
Planning your own 
fundraising event
A great way to raise money for Chesire Wildlife Trust or a charity 

of your choice is through a fundraising event. At the Wildlife 
Trust we rely on donations to help us look after our UK wildlife. 

Within this guide you will find step by step instructions on  
how to plan and run your own fundraising event:
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Fundraising Plan your event
The first step to planning your 
fundraising event is to decide on your 
fundraising goal. Once you've done this 
then you need to set up ways to receive 
donations. It is best to provide different 
ways for people to donate. Some may like 
to donate online, and some may like to 
donate with cash.

 You can set up a fundraising page  
on websites like Just Giving or  
Go Fund Me.

If you are collecting cash donations,  
you can use Microsoft Word to create  
a donation tracker document. It has 
plenty of free templates you can use. If 
you don’t have Microsoft Word on your 
computer, you can use it online via a 
Microsoft email account.

When planning your fundraising 
event, it is important to consider what 
needs your event has. Here are some 
things to consider:

n How many people will be taking part? 

n Are facilities required? 

n  Do you need a contingency for  
bad weather? 

n  Have you got all the permissions 
required to use the space?

n  Who is the target audience and is it 
accessible for that target audience?

n  Do you require any materials, 
resources, decorations or 
refreshments?

n  Can you theme your event?

n  Do you need to enlist volunteers to 
help you?

Things to include on your  
fundraising page: 

Make your blurb personal 
– talk about why the cause is 
important to you and why 

you’re raising money.

Add information such as 
facts and figures to 
demonstrate the need for 

donations and what difference it can 
make. You can find this information 
on most organisations’ websites.

Add photos and progress 
reports to keep people 
coming back to your page - 

they might even donate more money!

Send thank you messages to 
your donors.

Set yourself a high target  
on the page. This is 
statistically proven to 

increase donation amounts!

Health & Safety 
During your event you will have 
responsibility of your audience, 
because of this it is important 
to ensure you are covered for all 
eventualities. 

You can do this by conducting a risk 
assessment and getting the correct 
insurance to protect attendees from 
potential problems. 

For virtual events, consider sharing a 
list of rules and your code of conduct 
with attendees before the big day.

To learn more about health & safety, 
event insurance and risk assessments 
then follow this link -  
Events | Fundraising Regulator

https://www.justgiving.com/
https://www.gofundme.com/
https://www.fundraisingregulator.org.uk/code/specific-fundraising-methods/events


Some things to consider when 
creating your promotional 
materials:

n  Make sure it's clear it is  
a fundraising event and  
include the details and logo 
of the organisation you are 
fundraising for.

n  Don't forget to add in all the 
key information such as event 
venue, date, time, contact details 
and if you need to book. 

n  Include an image or illustrations 
to make it eye catching.

Promotional 
materials

Top tips for 
promotional 
materialsYou want to bring in as many people 

as possible to help reach your desired 
fundraising goal. This means you need 
to shout about all the hard work you are 
putting into your event.

There are some free websites and 
tools available to help you create 
promotional materials:

Free design software:
Canva Pro - An Online Graphic 
Design Tool: Try Canva Pro 
Free

Free design software:
Create Infographics, 
Presentations & Reports 
Online | Piktochart

Free high-quality images:
Beautiful Free Images & 
Pictures | Unsplash

Free video editing software:
DaVinci Resolve 17 | 
Blackmagic Design

https://www.canva.com/q/pro/?utm_source=google_sem&utm_medium=cpc&utm_campaign=REV_UK_EN_CanvaPro_Branded_Tier1_Core_EM&utm_term=REV_UK_EN_CanvaPro_Branded_Tier1_Canva_EM&utm_content=2160_control&gclsrc=aw.ds&
https://www.canva.com/q/pro/?utm_source=google_sem&utm_medium=cpc&utm_campaign=REV_UK_EN_CanvaPro_Branded_Tier1_Core_EM&utm_term=REV_UK_EN_CanvaPro_Branded_Tier1_Canva_EM&utm_content=2160_control&gclsrc=aw.ds&
https://piktochart.com/
https://piktochart.com/
https://piktochart.com/
https://unsplash.com/
https://unsplash.com/
https://www.blackmagicdesign.com/uk/products/davinciresolve/
https://www.blackmagicdesign.com/uk/products/davinciresolve/
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Advertise  
your event
Once you have planned your event and 
created your promotional materials, the 
next step is to advertise. 

It is a good idea to advertise your 
event in different ways to help 
you reach a range of audiences, 
here are some ideas:

Traditional methods:

n  Leafletting neighbours

n  Putting up posters in nearby 
shops, community centres and 
other local businesses

n  Contacting your local paper to 
request a feature or call out

Social media:

n  Try posting on a variety of different 
social media such as Facebook, 
Twitter and Instagram

n  Post on local Facebook groups

n  Create an event page on Facebook

n  Ask the organisations you are 
fundraising for if they are able to 
share the event

Community Networks:

n  Are there any community groups 
in your area who can help share 
and promote your event?

n  Invite local businesses and schools 
where relevant 

 Set a fundraising goal

 Choose a venue/location 

  Get correct permissions to  
use the venue

 Set a date and time

 Plan for good and bad weathe

 Write up risk assessment

 Get event insurance

 Set up a fundraising page

 Create promotional materials

 Promote your event

 Follow up and celebrate

Fundraising Event 
Planning Checklist

Have fun with it! 
Get creative and 

enjoy what you are 
doing, it will hopefully 
inspire others to run a 

fundraiser of  
their own. 

Fundraising event ideas

Film 
night



Here's some useful fundraising advice 
from some other organisations: 

Individual fundraising - 
Bumblebee Conservation Trust

Fundraising ideas -  
Macmillan Cancer Support

Do your own thing | Crisis | 
Together we will end 
homelessness

Further 
information  
and advice

A-Z fundraising ideas | NSPCC

How to run your own virtual 
community fundraising event | 
JustGiving Blog
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https://www.bumblebeeconservation.org/individual-fundraising/
https://www.bumblebeeconservation.org/individual-fundraising/
https://www.macmillan.org.uk/fundraise/fundraising-ideas
https://www.macmillan.org.uk/fundraise/fundraising-ideas
https://www.crisis.org.uk/get-involved/fundraise/do-your-own-thing/
https://www.crisis.org.uk/get-involved/fundraise/do-your-own-thing/
https://www.crisis.org.uk/get-involved/fundraise/do-your-own-thing/
https://www.nspcc.org.uk/support-us/events-fundraising/do-your-own-fundraising/a-z-fundraising-ideas/
https://blog.justgiving.com/how-to-run-your-own-virtual-community-fundraising-event/
https://blog.justgiving.com/how-to-run-your-own-virtual-community-fundraising-event/
https://blog.justgiving.com/how-to-run-your-own-virtual-community-fundraising-event/

