
 

 



 

 

 

Á What is Circle of Friends? 

Á Who are Circle of Friends? 

Á How will this toolkit help me? 

Á Where in the hospital will my donation go? 
 

Á Send in donation/proceeds 

Á Send in photos 

Á Logo use 

Á Start thinking of your next fundraiser 

Á Attend other fundraisers 
 

Á Budget Template 

Á Media Alert Template 

Á Thank You Letter Template 
 



 

 

 

Circle of Friends is the Childrenõs Memorial Hospitalõs third-party and community fundraising 
program.  
 

Circle of Friends includes groups of philanthropically-minded individuals who hold  

independent fundraising initiatives in support of the hospital, such as private foundations,  

grateful patients and families, community organizations, churches, schools, businesses,  

government agencieséanyone in the community can be part of Circle of Friends! Your  

fundraiser could support the areas of greatest need or a specific program of your choice. 

This toolkit was designed to make planning your community fundraiser as easy as possible.  

From creating a timeline and a budget, to organizing and getting publicity around your event,  

it is a complete planning guide that will allow anyone to become a successful fundraiser for the  

hospital! Feel free to use only a few of our ideas and suggestions or all of them  ð whatever  

works best for you! 

There are many pediatric specialties, programs and services at the hospital that your donation  
can support. If you have a specific passion for a specialty, such as pediatric cancer, we will  
work with you to ensure your donation goes directly to that area. A few examples of funding  
areas are: 
 

Á Ann & Robert H. Lurie Childrenõs Hospital of Chicago 

Á Childrenõs Memorial Hospital Fund 

Á Cardiology 

Á Cancer and Blood Disorders 

Á Falk Brain Tumor Center 

Á Epilepsy 

Á Family Services 
 

If youõd like more information on different funds, just let us know! 

 
 

 

 



 

 

 
We are grateful for your support of the more than 146,000 patients and families treated at 
Childrenõs Memorial Hospital. Below are ways the foundation can help with  
your fundraiser: 
 

Á Provide consultation on fundraisers and events (e.g. timeline, raffle items) 

Á Post your event to our Circle of Friends Facebook page 

Á List your fundraiser on the hospitalõs website under the òeventsó tab 

Á Send you hospital-branded giveaways (e.g. balloons and stickers) 

Á Help you select an area of the hospital your donation could support 
 
We are here to help. However, there are some services we are unable to provide: 

Á Our tax exemption number 

Á Insurance or liability coverage 

Á Mailing list of donors and/or vendors 

Á Childrenõs Memorial stationary 

Á Funding or reimbursement of your expenses 

Á Celebrities or professional athletes for your event 

Á Publicity (e.g. newspaper, radio, television) 

Á Guaranteed attendance of hospital patients, physicians or staff 



 

 

Deciding to host a community fundraiser for Childrenõs Memorial Hospital is a huge  
accomplishment in itself ñ thank you! Below are 10 steps to help you get started:  

 
Bringing together a group of enthusiastic and dedicated people who share an interest in  
raising money for a great cause will increase the probability of a successful event.  

 

Gather members of your planning committee to brainstorm ideas for your fundraiser.  
Give free rein to your imagination ñ several heads are better than one! 

 

The type of event you choose should fit the size, interests, talents, goals and time  
availability of your planning committee. 

 

Consider who is most likely to attend and support the type of event you have selected.  
 

 Try to identify expenses and possible sources of funds, including securing in-kind  
 products and services. This will help keep your costs down, which is something  
      everyone will appreciate. We encourage you to maintain fundraising costs at 18 percent  
      of your budget. (See Budget Template at the end of the toolkit) 
 

 A timeline is important in planning a publicity strategy for your event.  

 

Select a time that is appropriate and convenient for those who will be attending.  
Be sure to check local community calendars for conflicting events.  
 

You may find that you will need to establish a bank account to accommodate incoming 
revenue and expenses. This can be done by visiting a local bank and creating a business  
account under your eventõs name.  

 

We ask that all funds be forwarded to Childrenõs Memorial Foundation within  
30 days following the conclusion of your event.   
 

Sending thank you letters, notes or e-mails to everyone who participated in or  
supported your event shows your appreciation and reinforces their goodwill about  
supporting the hospital.  
(See Thank You Letter Template at the end of the toolkit) 



 

 

 
Below are some ideas for your community fundraiser. We suggest thinking of  
something you enjoy doing (e.g. book club, cooking) and working to add a fundraising  
component into that. This way you are not starting from scratch and, in addition to giving 
back to a great cause, you are doing something you love! 
 

Á Whether planning a small golf outing with friends and family or an 
outing for your business, think about making your swing really count and partner-
ing with us to give back to the children and families at Childrenõs Memorial! 

 

Á Are you a local independent business 
owner, restaurant or retail owner who is looking to align with a great cause? 
Whether it is a percentage of proceeds for a week or simply collecting change, you 
can make a difference while you work. 

 

Á Kids love to help other kids. Have fun with your students 
while teaching them about the meaning of philanthropy with anything from a coin 
drive to a read-a-thon. Be creative! Weõd love to hear about your school fundraiser 
ideas and stories.

Á Do you have an upcoming birthday, shower or 
bar/bat mitzvah? Consider making a contribution to the hospital in lieu of per-
sonal gifts ñ and ask your friends and family to do the same. This is a great way to 
get the kids involved! 

 
 

Á This is a fun way to raise funds while increasing awareness about 
pediatric illnesses. Host your trivia night at a restaurant or other local establish-
ment and invite between 10 and 50 of your friends and family.  The following web-
site provides a trivia night wizard to help in generating questions and formatting 
the event: http://stepbystepfundraising.com. 

 

Á Throw a cocktail party in your home or at a local restaurant or 
bar. Many venues provide great deals for very little money. Ask your friends to 
donate $50 and spend no more than $20 on the food. This will ensure you will 
have a good amount to donate by the end of the night. Include a raffle or auction 
to increase revenue. 

 

Á Ask friends and neighbors to clean out their basement or garage 
for a good cause. Organize a garage sale and youõll clean out your house, and give 
back to Childrenõs Memorial at the same time! 

 

Á Many marketing/promotional item companies offer a lot of  
discounted items. Create t-shirts, bracelets, key chains, etc., and sell them above 
your cost to create revenue.  

 



 

 

When used effectively, publicity tactics can result in good exposure for your organization and 
event at very little cost. This section was developed to give you tips and tools to help maximize 
publicity of your event through the media.

A timeline is important in planning a publicity strategy for your event. Keep this timeline in mind 
as you put together a publicity plan:  

Á Identify your target audience based on  
demographics, interests and location and develop a targeted media list. 

Á : Distribute media materials (i.e. media alert, Facebook 
posts). 

Á Make follow-up calls and send e-mails to media who 
received the information.  

Á E-mail and/or fax a media alert with the basic informa-
tion about your event (who, what, when, where and why) to the TV news assignment 
desks and photo desks at the daily newspapers.

The following paragraph should be included at the end of every news release: 

Childrenõs Memorial is building a world-class children's hospital, Ann & Robert H. Lurie Chil-
drenõs Hospital of Chicago, opening on June 9, 2012. The 23-story, state-of-the-art hospital is 
located in downtown Chicago on the campus of our academic partner, Northwestern Univer-
sity Feinberg School of Medicine, and will offer the latest benefits and innovations in medical 
technology, research and family-friendly design. The support of the entire community is 
needed to complete the project and help make Chicago the healthiest place in the nation for 
kids. 

###  

 

*See Media Alert Template at the end of the toolkit. 



 

 

 

Photos are a great way to capture your event, whether to share with family, friends or the media.  
Below are some tips on capturing special moments at your fundraiser: 

Á try to take candid shots that capture the different aspects of your fundraiser. 

Á write out a targeted shot list in advance to make sure you get photos of everything and  
everyone you want.  

Á try to include kids in the photos if applicable. 

Á capture images of your corporate sponsors, if applicable.  

Á try to include too many people in one photo. Generally, three or four people in a photo 
makes the best publicity shot.  

Á forget to take close up shots. 

 

 

 



 

 

The proceeds from your fundraiser will leave a lasting impact on the more than 146,000 patients 
and families we treat every year. ñ thank you for your support! After your fundraiser, all you  
need to do is: 

Á Mail a check or cash to: 
 
Childrenõs Memorial Foundation 
ATTN: Circle of Friends 
2300 Childrenõs Plaza, Box 4 
Chicago, IL 60614 

 

Á Checks should be made payable to Childrenõs Memorial Hospital OR  
Childrenõs Memorial Foundation. 

Á Include a short note explaining your fundraiser. 

Á Once we receive your donation a letter from Childrenõs Memorial Foundationõs 
       finance department will be sent to you to use for tax purposes.

 

Á E-mail the best 3-5 photos from your event to:  
      circleoffriends@childrensmemorial.org. 

Á Post your photos on our Facebook page at www.facebook.com/circleoffriends. 
 

Á As stated in the guidelines, use of Childrenõs Memorial logos is allowed for up to 30 
days after your event. If applicable, remove logos from any materials after this time.  

 

  

Á The best time to think of a new idea is right after an event or fundraiser. Think of  
what parts went well and what could be changed to make the next event even more 
successful.  

 

Á Visit our Facebook page to find other Circle of Friends fundraisers and meet other 
people who share your passion! 

 

mailto:circleoffriends@childrensmemorial.org
http://www.facebook.com/#!/childrenscircleoffriends


 

 

 

Because Childrenõs Memorial is not hosting your event, it is considered a third-party event. For 
this reason, you will not be able to use the hospitalõs IRS 501(c)(3) charitable classification, 
federal tax ID number, or tax-exempt certificate. 
 

 
The organization and execution of the event is the responsibility of its event organizer. The 
event organizer must obtain any necessary permits or licenses.  
 

 
Childrenõs Memorial cannot provide insurance for third-party events. The event organizer is  
responsible for obtaining insurance for the event.  
 

 
Circle of Friends third-party event organizers cannot use Childrenõs Memorialõs tax exemption 
status in conjunction with the event. However, Childrenõs Memorial Foundation staff can  
provide an authorization letter confirming the organizerõs intent to raise funds for Childrenõs 
Memorial Hospital.  
 

Childrenõs Memorial Hospital will not issue receipts for donors or sponsors who make pay-
ments directly to your third-party event. If your donor requests a receipt, please be sure the 
check is made out to Childrenõs Memorial Hospital or Childrenõs Memorial Foundation and 
leave the check in its original form before sending to Childrenõs Memorial Foundation.   
 

If a separate bank account is being established by a third party for an event, it must be opened 
in the third partyõs name. Childrenõs Memorial Hospitalõs policies do not permit a third party 
to establish a bank account in the name of Childrenõs Memorial. The event organizer is  
responsible for all event expenses. 
 

 
Because of the large number of events and the limited number of staff, staff members are  
generally unable to attend and plan Circle of Friends events. We are happy to provide guidance 
for your event, but we do not have the staff to handle the organizational and administrative 
tasks associated with third-party events. 
 

 
Yes, we can arrange for a check presentation to be held in the hospital lobby or at Childrenõs 
Memorial Foundation. Please contact your Circle of Friends liaison to schedule a time.  
 

 
Proposals will be approved within 2-3 business days of receipt. 

 


