
YOUR 
WAY

Like Cinderella, you too can go to 
the ball* and raise lots of money 
for Diabetes UK. 

How to hold a 
charity ball, party  
or dinner

*pumpkin carriage is optional.



Planning your 
event
Make sure nothing is forgotten!

DATE AND TIME 
Give yourself plenty of time to plan and sell tickets. Check what’s happening in the local 
community, try not to pick a date which would conflict with other events, for example 
around mother’s or father’s day or when it’s the World Cup or Wimbledon your guests 
may be busy. Will you hold it midweek or at the weekend? It will be easier to secure a 
midweek night and you may be able to negotiate a charity rate. 

THEME 
Will your event have a theme?

BUDGET 
Have a budget in mind to work towards when planning. Unlike the Fairy Godmother, 
you do not have a magic wand to put this ball on out of thin air, you will need to spend 
money, so best to keep to your budget and raise lots of money for Diabetes UK!

TICKETS 
How much will you sell your ticket for? Your tickets sales should make enough to cover 
the cost of the event. When and where will you sell your tickets? When selling your 
tickets, if people are unable to attend, do ask them to donate to Diabetes UK instead.

ENTERTAINMENT 
Will you require a DJ or sound equipment? Would you like entertainment to be at the 
tables or do they need space to perform? Need to book a band? Remember to do this 
well in advance.

CATERING 
Will you have a sit down dinner with catering or a buffet? Could friends and family bring 
and prepare food? If you are making your own food, please do take into consideration 
any dietary requirements and ensure you let your guests know ingredients used. For 
more guidance on food safety and preparation, please visit the Foods Standards 
Agency website.

PHOTOGRAPHER 
Will you require a photographer? Could you ask friends and family?

INVITATIONS
Create and send out your invitations in plenty of time.  
Approach local printers to help create the invitations for you.

THE PARTY

https://donate.diabetes.org.uk/donate/1~my-donation
http://www.food.gov.uk/
http://www.food.gov.uk/


VENUE
Choose a venue that will be big enough for your 
event. Is it easy for your guests to get to? How 
will they get there? Is there enough parking?  
Do book in advance and ask for a charity rate!

LAYOUT
Do you need room for entertainment?

HEALTH AND SAFETY
In case the magicians rabbit unexpectedly 
jumps out of the hat, it’s best to plan a risk 
assessment of potential problems and solutions 
that could occur on the day. Speak to the 
venue, local council and Health and Safety 
Executive’s website for more advice.

INSURANCE
Does your venue have insurance? Unfortunately 
Diabetes UK does not provide this for 
fundraising events.

LICENSING
You will need to check well in advance with 
your local council whether you need a licence. 
Enquire with your venue first as they may have 
certain licences already in place. You may need 
a licence for:

Providing live entertainment
Selling alcohol
Holding a collection on public property
Holding a raffle and selling tickets in advance

THE PLACE

FORM A COMMITTEE
Delegate, delegate, delegate! Cinderella would 
never have got to the ball without the help of 
the woodland creatures and the same is true 
for you! Ask friends and family to be part of 
your ‘ball committee’. You can split up different 
tasks for your friends to look after and ensure 
everyone gets to the ball on time!

NUMBER OF GUESTS
How many guests do you wish to attend?  
How many tickets do you need to sell? There 
are many ways you’ll be able to promote and 
sell tickets for your event, but be realistic.

WHO WILL YOUR GUESTS BE
Will you just invite people you know – friends, 
family, work colleagues or will you advertise 
to the general public? Could you approach 
companies to buy tables?

THE PEOPLE

And plan some 
more!

http://www.hse.gov.uk/
http://www.hse.gov.uk/


Top tips

ADVERTISING YOUR EVENT

Scream, shout, screech, whoop, roar, howl and bellow that your 

charity event is taking place! 

Use social media to let everyone know when your event is 

and how to get tickets.

Create posters, flyer and leaflets and display in local 

community centres and businesses. Download your free poster 

on our website.

Contact your local newspaper and ask whether they  

can write a feature about your event beforehand. See if they 

are able to advertise throughout the months leading to it. For 

advice on press releases and what to say please contact your 

regional fundraisers.

Contact your local radio station to get further promotion.

Contact local businesses that have a website and ask 

whether you can feature a banner or tagline on their website.

READ ALL ABOUT IT

IF YOU ARE HANDLING CASH WHILST AT YOUR EVENT, PLEASE REMEMBER TO:

Where possible have two people around when money is being handled and counted.

Collect cash using a secure container. Contact us if you would like us to provide you with one.

When carrying money around take care. Always use a safe route and always be with someone 
and/or carry a personal alarm.

If you are confronted by someone demanding the money hand them the money straight away 
and report the matter to the police.

Pay in your money as soon as possible. (See page 6).

YOUR CHARITY EVENT
Decorate the room! No one wants to enter an empty room, contact us and 
we can send you balloons and banners to decorate your room with you can also 
download our free bunting here.
We can provide you with collection tins to put on the table and 
donation envelopes.
Make sure you prep and prepare all of your volunteers at least a 
couple of days prior to your ball with a reminder email and say thank you 
for their support. Remind them what they need to do on the night and 
key information such as break times and ensure you have an emergency 
number for each of them.

IT’LL BE ALRIGHT ON THE NIGHT

https://www.diabetes.org.uk/Get_involved/Raising_funds/
https://www.diabetes.org.uk/Get_involved/Raising_funds/meet-your-fundraiser/
https://www.diabetes.org.uk/Get_involved/Raising_funds/meet-your-fundraiser/
http://www.diabetes.org.uk/Get_involved/Raising_funds/meet-your-fundraiser
https://www.diabetes.org.uk/Get_involved/Raising_funds/meet-your-fundraiser/
https://www.diabetes.org.uk/Documents/In%20your%20area/0463A%20Bunting.pdf


And after the ball...
Congratulations! All your hard work  
has paid off and you’ve organised  
a fantastic event for a great cause 
and raised lots of money. There  
are just a few important things  
to remember before you put  
your feet up.

Thank, thank and thank again! Thank all of your volunteers, staff, entertainment and anyone else who helped on the night or leading up to it, let everyone know the final total raised and how that money will help those living and affected by diabetes.

We want to hear from you! We think you’re amazing 

and we want everyone to hear about and learn how to 

host a ball just as fabulous as yours. Share your story at  

www.diabetes.org.uk/your-way
Hot off the press – your ball was a success! Contact your local newspaper again and ask for a follow up feature on your ball.

Top tips cont...

ON THE FUNDRAISING NIGHT

AUCTIONS

Raffles and auctions are a great way to make 

money on the night. Please see our ‘how to run a 

raffle’ for more information on sourcing prizes and 

check out the gambling commission website.

Don’t overdo it! Sourcing six to ten really good 

prizes is much better than hundreds of smaller 

prizes. Just remember to plan the prizes you hope 

to source in plenty of time. You could ask friends 

and family to donate prizes or even auction yourself!

Let your guests get excited! If you have already 

sourced your prizes, fill in your guests prior to the ball 

so they know what they want to bid on. Advertising 

the star prize will also help attract guests!

Profit, profit, profit! Set a minimum starting 

bid to ensure you make the most of them!

Unless you have eyes in the back of your 

head, you’ll need volunteers to manage the room 

and help spot when someone bids on an item. 

Volunteers should also take down the winners details, 

contact us to order your donation envelopes.

Show your items off! Whilst bidding, ask your 

volunteers to take the prizes to the audience, once 

they’ve seen them up close, they’re bound to bid.

Small print. Make sure you let your guests know about 

terms and conditions you have for your auction items.

BINGO

An easy way for everyone in the room to get 

involved. Ask for a donation to play and clickety 

click you’re on your way to making money!

HEADS AND TAILS 

A great icebreaker, ask guests for a suggested 

£5 donation to play. Flip a coin and each time 

ask the audience to select heads (put their hands 

on their heads) or tails (put their hands on their 

bottom), everyone who selects wrongly is knocked 

out until there is a winner, who receives a prize.

https://www.diabetes.org.uk/Get_involved/Raising_funds/
http://www.gamblingcommission.gov.uk/Home.aspx
https://www.diabetes.org.uk/Get_involved/Raising_funds/meet-your-fundraiser/


Thank you!

Organising a ball or dinner not your thing? 
Check out our other fab fundraising guides 
for more inspiration!

For more information on holding a charity 

ball or dinner or to order your balloons 

and banners, please contact us.

Please make cheques payable to Diabetes UK 

and send to your local Diabetes UK office or 

pay in online.

Get in touch

Pay in  
your money

Event hosting 
not for you?
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