How to fundraise
for CAFOD

Running your event
in seven simple steps
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Hello!

First of all, we’d like to say a huge thank you for choosing to fundraise for CAFOD. Our work
is only possible because of your generosity, compassion and inspiring enthusiasm – the
money you raise will help to transform the lives of people overseas.
In this pack you will find everything you need to start fundraising, whatever kind of event
you have planned.
This pack includes:
n seven

simple steps to help you plan the
perfect event;

n ‘Get

motivated’ poster to display at
your event;

n sponsorship

form;

n paying-in

slip;

n resources

order form.

You can also download one-sheet guides on running specific
events like a bake sale, curry night, and quiz night from
cafod.org.uk/fundraise
We’d love to hear how your fundraising is going, so please keep in
touch. Our contact details are at the bottom of every page.

Good luck – and a big, big thank you.
Best wishes, the CAFOD events team.

KEEP IN TOUCH
Share news and photos from your event:

Contact us:

Find your local office at:

@CAFODevents
facebook.com/CAFOD

events@cafod.org.uk
020 7095 5329
cafod.org.uk/fundraise
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Get
started
Fundraising can seem daunting when you first start, but our seven simple steps will help
you to run the perfect fundraising event.
If you need help or advice at any stage, give us a call. Our contact details are at the
bottom of each page.

Step 1: Choose your event
n You can do absolutely anything to raise funds for CAFOD, from

organising a sponsored cycle ride to holding a black tie ball!
n If you need some inspiration, have a read through our fundraising

ideas at cafod.org.uk/fundraise

Step 2: Choose a location
and date
n Planning your event can take time, so the earlier you can start,

the better! Think about a date early on.
n Do you need a venue? For a small party, your home or church hall

Help is at hand!
We have handy one-sheet guides to help you plan your fundraiser,
covering a variety of events, including a bake sale, curry night and
sponsored walk. Download these at cafod.org.uk/fundraise

could be perfect. If you need a larger or licensed venue, a school
or pub may work. Let the venue know your event is for charity
and they may be able to offer you a discount.

Sponsored events
Want to challenge your body and mind, while also fighting
poverty? We have tons of running, cycling and challenge
events on offer, including the London Marathon, Great North Run,
and RideLondon100. If you’d like to join, check out
cafod.org.uk/sponsoredevents

“A friend and I organised a curry night to raise
money towards sponsorship for my first ever
Great North Run. Lots of our friends and family
came together for a really fun evening. They heard
about CAFOD’s work and we raised over £500.”
Sarah Abbey, CAFOD runner

KEEP IN TOUCH
Share news and photos from your event:

Contact us:

Find your local office at:

@CAFODevents
facebook.com/CAFOD

events@cafod.org.uk
020 7095 5329
cafod.org.uk/fundraise
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Get
started
Step 3: Ask for help

Step 4: Set a target

n Don’t be shy to ask friends and family. Once you have your team

n Decide how much you want to raise and keep this in mind during

of volunteers, give everyone a specific task, so that you’re not
doing everything yourself.
n Approach local businesses for raffle prizes or donations. You

could offer them some free publicity in return. Contact us if you
need an authorisation letter to use.
n Request CAFOD t-shirts, balloons, posters and stickers using the

order form on p9.
n Get in touch with your local CAFOD office – they can share local

knowledge, as well as help to publicise in your diocese.

your planning.
n Think about how you can hit your target. If you’re organising

a quiz or a concert, you might want to start selling tickets in
advance or hold a raffle on the night to raise funds.
n Keep careful track of money coming in and out so that you

don’t spend more than you make. Try not to spend more than
£1 for every £4 raised. Get in touch if you’d like advice before
committing to any costs – we’re here to help!

Double your money
Ask your employer if they have a charity
matched-giving scheme. They could make a big
difference to your total by matching some of the
money you raise, especially if you’re holding your
event at work.

If you don’t ask...
Don’t be afraid to ask everybody you can
think of for help and donations. A personal
approach often works best, both with
friends and local businesses, so talk to
people or email them individually.
Let them know why you’re
raising funds as well as how.
Share some examples from
our ‘Get motivated’ poster
on p11.

St Peter’s High School in Gloucester held a 24hour basketballathon for our Typhoon Haiyan
Appeal. They spread word of the event through
the school website and its Twitter feed, attracting
parents, teachers, the Gloucester Blazers
Basketball Club and even their local MP to the
event. They raised an incredible £2,200 and were
featured in the Gloucester Citizen, as well as on
the CAFOD Clifton blog!

KEEP IN TOUCH
Share news and photos from your event:

Contact us:

Find your local office at:

@CAFODevents
facebook.com/CAFOD

events@cafod.org.uk
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Get the
word out
Step 5: Promote your event
n Once your plans are in place, spread the word. The more people

who know about your fundraising, the more money you can raise!
n There are plenty of promotional ideas below. Pick what works for

your event.

Local networks
You’ll be amazed how generous people can be when you’re
passionate about why you are raising funds for CAFOD. Why
not give a talk about your event in your church, school or
workplace? Or write an article for your parish newsletter?

Facebook and Twitter
Social networks are a great way to spread the word. On Facebook,
set up an event page and invite your friends to attend. Keep
everyone updated by posting photos, updating your status,
and by tweeting. Encourage your contacts to share and retweet
your posts. Like the CAFOD Facebook page and follow
@CAFODevents to hear how others are fundraising.

Blogs
Write about your event in a blog – share your experiences as
you plan for the big day, and update everyone on how much
you’ve raised. Your local CAFOD office may also be able to
feature your story on their blog.

Posters
You don’t have to be there in person to promote
your event – order posters using the order form
in this pack. Ask if you can put them up in your
local shop or church. Your venue may also be
able to display a poster, or promote your event
on their website.

Local newspapers and radio
Appearing in the local media is a great way of getting publicity
and support. Contact your local newspaper and radio station to
tell them what event you’re holding, when and where, and your
reasons for choosing to support our work. If you want more advice,
download our media toolkit from cafod.org.uk/fundraise or
contact our regional press officer on 020 7095 5557.

A picture is worth a thousand words

JustGiving
One of the easiest ways to collect funds is through a JustGiving
online sponsorship page. You can set up your page in a few easy
steps at justgiving.com/cafod and donations come through to us
automatically. You can personalise your page with photos, send it
around your friends via Facebook or Twitter, and even print it out to
use as a poster.

Take lots of pictures before and during your event –
they’re great for social media and press coverage. Make
sure you email them to us too. We love to see CAFOD
fundraisers in action!

Email
If you send lots of emails for work or
socialising, use your email signature to
remind people about your event and include
a link to your online fundraising page.

KEEP IN TOUCH
Share news and photos from your event:

Contact us:

Find your local office at:

@CAFODevents
facebook.com/CAFOD

events@cafod.org.uk
020 7095 5329
cafod.org.uk/fundraise
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Get it
right
Step 6: Make your event safe
There are a few things you need to keep an eye on while planning
your event. If the answer to any of the questions below is yes, follow
the advice to make sure your event is both legal and safe. Do get in
touch if you have any questions.

Will there be children at your event?
n Do not take or use photos of under 16s without a

parent’s permission.
n Under 16s cannot sell raffle tickets.
n If you would like under 16s to be involved in a street collection,

you need to check with your local authority.

Are you doing any publicity?

n If you are under 16, we will need a parent’s permission before you

n On any posters or online publicity, please state clearly that you

can take part in a fundraising event for us.

are raising money for CAFOD and that we are a registered charity.
n Contact us before using our logo and we will send you a

high-resolution version and ensure that you know our charity
registration number.

Are you collecting cash?
n Contact us if you would like a collection tin or bucket with seals

and an authorisation letter.

Are you expecting a lot of people?
n If so, it’s a good idea to inform your local authority. If a large

number of people will be driving to the event, you should inform
the police.

Do you need first aid cover?
n St John’s Ambulance and the Red Cross can provide first aid for a

n To collect on private property you need the owner’s permission.
n To hold a street collection you need a permit from your local

authority. Please contact your local CAFOD office for advice.
n Make arrangements for banking any cash securely.

small charge, but you need to book in advance.

Do you need insurance?
n CAFOD’s insurance may provide cover for some events, so please

get in touch for details.

n Always collect and count cash with at least one other person.

Do you need a risk assessment?

Are you selling food?

n Most events, especially those held outdoors, will require a risk

n If you are selling food on a one-off basis, you do not usually need

assessment. Contact us for advice and templates.

to register with your local authority, but check their food hygiene
regulations to make sure you are serving food safely.

Are you selling alcohol?
n If you are holding a late-night event or are planning to sell alcohol,

ask your local authority if you need to apply for a temporary
event licence.

Are you holding a raffle?
n If your raffle is part of the night, rather than the

main attraction, you won’t have to register your
raffle with your local authority. Tickets must
be sold at your venue during the event, and the
draw must also be made on the night. As the
raffle organiser you’re not allowed to win any prizes
or have any personal gain from the draw – sorry!
n Search ‘raffle’ on our website to order tickets for our

nationwide CAFOD raffles.

St Aelred’s CAFOD Group from Harrogate attracted over
80 people to their Burns Night supper and céilidh. They
charged £8 per adult and £4 per child for entry and also
organised a licensed bar. A traditional meal of haggis and
neeps, followed by dancing and then a raffle, helped the
group to raise an amazing £700 for our Connect2:Ethiopia
parish fundraising scheme.

KEEP IN TOUCH
Share news and photos from your event:

Contact us:

Find your local office at:

@CAFODevents
facebook.com/CAFOD
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Get your
funds to us
Step 7: Send in your money
You can pay in your funds in these ways:

Online – through justgiving.com or
virginmoneygiving.com or cafod.org.uk/give
By phone – call 0303 303 3030 to make a
payment with a debit card.
By post – make your cheque out to CAFOD,
enclose the paying-in slip at the end of this
pack, and send it to:
CAFOD Events Team
Romero House
55 Westminster Bridge Road
London SE1 7JB
Money matters
Cash donations

Gift Aid

Pay any cash donations into your bank account and then either pay
the funds in online, call us or write us a cheque. Please don’t send
us cash through the post!

If you ask donors to complete their details
and tick the Gift Aid box on any sponsorship
forms or donation envelopes you use, we can
receive extra funds from the government.
For example, if you Gift Aid a donation of
£20, we receive £25 in total. Please send
completed sponsorship forms and collection
envelopes to us, even if you pay over the phone or online.

Cheques
Please ensure all cheques reach us as soon as possible, and at least
within six months of the date they were issued.

Donating online
If you have used justgiving.com or virginmoneygiving.com,
we will receive your donations automatically when your page
closes – this could be 18 months after your event, so please let
us know when you complete your fundraising. You can also pay
in offline donations through your online page, using a debit or
credit card.

A personal thank you
If you want to thank a particularly generous or helpful person who
supported your fundraising, please let us know and we can send
out a personalised letter.

If you pay in funds at cafod.org.uk/give, please email us so that
we can add the funds to your total.
Sites like JustGiving take a small percentage of the funds raised
through their pages, often from the Gift Aid they claim on our
behalf. We think the extra funds raised from having an online
page, and the way we receive the funds directly, mean this fee is
well worth it. Contact us for more information.

KEEP IN TOUCH
Share news and photos from your event:

Contact us:

Find your local office at:
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Paying-in
slip
Congratulations on completing your fundraising! Thank you very much for supporting us. We
hope our seven simple steps helped your event to run smoothly.
Please return this slip with any sponsorship forms, collection envelopes and/or collection
tins to the address below.
PLEASE COMPLETE IN BLOCK CAPITALS
Name:
Address:
										

Postcode:

Telephone:
Email:
Event name:
Event date:
If your event was held at a parish, school
or youth group, please let us know its name here:
I have raised money for CAFOD! I enclose (please tick all that apply):
Cheque made payable to CAFOD for £
Sponsorship forms
Collection envelopes
Collection tins
I raised additional money from my event and paid it to CAFOD another way
I paid £							

over the phone

I raised money online: yes / no
If yes, my page is:
justgiving.com/
virginmoneygiving.com/
I have extra money to send in at a later date: yes / no

Please return this form to:
CAFOD Events Team, Romero House, 55 Westminster Bridge Road, London SE1 7JB
CAFOD will store and process your information in accordance with the Data Protection Act. We may contact you but will not share your details with any other organisations
unless they are working on our behalf. If at any time you would like to amend or review the CAFOD communications you receive, please call us on 0303 303 3030.

R48036
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@CAFODevents
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Materials
order form
Please return this form to the address below, or email your order to events@cafod.org.uk
PLEASE COMPLETE IN BLOCK CAPITALS
Name:
Address:
										

Postcode:

Telephone:
Email:
Event name:
Event date:

I am raising money for CAFOD and would like to request the following items:
Materials								

Quantity

Sponsorship forms
Collection envelopes
A-Z of fundraising guide
Stickers – 16 per sheet (max 10 sheets)
Posters – A4 posters with space to add your event details (max 10)
Balloons (max 20)
‘I’m supporting CAFOD’ t-shirt – Small, unisex
‘I’m supporting CAFOD’ t-shirt – Medium, unisex
‘I’m supporting CAFOD’ t-shirt – Large, unisex
‘I’m supporting CAFOD’ t-shirt – Extra Large, unisex
T-shirts – If you are ordering more than five t-shirts, please consider making a suggested
donation of £2.50 per additional t-shirt.
Collection tins – Please contact us if you require collection tins. You will need to complete
a form so we can issue you with a certificate of authorisation.
CAFOD representative – If you would like a CAFOD representative to attend your event
or cheque presentation, please contact us.

Please return this form to:
CAFOD Events Team
Romero House
55 Westminster Bridge Road
London SE1 7JB

CAFOD will store and process your information in accordance with the Data Protection Act. We may contact you but will not share your details with any other organisations
unless they are working on our behalf. If at any time you would like to amend or review the CAFOD communications you receive, please call us on 0303 303 3030.
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Simoi lives in a remote village in Kenya. For years she struggled to
fetch enough water for her family, trekking for eight hours to reach
the nearest stream.
“The walk was exhausting,” says Simoi. “Without water we couldn’t
cook or clean ourselves, and our animals would have died.”
Thanks to your support, we’ve built a clean water tank near
Simoi’s home.
“When we drank water from the stream, we had stomach
problems and even cholera. But no-one has been ill since
we used the water from the springs.”
Now that Simoi doesn’t have to fetch water, she also has
more time. She makes bead necklaces, which she sells
to help pay for her children’s school fees.
Simoi says: “Today, our prayers have been
answered. I am thankful to God and to CAFOD
supporters. God bless you all.”

Get
motivated

What you can do
By fundraising for CAFOD, you can help to make a
difference in all areas of our work.

£5 can provide a shovel for a family to clear their land
ready for farming in Sierra Leone.

£15 can buy a hygiene kit for a family affected by

floods in Pakistan, providing them with essentials like
soap to help them stay healthy.

£35 can provide a mother in Peru with training to

Who we are

knit and market clothes, helping her earn enough to
support her family.

We work with local partners and communities in Africa,
Asia, Latin America and the Caribbean to reduce
poverty, responding to emergencies and promoting
long-term development. We work with people of all
faiths and none.

£55 can buy a bicycle for a health worker in Zambia,

Contact us

£750 can provide the materials and training to dig a

events@cafod.org.uk
020 7095 5329
cafod.org.uk/fundraise

£4,000 can run a clinic for a remote community in

allowing them to support people in remote villages
living with HIV and AIDS.

£160 can stock two beehives for a family in

Nicaragua so they are able to make honey to eat
and sell.
borehole, bringing clean, safe water to communities
in Ethiopia.

El Salvador, providing medicines, vaccinations, nutrition
advice and counselling.

Photography: CAFOD/Nick Harrop
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least equal to the amount of tax that all the charities and CASCs I donate to, will reclaim on my gifts for that tax year. I understand that other taxes such as VAT and
Council Tax do not qualify. I understand the charity will reclaim 25p of tax on every £1 that I have given.
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