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How to register your Nonprofit organisation 
on lastminute heroes

1. Register on the platform:  Click on Register Your Organisation, provide your data and 
choose a password. You will receive an e-mail to complete your registration

2. Provide the main information  of your Organisation by clicking on Account Settings 
and filling in your Organisation Details:

- Organisation name
- Name of President
- Country where the nonprofit organisation is based and the country’s currency
- Organisation’s address: Street, city, country, post code of the registered headquarters
- Organisation type (choose from drop-down menu)
- Category (choose from drop-down menu)
- E-mail address of Organisation
- Organisation website
- Phone number of Organisation (if available)
- Skype name (if available)
- Links to Organisation’s social media

Then indicate whether the organisation is officially recognised and whether it offers tax 
breaks, by linking to the page of the organisation’s website detailing this information.

 To be included in this section:

Organisation’s logo: this will be the image that will represent you on the platform and will 
be visible whenever you create a project or write a comment.

3. Add more information in the dedicated area Your personal page - Edit your page: 

- Brief description of the Organisation (maximum 80 characters including spaces)
- Detailed description of the Organisation: this is your biography, tell your supporters 
about yourself, explain what you do and how you would like to change the lives of the 
people you help with your work

To be included in this section:

-- A representative image of the Organisation: This will be used as a “banner”, so it is best if 
it is horizontal
- A video presentation (if available) that tells people briefly who you are and what you do 
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as an Organisation.

4. Enter additional details on how to contribute, with the details of your organisation’s 
bank account into which the funds raised for your projects will be paid, and post the 
necessary documents to our payment gateway Lemon Way in order to have your organi-
sation verified: 

- IBAN of the NPO’s account (the account can be in euros, pounds sterling, Swiss francs or 
US dollars)
- BIC/SWIFT of the account
- Financial institution
- Branch address

 To be included in this section

- Organisation’s registration (the official document that contains all the legal, economic 
and administrative information on the Organisation)
- Organisation’s by-laws (the official document with the objectives of the Organisation 
and the rules governing its operations)
- A recent utility bill addressed to the headquarters of the Organisation (failing this, a 
utility bill in the name of the Chairman stating his/her residence or the registered office of 
the Organisation).
- Scan of a bank statement (paper or online banking) with the account name and the IBAN 
number.
- A valid identity document of the Chairman of the Organisation (in colour, back and front; 
cannot be a driving licence).
- The minutes of the last board meeting with clear signatures 
- The tax code assignment document.

Please note: These documents are required for money laundering regulations and will 
be used, respecting your privacy, by Lemon Way, the authorised payment system on Last-
minute Heroes.



How to publish a Project 

Once you have registered your organisation you can launch a fundraising project in two 
ways: click on the button “launch a project” or from the menu “your projects”
Here is what you need to do to publish a project:

- Select a title (60 characters max. including spaces). The project title should be immedia-
tely understandable, it must instantly highlight the issue you wish to solve, and on whose 
behalf. For example: “A new school for the children of Scampia”. 

- Select the category of the project, choosing from the list on the platform (Art and 
culture; Social care; Cooperation and development; Health and research; Support and 
services for persons with disabilities; Sport; Environmental protection and animal welfare; 
Other)

- Identify the location, the geographical area where the project has an impact (municipali-
ty, province, region, country, continent, or the world!)

- Select the language of the project

- Define a financial goal: If you have a goal that you are sure to reach, you can define it 
(this threshold may be exceeded); if you do not have a precise goal, and whatever you rai-
se will help solve the problem, you can set an indefinite goal. Always remember that if you 
do not manage to achieve your goal, you can change and scale down your solution on the 
basis of the funds raised. There is no problem with this, the important thing is to inform 
your supporters about it.

- Choose the manner for collecting donations, then decide whether to set fixed amoun-
ts for donations or let donors be free to choose how much to give.

- Set the duration (in days) or indicate the date you want the fundraiser to end. If there is 
no set duration, do not indicate one.

After entering all this information, you can finally talk about your project:

- Provide a short description of the project: This is an extension of the title; you have 140 
characters to provide some more details about the issue you want to solve. Be clear and 
direct.

- Choose a significant picture that can well represent the project on lastminute heroes 
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Tips on describing your Project: 
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and on the links you will share on social media

- If you have a significant video that describes your project well, then post it! In order to 
do so, upload it first on YouTube or Vimeo (disabling notes, advertisements and setting 
privacy to “public”), then copy and paste the link into the appropriate space on the pla-
tform.

The text should clearly explain the existing problem and the solution that is proposed 
via the project that is being presented. It is important to talk about those affected by the 
issue and indicate who can and will take action to solve it, and how this will be done. 

Highlight the data you have available: some statistics explaining the problem, who can 
directly and indirectly benefit from your help and how, who will help this initiative and 
how... Remember that you are talking to non-specialists too, so talk to your supporters in 
a direct manner, and be yourself.

Making a list of budget items will then help explain how the money will be used. The to-
tal of the individual entries should be the same as the final goal you want to reach, if you 
have indicated a goal. It is very important to provide concrete examples of how individual 
donations could be used, so as to clearly show what effect a single gesture can have. For 
example: With 25 EUR we can buy 100 bricks; with 50 EUR we can buy 30 bags of cement, 
etc.

Remember to end your story with a call to action (a request to donate and share the 
action on social media), pointing out how important everyone’s help is, and don’t forget 
to thank the prospective donors in advance!
To improve readability, we recommend that you organise your text into paragraphs by 
leaving spaces and highlighting in bold/italic/underlined the concepts you wish to empha-
sise. 

There is no length limit, but we advise you not to exceed 4,000 characters. 
Within the text, you can insert other photos and videos that better exemplify the pro-
blems you want to fix, the potential solutions, and the people involved in the project. We 
suggest that you use them if you have them, so as to make your account more accessible 
and effective.

After publishing your project, you can share it on your social media channels so as to rea-
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ch potential donors and personal fundraisers who will support your project. 

The project will be checked by our team of experts and, if it does not comply with our 
guidelines, you will be contacted for more information. If necessary, the profile may be 
temporarily locked until further clarification is provided.

Remember to always check your pages on the platform and, in particular, to provide 
frequent updates to those who have supported you (you can do this directly from the 
project page), keeping people informed about what you are doing and what stage the 
project has reached. Don’t forget to thank people when you receive donations or when 
you have new personal fundraisers helping you. 

And please remember! You must report all expenses borne with the funds received on 
lastminute heroes in order for you to get 100% of the funds raised for your project. 



How to launch an Appeal and become a 
Personal Fundraiser

To launch an Appeal (via the home page button “Launch an Appeal”), first you have to 
choose the reason, the occasion for which you have chosen to donate. You can choose 
from various options:

- Celebration: If you want to make the most of a celebration, an event to support a cam-
paign
- Challenge: If you want to take advantage of a challenge or competition to support a 
campaign
- In memory of: If you want to celebrate someone’s memory to support a campaign
- Just help: If you don’t have an event to be celebrated but still want to contribute to a 
cause that is dear to you.

Choose your Organisation or Project for which you want to make your Appeal. If you 
can’t find the Organisation which you were planning to donate to, perhaps it is not on 
lastminute heroes yet. No problem, you can invite it via a dedicated button. 

Choose a title (maximum 60 characters including spaces) and make sure it is clear. Always 
remember who the people you are addressing are, those who will be reached by your 
appeal and whose awareness you want to raise, so use a title showing your personal con-
nection to the project, if applicable. 

Indicate the town involved in your project. Don’t use abbreviations, write the name in full.
Set a financial goal. If you have a goal that you are sure to reach, you can define it (this 
threshold may be exceeded); if you do not have a precise goal, and whatever you raise will 
help solve the problem, you can set an indefinite goal.

Choose whether to define set amounts for donations, or let donors free to choose how 
much to give.

Set the duration of the Appeal if applicable, otherwise leave the duration undefined

Choose a title that represents your Appeal on lastminute heroes and on social media, this 
should be different from the one chosen by the Organisation, one that is more personal

Write an Appeal text (we recommend a maximum of 500 words), inserting within this 
text, if you have them, one or more images that show your connection to the project and 
the people involved. Touch people with your story and convince your readers to help you 
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support the cause you care about. It is not important to include too many technical data 
(unless you have already received them directly from the Organisation) but try to explain 
what is the issue you want help solve. 

Prepare a video Appeal. This is a very useful tool for making your Appeal. You don’t need 
much equipment to record it, just a phone with a camera. What matters is your message. 
At the end you will find tips on how to record it. You will need to upload it first on You-
Tube or Vimeo (disabling notes and advertisements, and setting privacy levels to “public” 
and for YouTube use the complete link as indicated in the address box of the browser), 
then copy and paste the link into the dedicated space on the platform. If you can’t record 
a video, post a significant picture of your appeal.

Always remember to thank in advance all the people who will help you.

Share the Appeal on your social media channels.

You must complete your registration with your email address and a password. Then you 
can complete your profile by accessing your “Account Settings” from the drop-down 
menu. Specifically, you can change or add the following:

- your name 
- your email address
- your picture
- your town
- your password

When you are ready, click on the button PUBLISH.

Remember that you can also connect your profile to your Facebook profile.

The Appeal will be checked by our team of experts and, if it does not comply with our gui-
delines, you will be contacted for more information.
If necessary, the profile may be temporarily locked until further clarification is provided.



11

Tips for personal fundraisers to record a 
video Appeal

A video is a key element for launching an Appeal.

By using this tool, you, the personal fundraiser, can touch friends and encourage dona-
tions.

We ask you to record a simple video (30 seconds minimum, maximum 3 minutes, recom-
mended length 60/90 seconds) with an interview highlighting the following:

-  Your name and what you do
-  Who you would like to help (name of Nonprofit Organisation, name of the project and 
who the end recipients of donations are)
-  The occasion for which you have chosen to support this cause (an event, a challenge, a 
competition, a celebration, or just because it is right to help)
-  Why are you doing this and what has convinced you to do so
-  What is the problem to be solved
-  How we can fix it, namely, what is the goal of the fundraiser (which is not to collect an 
amount, but what will be done with the funds, in practical terms)
-  Launch a “call to action”, an invitation to donate on the platform and to share the Appeal 
on social media. Convince those who receive your Appeal that change is really possible 
thanks to the help of each donor. The actions of individuals play a key role in order to rea-
ch a shared goal.
-  Final thank you

If you wish, you can also add other elements to your video:
-  Choose some music to accompany your Appeal
-  Add meaningful photos and/or video clips of the supported project
-  Use graphics and animation to make concepts or key passages easier to remember
If you need help on how to record a video with your computer or mobile phone, you can 
go here:
http://www.digitaltrends.com/computing/how-to-make-a-youtube-video/2/#!bg8CEL
Here, instead, is an example of a more complex video: https://www.youtube.com/watch?-
v=3kUsQIHy7jc
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