
Catholic Charities of St. Louis
 Volunteer-Led Fundraiser Toolkit 



To our New Fundraising Partner,

Welcome! Thank you for joining us in our mission to serve people in need, especially those who are poor and 
vulnerable, to work to improve social conditions for all people in the community and to call members of the 
Church and community to do the same. Your support of Catholic Charities through a fundraiser will help us impact 
147,000 people this year. Together we can change lives and build a stronger community. 

Your fundraiser will help us:
• serve 100,000 meals to the homeless.
• provide for more than 16,000 children through foster care, residential placement, day care, after school and 

summer programs.
• answer more than 26,000 calls to the Homeless Hotline for people seeking emergency shelter.
• house, feed, counsel and help 34,000 seniors.
• aid 1,500 people in need of legal assistance.

As you begin to plan, know that we are here to help you succeed.  Catholic Charities has put together ideas, 
toolkits, templates and checklists to help you get started. As you begin your fundraising journey or if at any point 
during the process you have questions, ideas or concerns, do not hesitate to call our team. We are happy to help 
and so excited for the opportunity to work with you! 

Your care and compassion are essential to our mission of helping those in need.

Yours in service,

Chris Martinez
Chief Development Officer
Catholic Charities of St. Louis



Ideas to get you started:
Learn more: Start at ccstl.org to learn more about our mission so when your family, friends and (potential) donors start 
asking about us, you will have the answers. Knowing the mission is also a key to remembering to put the cause first. 

Make a plan: Fundraising is very gratifying; it can also be tough. Plan, plan, plan for success. Just follow the easy steps 
included in this document and add your own creativity to really make your event a success.

Be your own first supporter: The most effective fund raisers are people who are passionate about the missions they 
support and one way to show that passion is to be the first donor to your fundraiser. That way when you ask people to 
donate to your cause, you can say, “I did!”

Be your own cheerleader: In order to be successful in raising both awareness and donations, you’ll need to spread the 
word as far and wide as you can. Use all of your resources (social media, email, and personal and professional networks), 
provide friends and family with messaging to send through their channels, and don’t be afraid to be persistent. 

Set a fundraising goal: Setting a goal is a great way to stay motivated.

Keep expenses low by asking for donations: For instance, if you are doing a 
silent auction solicit for donated items instead of buying them.

Incorporate other ways to fundraise during your event: Some ideas include a 
donation jar, 50/50 raffle, and food or merchandise sales.

Thank your supporters: Sending thanks to donors for their support and 
encouragement is an important part of the fundraising process. 

8 Organizations. 1 Cause. A Stronger Community. 

Getting Started
We are so excited to help you host a 
fundraiser! To help you get started, 

we have compiled sample fundraising 
letters, thank you letters, trackers, 
timelines, planning documents and 
helpful tips for you. Contact Emily 
Stuart at estuart@ccstl.org or at 

314.367.5500 ext. 1141.



At Home
• Spring cleaning comes early!  Clean out your house and auction off items.
• Host a movie night with popcorn and snacks and collect donations as guests arrive.
• Design your own greeting/holiday cards and sell to friends and family.  
• Host a coffee or wine event in your home.  Invite staff or Board members to give a presentation to your family and friends about 

Catholic Charities.  Encourage guests to sign up for a tour, attend an upcoming event, sponsor a drive, make a donation, or 
host a similar event.

• Host a Board Game Tournament.  Participants pay to play.
• Host a car wash and charge a fee.
• Host a dog wash and charge a fee.
• Host a potluck dinner with friends and family.  Donate in order to dine.
• Re-purpose your piggy bank to collect donations or keep a “loose change” box on your kitchen counter.
• Voicemail/answering machine message- Use your voicemail and answering machine to let everyone who calls you that you’re 

up to something special and you need their support. 
• Host a wine tasting (adults only) and charge admission.  
• Set up an old-fashioned lemonade stand and see how much you can raise
• Be creative – think of your own idea and make it happen!

At Work
• Host a silent auction in which proceeds go to Catholic 

Charities.
• Host a Bingo or game night with an entrance fee with 

proceeds going to Catholic Charities.
• Host a walk or run in which each person running asks 

for donations.
• Host a holiday party with donations going towards 

Catholic Charities.
• Donate a day’s wages and ask your employer to 

match your donation.
• Brown Bag Your Lunch Day — encourage your 

employees to make lunch at home and donate what 
they would have spent.

• Host a trivia night and charge teams to participate.
• Host a white elephant raffle.  Sell tickets to participate in the raffle.
• Have a local leader from your industry give a talk, and charge an admission fee.  
• Keep a “tip jar” on your desk for when coworkers ask for help/advice.  Donate your tip jar earnings.
• Start a Catholic Charities “drive” at your work.  Invite staff or Board members to give a presentation at your workplace and invite 

colleagues to learn more about Catholic Charities, sign up for a tour, attend an upcoming event, sponsor a drive, or make a 
donation.  Encourage colleagues to host a similar event.

• Sponsor a family.
• Be creative – think of your own idea and make it happen!

8 Organizations. 1 Cause. A Stronger Community. 

Fundraising Ideas for Home, Work, School and in your Community:

Getting Started
We are so excited to help you host a fundraiser! To help you get 
started, we have compiled sample fundraising letters, thank you 

letters, trackers, timelines, planning documents and helpful tips for 
you. Please do not hesitate to contact us with questions or requests 

for more information or even to talk through your ideas. Contact 
Emily Stuart at estuart@ccstl.org or at 314.367.5500 ext. 1141. 

Our team is here to help and we are thrilled with the 
opportunity to work with you!



At School
• Host dollar jeans days.
• Host dollar gum days.
• Host a coin drive and collect change for Catholic Charities.
• Host an ice cream social where donations go to Catholic 

Charities.
• Place a wishing well in the main entrance of a school in which 

the coins donated go to Catholic Charities.
• Host a bake sale with proceeds going towards Catholic Charities.
• Offer gift wrapping or other holiday decorating with donations 

going towards Catholic Charities.
• PTA hosts a coffee morning- charge for that first cup of java.
• Students compete in a read-a-thon, with entrance fees donated 

to Catholic Charities.
• Host a school talent show and charge admission.
• Host a track and field day with entry fees for each event.
• Get creative and make your own friendship bracelets.  Sell them at school to friends and teachers.
• Host a school-wide art competition and auction off the art.
• Be creative – think of your own idea and make it happen! 

In Your Community
• Host an arts and crafts fair in your neighborhood, with proceeds going to Catholic Charities.
• Host a walk or run in which each person running asks for donations, proceeds going to Catholic Charities
• Host a neighborhood scavenger hunt.  Participants pay to play.
• Host a neighborhood-wide yard sale with proceeds going to Catholic Charities.
• Host a chili cook-off or a cookie bake-off.  Participants donate to compete.
• Host bicycle relay race in your community.  Each cyclist asks for donations with proceeds going to Catholic Charities.
• Ask a restaurant in your community to host a percentage night benefiting Catholic Charities.  
• Have a competition to see which house on the block can decorate for the 

holidays with the most style!  Have your neighbors vote with their wallets.  
• Host a neighborhood-wide used book sale.
• Be creative – think of your own idea and make it happen!
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Fundraising Ideas for Home, Work, School and in your Community:

Getting Started
We are so excited to help you host a 
fundraiser! To help you get started, 

we have compiled sample fundraising 
letters, thank you letters, trackers, 
timelines, planning documents and 
helpful tips for you. Contact Emily 
Stuart at estuart@ccstl.org or at 

314.367.5500 ext. 1141.



Step 1:  Download the Volunteer-Led Fundraiser Toolkit
Visit the Catholic Charities of St. Louis website’s Get Involved tab, and download the Volunteer-Led Fundraiser Toolkit at www.ccstl.
org/get-involved/.  If you would like to speak to a staff person about your fundraising idea, please contact Emily Stuart at 
estuart@ccstl.org or 314-367-5500 x1141.

Step 2:  Define Your Event and Set a Goal
Decide what type of event you would like to host and how much you would like to raise.  Planning the details of your event will 
depend on knowing the goals you are trying to achieve.  

Step 3:  Define Target Audience
Who is the target audience for your event? Is this a general fundraiser where everyone will be invited? Or is this event geared 
towards a specific group like business people, parents, or young professionals? In short, you must decide whom you will invite to 
your event.  Deciding on your target audience will help you choose an appropriate date, venue, and marketing strategy.

Step 4:  Choose a Date and Venue
Decide when and where you would like to host your event.  This could be in your home, school, place of employment, community 
organization, park, etc.  This will help you determine your timeline for planning the event and how much you will need to budget.

Step 5:  Register Your Project
Fill out the Fundraising Event Registration form on our website: www.ccstl.org/get-involved/.  You will need to briefly describe your 
event and tell us the date, time, and location.  If you have questions or need assistance, please leave that information in the text 
box provided during registration along with your contact information.  We will connect with you within 48 hours.  We will also add 
your event to our calendar and social media.

Step 6:  Create a Budget 
Every fundraising event plan should contain a complete budget listing all of the expenses that will be required to hold the event. 
Your budget should include invitations, space rental, catering, décor, entertainment, transportation, security, utilities, and anything 
else (depending on the size of your event) that will be required to make the event a success. Your budget should take into account 
your fundraising goal, ensuring that you raise that amount above and beyond all expenses. We have a specific, budget tracker you 
can use to help. Be sure to leave a little extra room in your budget for unforeseen costs. 

8 Organizations. 1 Cause. A Stronger Community. 

Simple Steps for a Successful Fundraiser

www.ccstl.org  |  www.facebook.com/ccstl   |   www.twitter.com/cc_stl



Step 7:  Build Your Team
Depending on the size of your fundraiser, you may need to recruit friends, family, or even coworkers to assist you with your event.  
Assign each person a responsibility and check in with them frequently.  You may want to have group meetings periodically before 
your event.

Step 8:  Market Your Event
Decide how you would like to spread the word about your event. You may consider advertising your event in local/church 
newsletters, through flyers and yard signs, and through social media.  Catholic Charities will help you promote your event through 
our website and social media as well.

Step 9: Create an Itinerary
It is helpful to have an outline of how your event will flow from one minute to the next.  Make sure you give yourself time to greet 
guests, thank sponsors or venue representatives, and network.  Leave extra time in case of emergency (sometimes technology can 
be temperamental).  The Run of Show is your itinerary for the event.  If this is your first event and you are feeling uncomfortable, it 
helps to do a dress rehearsal.  On the day of the event, plan to show up prior to the start time in case things take longer than you 
expected.    

Step 10: Have Fun and Then Let Us Know How You Did
We love to learn about new people who are interested in the mission of Catholic Charities.  Keep a detailed list of who attended 
your event and their contact information.  Ask them if they would like to be contacted by a Catholic Charities representative in the 
future.   If your event goal was to raise money, you can mail your donation or bring it directly to the main office at:

Catholic Charities of St. Louis
4532 Lindell Blvd.

St. Louis, MO 63108-2002
If your event goal was to collect items for donation, you can contact Emily Stuart at estuart@ccstl.org or 314-367-5500 x1141 to 
coordinate the pick-up or drop-off of your donation.  We would like to feature photos from your event on our website and social 
media.  Please send us any photos you would like to share.
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Simple Steps for a Successful Fundraiser



YOUR NAME 
ADDRESS  

CITY, STATE ZIP 
 

DATE 

NAME  
DONOR ADDRESS 
CITY, STATE ZIP 
 
Dear DONOR NAME, 

This year, I'm hosting an [event here] on [date] to benefit Catholic Charities of St. Louis. I would 
love for you to [attend, sponsor, volunteer]. We will have a lot of fun at [event name] and 
support a cause I am truly committed to. In fact, I’ve already made a personal donation. 

Your support will help Catholic Charities assist 147,000 people each year, 73% of whom live 
below the poverty line.  

Thank you for your support. I will keep you posted on my fundraising progress. 

Sincerely, 

[Your name here] 



[Insert Date] 

 

[Addressee] 
[Address line 1] 
[Address line 2] 
[City, State Zip] 
 

Dear [Name]:  

I wanted to personally thank you for [participating or supporting] the [Name of your event] on 
[Event date]. Your generosity helped us raise more than $[X] to assist the 147,000 people 
impacted by Catholic Charities each year. With your donation, Catholic Charities can provide 
care and comfort for those among us who so often go without.  

(Include interesting details, such as number of attendees, where it was held, activities, etc., about 
your event.  

To learn more about Catholic Charities of St. Louis, visit www.ccstl.org. Together, we can build 
a stronger community. 

Sincerely,  

 

[Your Name]   

http://www.ccstl.org/


 

 

 
 

Volunteer-Led Event Overview 
 

Date and Time:           Day, Month Date, Year  Starting Time 

 

Location:               Venue 

Address Line 1 

Address Line 2 

City, State Zip 

 

Event Coordinator:    
 

Supporting Volunteers:  Person 1—Role/Responsibility 

 Person 2—Role/Responsibility 

 Person 3—Role/Responsibility 

 

Volunteer Opportunities: Volunteer Position 1 

Volunteer Position 2 

Volunteer Position 3 

 

Purpose  

 

Statement goes here in business paragraph form. 

 

Target Audience 

 

 People being honored 

 People we are soliciting 

Theme or Message 

 

 May be bulleted list or paragraph form if longer. 

Talking Points 

 

 Talking Point 1 

 Talking Point 2 

 Talking Point 3 

Goals and Outcomes 
 

 Revenue Budgeted Goal 

 Attendance Goal 



 

 

 

 

 

Budget 

 

Item Unit  Expense  

Item 1 # $     XX.XX 

Item 2 # $     XX.XX 

Item 3 # $     XX.XX 

Item 4 # $     XX.XX 

Item 5 # $     XX.XX 

Total Expenses   $     XX.XX 

 

Percentage of Budgeted Revenue:         XX% 

 

Outline of Event 
 

 Program Scheduled Event 1 

o Detail 1 

o Detail 2 

o Detail 3 

 Program Scheduled Event 2 

o Detail 1 

o Detail 2 

o Detail 3 

 Program Scheduled Event 3 

o Detail 1 

o Detail 2 

o Detail 3 

Sample Timeline (Start Date – End Date) 

 

Month Date Task 1 

Month Date Task 2 

Month Date Task 3 

Month Date Take 4 

Month Date Task 5 

Month Date Task 6 

Month Date Take 7 

Month Date Task 8 

Month Date Task 9 

Month Date Take 10 

Month Date Task 11 

Month Date Task 12 

Month Date Take 13 

Month Date Task 14 

Month Date Task 15 

 



Run of Show-[EVENT NAME] 
 

 Page 1 
 

Date:  

Event: 

Time:  

Address:  

Contact:  

 

Run of Show: 

12:00 pm: Ticket pick-up at4532 Lindell cut off 

12:30 pm: Staff 1 to drop tickets at will call 

4:50 am  Field visit & batting practice 

5:15 pm: CCSTL Rep arrives at 420 S 8th St. Lobby 

5:30 pm: CCSTL Rep on field for interview 

6:10 pm: Ceremony & Honorary Pitch  

7:15 pm:  GAME TIME! GO CARDINALS 

 

 

 

Customize these times and tasks for your 
event! We used our Cardinals event as an 
example.  



[EVENT NAME]

Tracker

# Action Due Date Status End Product Next Step Comments Expenses

1 Reserve the Venue 2/21/2015 complete

place to hold an 

awesome party

meet with venue 

coordinator $15,000 

2 Send out invites 4/1/2015 draft 1 complete finalize design proof need to order by 3.1 $5,000



Timing Progress Status Person Responsible

ongoing complete Me 

3/1/2015 ongoing pending Me 

Customize these times and tasks for 
your event! We added in some 
examples for you to see.  
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