 
your promotional posters.

If you are unable to get your prizes for free, you can 
use your raffle proceeds to purchase them, but to  
stay within the law make sure you don’t spend more 
than £500. 

One last thing...
Remember to let us know how you get on. We love 
getting photos and emails about fundraising in action 
so do stay in touch. 

We hope you have a brilliant time organising your 
raffle and raising vital funds. Thank you so much for 
all your support.

STEP 
3  Buy your tickets

You can pick up standard raffle books in most local 
post offices and stationery shops. If you decide to 
design bespoke tickets remember that you’ll need two 
of each number – one to give to the customer and one 
to keep for the prize draw.

You are allowed to use the raffle proceeds to pay for 
the costs of the staging of the raffle, eg buying your 
tickets, but legally, you shouldn’t spend more than 
£100 on costs. 

STEP 
4  Promote your raffle

Contact people you think might be interested in 
coming to the event and taking part with the raffle 
details. Remember to let them know the price or 
suggested donation for taking part and where/when 
they can buy their ticket.

Put up posters as well as encouraging people  
face-to-face at work or in your social clubs. If you’re 
comfortable sharing your story with them please do as 
they may buy more tickets if they understand why it 
means so much to you.
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How to 
order your 
fundraising 
materials  

The quantity of free items you need:

Item Maximum allowed Quantity

Balloons 15

Posters n/a

Sponsorship forms n/a

Donation leaflets n/a

Leaflets about how fundraising makes a difference 10

Authorisation letter (to verify your fundraising) n/a

Collection tin, label & seals 4

T-shirt ( S / M / L / XL ) – Please�circle�your�size 1 per event

Running vest ( S / M / L / XL ) – Please�circle�your�size 1 per event

Want to buy extra T-shirts or vests?
Each registered fundraiser will be provided with one free dri-fit vest and/or one T-shirt per event.

Size Price Quantity

T-shirt – Small £3 each

T-shirt – Medium £3 each

T-shirt – Large £3 each

T-shirt – Extra large £3 each

Please include a cheque made payable to Guy’s and St Thomas’ Charity if you are buying additional T-shirts or call 
us on 020 7848 4701 to make a credit or debit card donation.

Guy’s and St Thomas’ Fundraising Team 
Virginia Woolf Building, 22 Kingsway,  
2nd Floor, London WC2B 6LE

Email: info@supportgstt.org.uk

Your details

To order your materials please complete this form clearly and email/post it to: 

Name:

Address:  

Postcode:  

Email:� � � � � � Phone�number:

Your�fundraising�event:

Date�of�event:

Size Price Quantity

Vest – Small £15 each

Vest – Medium £15 each

Vest – Large £15 each

Vest – Extra large £15 each

Balloons

Sponsorship forms

Collections tins

Letters of authorisation of fundraising

15

N/A

2

N/A

£5 each £15 each£5 each £15 each
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How to  
send in your 
donations 

Donate by post
Please make cheques payable to Guy’s and  
St Thomas’ Charity and enclose a completed donation 
return form. Include any completed sponsorship forms, 
the donation return form and payment to:

Guy’s and St Thomas’ Fundraising Team 
Virginia Woolf Building, 
22 Kingsway, 2nd Floor,  
London WC2B 6LE

Donate by phone

Call us on 020 7848 4701 to make a credit or 
debit card donation. Be sure to quote Events and 
Community when calling. If you have offline 
sponsorship money and your sponsor has added their 
details to your sponsorship form, please post this to us 
at the address above so we can claim Gift Aid.

Donate online
If you would prefer to pay your donations in as 
one lump sum, please donate through your own 
fundraising page so it goes towards your target and  
we can thank you properly.

Receipts for individual donations
If companies or individuals request a receipt for  
the amount they have given you, please contact us  
on 020 7848 4701 and we will be happy to help you 
with this.

Thank you letter and certificate
We will recognise your fundraising efforts with an 
official thank you letter and fundraising certificate. 

Unused Fundraising Materials
To keep costs down, please return any unused 
fundraising materials or collection tins to: 

Guy’s and St Thomas’ Fundraising Team 
Virginia Woolf Building, 22 Kingsway,  
2nd Floor, London WC2B 6LE    

Please complete this form and send it back to us along with the 
money you have raised so we can make sure that the money you 
send is correctly allocated to your record. Please ensure that all 
cheques are made payable to Guy’s and St Thomas’ Charity.

Name:

Address:  

 

Postcode:  

Event:  

Please find enclosed a cheque(s)/postal order 

for a total of £  

Donation return form

Thank you so very much for your wonderful support. When you are ready to send in your 
donation please refer to the information below to guide you:

✂

Help us make your fundraising  
go even further!   
If your activity was sponsored, please  
ensure your sponsors have ticked the  
Gift Aid box and return your completed 
sponsorship forms to us, along with your 
fundraised monies. This can enable us to 
claim up to 25% more on your contribution 
from the government.

Remember, don’t forget to include any completed 
sponsorship forms (to enable us to claim Gift Aid  
on your contribution).

Send all to: 

Guy’s and St Thomas’ Fundraising Team 
Virginia Woolf Building,  
22 Kingsway, 2nd Floor,  
London WC2B 6LE

If you have raised money via the Virgin Money Giving 
website this will come directly to the Charity.

Thank you for your support

STOP!

Thank you

Guy’s and St Thomas’ Charity, Registered Charity No. 1160316.


