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On behalf of the Saddle Up team and everyone at Spinal Research, thank you so much for
organising a fundraising event in aid of the charity. We hope you are looking forward to
your event and we'll do all we can to you help you make it a huge success!
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We understand that planning a fundraising event may at first seem daunting, but it is also a rewarding and
enjoyable experience. We have a network of volunteers who have organised events for us, so if you need any
advice, please do not hesitate to contact Isabel Robinson on 01483 898786 or saddle-up@spinal-research.org
and she will be happy to put you in contact with them.

This pack contains information about the charity and what we do, as well as advice about how to organise
events, how to budget correctly and any permission and checks that you might need to make.

The money that you raise will help the charity to continue funding research into repairing damaged spinal
cords, with the aim of restoring feeling and mobility to people paralysed as a result of breaking their neck or
back. Our pioneering work is making great progress and our hope is that one day you will be able to say that
your support helped us to beat paralysis.

If there is anything further you need, please contact Isabel on 01483 898786 or

saddle-up @spinal-research.org. Charity number 281325
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Fundraising ideas

Below are some fun, but simple event ideas to help
you on your way to becoming a successful fundraiser:

Sponsored Ride - Organise a ride over a pre-planned
route and encourage riders to get sponsorship for
every mile. Make it a "spider ride" where riders start
at a central point and groups ride different circular
routes, returning to the original meeting place. On a
map, all the routes will look like a spider's web. Include
a treasure hunt with bonus points awarded to those
riders who find the items of treasure en route. Fancy
dress and beach rides could be fun alternatives.

Gymkhana - Give financial penalties to those riders dropping
eggs, missing turns etc or hold a fancy dress competition (for
you or your pony or both!) and donate all the proceeds from
the entry fee.

Horse Show - Donate a percentage of the entry fee for each
class or event. Hold one special event or class where the whole
fee is donated.

Clear Round Jumping - Set up a clear round jumping arena
and donate the entry fee. As an incentive, why not add a
financial penalty for jumps knocked down!

Demonstration/lecture by a celebrity rider — Ask a well known
rider to kindly take a demo evening and charge entry fees to
the spectators.

Race night - Organise and sell tickets for a night to remember.
Donate any winnings or as a safer bet, don't and
then give a donation instead!

Open day for visitors - Invite new riders to come and look
round your stables for a small fee. Offer tips on horse care and
riding and you might recruit new members as well as raising
funds!

Horse car boot sale - brilliant if you are due for a clear out
anyway!

Muck out, groom and clean tack - Offer to do all the chores
for a fee or set up a ‘saddle wash' and invite riders to bring
along their tack for cleaning.

Photo competition - Organise a photo competition for riders
horses and ponies and charge an entry fee. Categories to
be judged could include longest mane or prettiest pony for
example.

Quiz night - Charge teams an entry fee and offer a prize (e.g a
bottle of bubbly/cinema tickets) for the winning team.

Blind tasting evening - You could use wine, beer or cheese or
whatever your friends enjoy! You could always throw in a few
silly games and a prize for the best blind taster.

If there is anything further you need, please
contact Isabel on 01483 898786 or |

saddle-up @spinal-research.org.
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To help make your event an outright success, follow these simple steps:

Ask your friends or colleagues to help

It is much more fun if there area a few of you to
share out the tasks and you can also benefit from
each other's ideas. You can also ask for their help
by putting up notices in the company newsletter,
intranet or notice board.

Action plan

It helps to have a plan of what you need to do and
when. Work back from the date of the event and list
everything that needs to be done and allocate tasks
to specific people. Remember to also list what needs
to be done on the day itself and as far as you can,
check that the date doesn't clash with any other local
events.

Budget
Put together a budget including all expenses, which
should be counted against what you hope to raise.

Company support

Approach local business to support you by donating
raffle prizes, giving you venues at discounted rates
or simply writing you a cheque! (There is a template
letter enclosed to give you an idea how to approach
them. It is always worth calling the company to find
out who to send the letter to and then chase up a
week or so after you send your letter).

Seek permission and make checks

Make sure that your event doesn’t need any special
license or permissions. Charity events do sometimes
cause disruption and while most people make
allowances for inconvenience to their daily lives in
pursuit of a good cause, it is advisable not to take
this for granted. Raffles and prize draws are subject
to restrictions and strict guidelines, which must be
followed. For any major event it is good to speak to
your local authority or police force. They will offer
constructive advice about any legal requirements.
Please see the Keeping Things Legal section within
this pack for more information.

Precautions

Please be aware that accidents can happen and the
more people involved with your event the greater the
risk. When an accident occurs at a fundraising event
it seems all the more poignant, however as the event
organiser you must be practical and take sensible
precautions. Ask for expert advice from organisations
such as the Red Cross or St John's Ambulance. They
will make a charge for any day they attend your event,
so don't forget to include them in your budget.

Insurance

We are very grateful for the efforts of all our fundraisers.
However, please remember that any fundraising event
that you organise and the safety of its participants
is your responsibility and not that of the charity.
Participants need to be aware that they are partaking
at their won risk. We would point out the need for you
to have adequate insurance. We may be able to assist
with insurance for events for which we are notified 14
days in advance. If you wish to discuss this further,
please call Isabel Robinson on 01483 898786.

Thank you

We will of course thank you for your support and help
after the event. Please also thank your volunteers
for their hard work - they may want to help again or
even organise their own event!

Build on your success

Once you have been successful we very much hope
that you will consider doing something similar again.
Clearly what you have learnt this time is bound to
make it easier next time around.

If there is anything further you need, please contact
Isabel on 01483 898786 or
saddle-up @spinal-research.org.
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Marketing your event

Once you have decided on the format of your event, you will want to generate as much interest around it as
possible. There are various ways to achieve this, which are:

Before the event

e Complete the Events Registration form so that your event features on our Forthcoming Events page on
our website.

® Send your local newspaper and radio stations a press release, including details of what you are doing, why,
where, when it is taking place and who to contact for more information.

® Send out as many invitations as you can well in advance. A standard rule of thumb suggests that about a
third of those you invite will reply positively. Not all those who accept will actually turn up on the day. If
applicable, we can also contact supporters in your local area to either attend the event or help on the day.

® Put up posters in your local area and send out flyers advertising the event.

e Make sure that any promotional materials are clear, simple and include details of speakers, RSVP contact,
deadline and where appropriate the logo of any event sponsor. It may be a good idea to include a reply
card or tear off strip to make responding to your invitation as easy as possible. Make sure you include as
much information about practical arrangements as you can e.g. venue, travel, parking, security etc.

After the event
Send your best photographs of the event to your local newspaper with a press release. Make sure you clearly

mark on a label stuck to the back of the photographs who the people in the photograph are.

We would also be very grateful for any photographs of your event, which we can then include in our News and
Ride Report section on the website.

Thank you for your support

If you would like further information, please contact Isabel Robinson on 01483 898786 or
saddle-up @spinal-research.org

ednesday 31 October 2007
7.00pm - 9.30pm

Alsager Equestrian Centre,
Stoke on Trent, ST7 3RQ

Tickets £20, Under 16s £10

form.
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7pm-9.30pm

Tickets £20
Under 165 £10
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Sponsorship

If you are organising a fundraising event and are asking for sponsorship, sponsor forms are a great way to get
your family, friends and colleagues to support you. The sponsor forms in this pack have been designed so you can
keep track of who has paid and how much. However, sometimes it can be very time consuming collecting all your
donations and getting people to pay up! Here are two ideas to make collecting your sponsorship easier:

1.

If you can, try to get sponsors to give you their donation at the time that they fill in your sponsorship form
- this will avoid chasing after them to pay up once you've completed your event (its amazing how many
people forget their wallet or purse on the day you ask for the money!).

Set up your own personalised fundraising page online - its quick and easy!

® Log onto the Just Giving website at www.justgiving.com

® Click on 'Start Fundraising’

® Follow the step-by-step instructions to set your page up and choose Spinal Research as the beneficiary!

® All you need do now is let people know about your page by emailing them your personal web link.
Your sponsors can then donate to your challenge securely online. Your fundraising page web link will
always start with www.justgiving.com/ and then whatever you have chosen to call your page, e.g:
www.justgiving.com/Tomsfundraisingpage

Online Sponsorship — The Benefits:

You don't have to physically find your sponsors to make their donation - Just Giving sends your sponsorship
directly to us, and you can email sponsors to remind them rather than having to track them down.

Your sponsor's Gift Aid is collected by Just Giving so you don't need to worry about all the details being
filled in correctly on your paper based sponsor form.

You can keep an eye on who has sponsored you and how your fundraising is going.

You can update your page with personalised information for your sponsors, such as how your training is
progressing or photos of your event.

This is an invaluable way to collect sponsorship from people you may not be able to see to sponsor you in
person, for example friends and family that live abroad or those you don't see very often.

It cuts down the number of paper based sponsorship forms you will need to keep.

You can opt in to receive emails each time someone sponsors you so you know what you are receiving,
who from and when.

Your page will normally close around six weeks after the event has happened.

If you have any queries about raising, collecting or sending in your sponsorship or setting up an online
page, please contact Isabel on 01483 898786 or email saddle-up@spinal-research.org
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Gift Aid

Gift Aid is tax that the charity can re-claim from the Inland Revenue on donations made by UK taxpayers. We
are able to reclaim 28p for every £1 donated, so for example, if a donation of £10 is made, we can claim an
extra £2.80 from the Inland Revenue, at no extra cost to the donor.

To enable us to benefit from the Gift Aid scheme, you must:

® Ask all your sponsors to clearly print their full name and full HOME address, including post code, on your
sponsor forms.

e Ensure that your sponsors tick the Gift Aid Declaration box if they are eligible (we can claim Gift Aid if
they are a UK taxpayer and they pay Income Tax or Capital Gains Tax at least equal to the amount of tax
that will be reclaimed on their donation, currently 28p for every £1 donated).

® You must also indicate in the 'Received' column that you have collected their donation by entering a date
or 'paid’ or putting a tick.

Without ALL these details we cannot claim the tax back, so please ensure that all sponsors eligible for Gift Aid
have these details completed clearly. We will not use any name or address details from sponsor forms for any
purpose other than collecting Gift Aid, unless your sponsors request further information about Spinal Research
by ticking the end column on the sponsor form.

You can tick the Gift Aid box for someone, as long as you have checked with them that they are eligible, they
have agreed to making their donation Gift Aid claimable, they understand the Gift Aid declaration and all their
details are correct.

They must also have given their donation as cash or a personal cheque - we can't claim on business cheques
or charity cheques (see We Cannot Claim Gift Aid... section below).

We CANNOT claim Gift Aid on the following:
® Donations from companies, as they claim the tax back themselves.
® Donations made via charity cheques, such as CAF cheques.

® Donations given without all the correct details on the
sponsor forms - we cannot reclaim Gift Aid when
your sponsors have given a business address on the
sponsor form instead of home address or haven't
given a first or surname etc (see guidelines above).

® Donations made by ‘connected persons' - these are
defined as spouses, relatives and in-laws.

Please DO NOT create your own forms as we won't be

able to claim the Gift Aid back from these! If there is
anything you don't understand, or you need any further
information about Gift Aid, please ask.
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In accordance with the Institute of Fundraising's guidelines on best practice, we would encourage you to:
® Ask sponsors to make cheques out to ‘Spinal Research’

® [f you are given cash, please bank this and write a cheque made payable to ‘Spinal Research’ for the total
amount you have raised this way.

Once you've collected your sponsorship, please send all cheques to Spinal Research along with all relevant
sponsor forms so we can claim any Gift Aid.

Please DO NOT set up a separate bank account in the name of Spinal Research, as this can be deemed
fraudulent.

Please make sure you keep a note of all your sponsors and who has paid, how much etc, just in case anything
goes astray in the post.

How To Send In Your Sponsorship:
We always advise sending sizeable amounts by special delivery to ensure it arrives. DO NOT send cash in the post.

Please make sure that you do the following before sending us any sponsorship in the post:

e Write your name, and event reference on the back of cheques and/or send some form of identification with
them so we know they are from you.

® Ensure all cheques are made payable to ‘Spinal Research.

e Ensure all cheques are sent with completed sponsor forms to Spinal Research (please make sure all details
on the sponsors forms are fully completed, including an indication in the ‘Received’ column to show which
donations you have collected).

® Ensure all cheques are in date - anything dated over 6 months old won't be accepted by the bank. Please
also ensure each cheque has been signed!

® No Cheque Book? If you don't have a cheque book to convert the cash you receive from sponsors, you can
pay by credit or debit card (unfortunately we can't accept American Express or Diners Club cards) - simply
call 01483 898786 with your card details.

Foreign Currency:

You can send cheques in foreign currency to us and we will exchange them for you. However, as we are
charged a fee each time we exchange currency, which comes off the total amount you have sent us, please try
to keep these cheques to a minimum.

Where To Send Your Sponsorship:
Please send all sponsorship to: Isabel Robinson, Spinal Research, Bramley Business Centre, Station Road,
Bramley, Surrey, GU5 0AZ, UK.
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When organising a fundraising event you need to ensure that your event is safe and complies with
the law.

It is always advisable to speak to your local council authority about any requlations or legalities that may
relate to a fundraising event you want to hold. They should be your first port of call as regulations may differ
from region to region. They will be able to advise you on any licences or permits you may need and give you
information on health and safety issues. Your local police station may also be able to help with particular
information on keeping your event lawful.

Please Remember:

You must always get a permit from your local council authority to do a street collection and you must
get permission from the manager/owner of any establishment you wish to collect inside or outside of,
preferably in writing.

You must NOT set up a separate bank account in the name of Spinal Research or Saddle Up for your
sponsorship as this can be considered fraudulent.

If you want to hold a raffle at your event, you must sell the tickets during the event and not before - if
you do want to sell the tickets prior to the event, you will need to contact your local council authority in
order to get the necessary licence and information for your event. You also must not spend more than
£250 on prizes - any prizes donated are exempt from this amount.

You must NOT allow anyone under the age of 16 to collect sponsorship money without the accompaniment
of an adult.

You must always ensure that any necessary health and safety issues regarding your event are covered -
again, your local council authority can advise you.

Do not, under any circumstances, do anything unsafe or illegal or anything that might cause harm or
damage to people or property.

If you are concerned or unsure about anything and your local authority are unable to help, please
contact Isabel on 01483 898786 for advice.

Spinal Research cannot and does not accept any liability for events run in its name except by prior agreement.




Your name
Your address
Your telephone number/email

Date

Name
Address

Dear XXXXX

| am organising a fundraising event in aid of the charity Spinal Research and the Saddle Up campaign,
which aims to raise funds and awareness from the equestrian community who are at risk of a spinal cord
injury. The event will take place on (time, date, venue).

| have never done anything like this before (or whatever is relevant to you) but | am planning this event to
raise vital money for the charity and its research. Spinal Research funds projects dedicated to finding ways
to repair damaged spinal cords and restore sensation and movement to people paralysed by spinal injury
(registered charity number 281325).

(You could add in any reasons why you chose to support us, perhaps if you suffered a spinal injury yourself
which you've overcome, you know someone who is paralysed, or anything that might capture your readers
interest in your event).

We are all vulnerable to unexpected events such as a serious fall, sporting injury or road traffic accident
and over 40,000 people in the UK are paralysed as a result of spinal damage. | am trying to raise at least £x
for the charity and the ground breaking work that it supports. Any donation or help that you can provide
me with would be really appreciated (give them details of how they can help you, i.e your Just Giving page
details or ask for a cheque to be sent to you etc or if you want them to donate a prize for an event you are
holding to raise your sponsorship).

| do hope that you will be able to support me and if you require any further information about my event or
the Saddle Up campaign, please don't hesitate to contact me or visit www.spinal-research.org.

Yours sincerely

XXXXXXXXXXX





