
Pop's Diner Discounts
15th Anniversary Treats

How to guide... 

We're here to help!  Please do get in contact if you have any questions email us at 
fundraising@mstrust.org.uk or call 01462 476707

Organising your own event in your community can be a lot of fun and a lovely way to get 
people together.  A well organised event can raise lots of vital funds for the MS Trust.  
Remember good planning is key to organising an event. 

Whether you would like to organise a quiz night, gala ball, charity gig or cake sale, we will 
be there to support you every step of the way and help to make your event a success.  

Organise your own event

What is the event?

If you already have an idea in mind, think about how much time you have to organise the 
event and what help you'll need. Generally events take longer to organise, and there's 
always more to think about, than people first think. Please let us know what you are 
planning; we love to talk through ideas and have lots of resources that could help you.  If 
you are struggling for ideas, we have put together our A-Z of fundraising ideas that our 
supporters have delighted us over the years.  Please refer 
towww.mstrust.org.uk/fundraising or contact the fundraising team by calling 01462 
476707 or email fundraising@mstrust.org.uk 

When will your event take place?

The time of year, day of the week and time of the day will play a big part in how successful 
your event is.  Take note of school holidays and bank holidays, think about the impact 
these may have.  

Check other local or major events - are you clashing?
Do you have enough time to organise and publicise the event?
When is your target audience available? 
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Where will the event be held?

A suitable venue is important. 

Enlist the help of others

Encourage your friends and family to help.  Many hands make light work!

Will you need extra help to organise the event? 
Will you need any help to promote the event?
Will you need to hire equipment? 

How many people will be attending?
How much is the venue to hire?  Reduced rate? Better still free of charge?
How will people get to the venue? Local bus route / Car parking facilities?
Wheelchair accessible?  
Is it insured? 

What is the budget?

It is important that you are realistic about the amount of money you are able to raise.

Set yourself a goal 
How much will the event cost?
What needs to be paid in advance?
What goods and services can be donated free of charge? 

Keep it safe and legal

 Not only is it important to have fun whilst raising money, but it’s also important to make 
sure that your event or challenge is safe and complies with fundraising law.  Please refer 
to www.mstrust.org.uk/organising-event 
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Special Licences or permits
If you plan to hold your event in a public place, you'll need to get permission from the 
police and your local authority (the council or metropolitan borough). 

How will you promote your event?

Tell everybody about your event! Contact the local media a few weeks in advance, put up 
posters, get it mentioned in your work newsletter or on the intranet. Make use of 
Facebook and Twitter to help spread the word and encourage your friends and colleagues 
to take part or donate. 

We can provide you with MS Trust fundraising materials, such as posters, flags, stickers, 
collection tins, flags, balloons and t-shirts; order these using the fundraising materials 
order form.  

If your event will involve performers, you may a public entertainment licence. Please 
get in touch with your local authority for further information. 

Who will help on the day?

If you need a team of people to carry out tasks on the day - eg as marshals and car park 
attendants - local organisations such a Rotary and Round Table can be helpful.  We want 
you to be able to enjoy the event, so make sure you have arranged for enough helpers. 

Event Day

Let all guests and supporters know about the MS Trust and why they are there
Take photos 
Make sure you thank supporters and helpers, and HAVE FUN! 
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Count and bank all the money raised. 

Send cheques to: MS Trust, Spirella Building, Bridge Road, Letchworth Garden 
City, SG6 4ET. Please ensure all cheques are made payable to ‘MS Trust’. Please do 
not send cash by post. 
Donate online: Visit www.mstrust.org.uk/pay-in  to make a secure card payment  
Donate over the phone: call us on 01462 476707, between 9am – 5pm, and we 
can take debit or credit card payment over the phone. 
Pay direct into our bank account / online banking : Natwest: Sort Code - 60 13 08 
Account Number - 410 397 34 please advise if you will be using this method and 
use your name as a reference 

Thank you for your support

After the event

Tell us how it went!  We always love to hear what our supporters are getting up to and the 
fun new ways they are raising money, so please do let us know and shout about your 
fundraising success! 

Write letters of thanks to those who have helped and donated goods or services 

Publicise the success of the event through your local newspaper and social media
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