
Fundraising Pack
Thank you for supporting Remembered. Before you 
embark on your first fundraising endeavour, there 
are a number of things to think about which we have 
included in this pack. Please do take the time to read 
through this, as a number of important considerations 
have been assembled under the following headings.
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Use of the Logo and Images
The Remembered logo is registered 
and trademarked

• The logo and images can only be used 
in order to promote or fundraise for 
Remembered and should not be used to 
raise money for any other charity 

• The logo and images available through this 
guide are free for you to use

• ●They should not be edited, including 
cropping or re-shaping, in any way.

• Unfortunately, Remembered cannot 
provide Tommies or banners for your event.

Event Checklist
When you’re planning your event, please 
consider the following:

• ●Get some friends together to share the 
workload; allocate responsibilities and 
tasks; meet when you need to.●

• Decide on a date, allowing you plenty of 
time to get organised.●

• Work out a detailed budget including 
how much you plan to raise and the 
costs that you will likely incur - allow for 
promotional expenses.●

• Write out a list of all the items you will 
need, including permits if applicable.

• ●Consider all legal, accounting and 
safety issues.●

• Who are your potential sponsors, how are 
you going to reach them?● 

• Make sure you read the key messaging 
document and prepare your pitch 
properly so you are able to accurately 
represent the charity

• ●Don’t forget post-event administration 
- chasing up sponsors to honour 
their pledges, remitting the money 
to the Charity, and reporting to us 
how it went (send in a brief account 
and pictures for us to publish on the 
website, on social media etc)

Events
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Finance
Your good name, the good name of the 
Charity and the success of future events are 
all at risk if you don’t keep proper records of 
income and legitimate expenses.

Personal costs such as insurance, transport 
or telephone or any other costs cannot 
be claimed back from the charity. In other 
words, you cannot pay yourself a fee for 
organising the event out of the funds raised. 
Remember the aim of the exercise is to 
raise money for the Charity. 

Try to bank all cash you collect on the 
same day you receive it. If you can’t, bank it 
on the first banking day after the event and 
in the meantime keep it safe.

If your sponsors wish to give you a cheque 
rather than cash, you can find all the 
information you require on our Donate page. 

In the event that a donor would like to 
give a significant amount of money, 
please ask them to complete an individual 
Donor Form. Please be sure to complete 
the Gift Aid section.

Sending money to the Charity 
Please pay all money you raise, namely cash 
and any cheques made out to you, into your 
bank account and donate it through our 
Donate page.

Send any cheques made out directly to the 
Charity, by recorded delivery to: 

Remembered,
33 Ranelagh Gardens,
Royal Hospital Chelsea,
Royal Hospital Road,
London
SW3 4RS

You should send in the money you have 
raised no more than two weeks after the 
completion of your event/activity. 

Finances
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Collecting money online
JustGiving is a quick, easy and secure 
way of raising funds for us. It is free for 
fundraisers and donors to use and 100% 
not-for-profit. Plus, Gift Aid is reclaimed 
and passed on in full. 

To set up your page, go to justgiving.com/
rememberedjg and click on ‘Fundraise for Us’ 

The next step is the fun part: creating 
and personalising your page! Generally 
speaking, the more you personalise your 
page, the more money people will donate. 
Supporters feel more connected if you 
explain your link to Remembered. 

For example you may want to include some 
of the text below:

Remembered has three simple but 
significant aims:

To Commemorate the Fallen 
If you have a relative that died in WWI, 
share their story.

To Educate all generations 
Why you believe it’s important to educate 
younger generations.

To help Heal today’s servicemen and women 
Do you have personal experience that you 
would like to share?

Don’t forget to include photos and links 
to our social media:

Twitter: @Remembered2018 
Facebook: @Remembered2018 
Instagram: @Remembered2018 
LinkedIn: Remembered

The more you share your fundraising online, 
the more likely you are to reach your target. If 
you tag us, we will be happy to share. 

Remembered is a Registered Charity  and 
a Charitable Incorporated Organisation. 
(1173739)

Gift Aid
Please note, Gift Aid cannot be claimed on 

• ●The price paid for anything such as goods 
from stalls or raffle tickets 

• ●Price paid for entry tickets to attend 
an event 

• ●If a minimum donation is required to 
attend an event, this is regarded as 
an entry fee

• ●Connected persons: Gift Aid cannot be 
claimed back on any donations from 
people ‘connected’ to the participant 
e.g. spouse, relative, spouse of relative, 
a company under the control of the 
donor or under the control of persons 
who sponsor you in any event. 

Finances

5

http://justgiving.com/rememberedjg
http://justgiving.com/rememberedjg
https://twitter.com/remembered2018?lang=en
https://www.facebook.com/Remembered2018/
https://www.instagram.com/remembered2018/
https://www.linkedin.com/company/remembered/?originalSubdomain=gh


Legal and Safety 
Considerations
It is essential that all fundraising events and 
activities are run legally and safely. Here are 
some guidelines: 

You are responsible for ensuring that any 
event you organise in aid of the Charity 
complies with relevant laws, rules and 
regulations and that you have all necessary 
licences and permissions. 

Remembered does not authorise fundraisers 
to act as agents for the Charity and nor are 
they responsible for organising, supervising 
or running your fundraising activities. 

All activities, and participation in them, are at 
organisers’ and participants’ own risk. 

The Charity does not accept responsibility 
or liability for any loss or damage to property 
or for death or personal injury arising out of 
any fundraising activity relating to an event 
(except death or personal injury caused by 
our own negligence). 

There are many sources of information and 
advice on running events and activities – 
local councils, police, trading standards 
and The Council for Voluntary Action 
(check on the web for your local CVA) may 
be able to offer support, depending on 
what it is you propose doing. 

All fundraising and publicity materials 
must include the following statement, 
including emails: 

Remembered is a Charitable Incorporated 
Organisation and is Registered with the 

Charity Commission of England & Wales 
(1173739).

If you wish to involve any companies in an 
event and they want to use the name of the 
Charity for their commercial benefit, please 
contact the Remembered Office before 
doing so, as there are a number of issues 
which we need to consider. 

The information, artwork, text, video, audio, 
animation, or picture files (collectively, 
‘materials’) contained on the Remembered 
Web site are protected by copyright laws. 
You may only access and use the materials 
for personal or educational purposes. 

You may not modify or use the materials for 
any other purpose without Remembered’s 
express written consent. Except as 
provided below, you may not reproduce, 
republish, post, transmit or distribute any 
materials on the Remembered Web site, 
in whole or in part, without Remembered’s 
prior written permission. 

To request permission, send an email, 
including your name, address and a 
description of the purpose of your intended 
distribution and the materials you would like 
to distribute to henny@tbnt.org.uk

You may print materials on the Remembered 
website for personal or educational 
purposes only, and you must include any 
copyright notice originally included with the 
materials in all copies.

The materials included on the Remembered 
web site have been compiled by 
Remembered from a variety of sources, and 
are subject to change without notice.

Legal
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Insurance
Our insurance only covers events that 
we put on and therefore you will be 
liable and responsible for any insurance 
required for your event.

Street Collections
Due to costs and legal concerns, we cannot 
permit street or house-to-house collections 
nor allow the use of collection boxes. 

Raffles and Lotteries
Raffles and lotteries are highly regulated. 
Before organising either, please check with 
the Institute of Fundraising (www.institute-of-
fundraising.org.uk) or in the case of lotteries 
with The Gambling Commission (http://www.
gamblingcommission.gov.uk). 

• ●Small raffles don’t require a permit as long 
as the draw is held during the event. Cash 
prizes are forbidden and tickets must not 
be sold to anyone under the age of 16. 

• ●If your raffle proceeds amount to more 
than £20,000, it is classed as a large raffle, 
and therefore you will need a permit - you 
apply to your local council for this. Ticket 
sellers for a large raffle must be over 16. 

• ●Private lotteries (where tickets are only to 
members of a club or company) do not 
need to be registered, but for a public 
lottery you must apply to your local 
registration authority. 

• ●If the value of lottery tickets to be 
sold exceeds £20,000, the lottery 
must be registered with the Gaming 
Board (020 7306 6200). 

Food and Drink
The Food Safety Act and Food 
Hygiene Regulations require anyone 
who sells or processes food to do so 
safely and hygienically. Please make 
sure any food for your event has been 
stored at the appropriate temperature, 
prepared in a hygienic environment 
and cooked thoroughly. 

If you want to sell alcohol at your event, you 
need to obtain a temporary event notice from 
your local council at least a month before 
your event. However, if your event is being 
held at a licensed premise, you do not need 
permission to sell alcohol. 

Legal
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Health and Safety
• ●Ensure that your venue is fully accessible.

• ●Make sure that you have a qualified 
first aider and first aid equipment at 
your event. 

• ●You must comply with the Health and 
Safety at Work Act 1974 (www.hse.gov.
uk/pubns/law.pdf) and all other relevant 
subordinate legislation. 

• ●Ensure that your venue has adequate fire 
safety equipment and that an emergency 
evacuation procedure is in place. 

• ●Carry out a risk assessment of the 
environment you plan to operate in with a 
view to minimising the risks involved. 

• ●Consider any First Aid requirements. 
Contact your local branch of 
St John Ambulance for advice. 
Consider fire safety. 

• ●Make sure that everyone is safe while 
attending a fundraising event or activity 
for the Charity. Particularly keep an eye 
out for the safety of children under 16. 

Legal
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Remembered cannot accept any liability for any loss, 
damage or injury as a result of fundraising for us.

Careful planning and good administration 
are keys to successful fundraising

Good luck and 
thank you!

Join our group
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