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Key actions and work flow between Charity, Challenger and The 
Mountain Company for organising a Charity trek 
 
14 to 12 months prior to Charity trek departure date 
 
Planning meeting between The Mountain Company and key representatives of the 
Charity to discuss the action plan and decisions to be made going forward: 

�  Charity’s goals and objectives for the Challenge ie. Charity resources for 
the Challenge project, fundraising targets. 

�  Format of Challenge ie. destination, planned group size, closed or open 
trek, Challenger payment options. 

�  Marketing strategy- how are you going to promote the Challenge trek? 
�  Create section on the Challenge on Charity website. 
�  Direct mailing to Charity supporters. 
�  Publicise the Challenge at other Charity events. 
�  Advertising in selected magazines or newspapers. 

�  Templates and photos from The Mountain Company- we provide 
templates which can be incorporated into your Charity’s marketing 
material normally using your designers, they are: 
�  Draft Charity letter in response to enquiry (Appendix I). 
�  Wording for two page promotional leaflet and website (see Appendix 

II). 
�  Registration form (Appendix III). 
�  Full registration pack with information on fundraising ideas, fitness 

training notes, health notes on general expeditions and high altitude 
issues. 

�  Photos which can be used in your promotional material (Appendix IV) 
 
12 to 6 months prior to Charity trek departure date 

 
�  Charity promotes and markets Charity trek and recruits Challengers. 
�  Charity and The Mountain Company provide support to recruited 

Challengers for any questions they have- our objective is to achieve 100% 
participation rate with registered Challengers. 

 
6 to 2 months prior to Charity trek departure date 

 
�  Charity and The Mountain Company contacts all Challengers to offer 

advice and support in run up to 8 week payment deadline.
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Charity trek work flow between Charity, Challenger and The Mountain Company 
 
 
Challenger       Charity     The Mountain Company (TMC) 
 
 
 

 
 
 
 
 
 
             
 
 
 
 
 
 
        
 
 
 
 

 

(2) Charity responds to enquiry 
and refers any trek or travel 
related questions to TMC 

(3) TMC provides support 
via email or phone to 
potential Challenger 

(4) Challenger completes 
Registration form and returns it to 
Charity with registration payment 

(1) Potential Challenger makes 
enquiry direct to Charity 

(5) Charity reviews Registration 
form and passes to TMC 

(6) TMC determines 
acceptance of Challenger in 
consultation with the 
Charity 

(7) On acceptance Charity sends full Registration pack 
to Challenger (incl. sponsorship ideas, fitness 
information, training tips, detailed trek information 
etc) 
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Challenger       Charity     The Mountain Company (TMC) 
 

 
 
 
 
 
 
 

 
 
 

 
 
 
 
 

 
 
 
 
 

 
 
 
 

 

(8) Challenger asks sponsorship or 
Charity related questions  

(9) Charity responds to 
Challenger  

(10) Challenger asks trekking or 
travel related questions  

(11) TMC responds to Challenger 

(12) Challenger raises sponsorship 
 

(13) Challenger trains for the trek  

(16) Eight weeks prior to departure 
the Challenger pays the minimum 
sponsorship amount to the Charity 

(17) On receipt of funds the 
Charity confirms group size to 
TMC 

(18) TMC organises the trek and 
confirms cost per person to Charity 
(depends on group size) 

(14) Challenger takes out insurance 
cover for medical (emergency, 
evacuation, repatriation) and 
cancellation/curtailment and sends 
a copy to Charity 

(15) Charity checks insurance for 
adequate cover 
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Challenger       Charity     The Mountain Company (TMC) 

 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 

(21) TMC gives presentation at 
Information evening 

(20) Seven weeks prior to 
departure Charity organises Charity 
Challenge Information evening 

(22) Charity pays TMC invoice 
four weeks prior to departure date 

(24) Charity sends letter with final 
departure details to Challengers 

(19) Charity reserves flights 

(23) TMC invoices Charity for trek 

(25) Departure date and start of the 
Challenge!!  
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Appendix I- template for Charity trek enquiry lette r 
 
Note: the templates below should help you develop y our promotional 
Material for your charity trek although you will pr obably want to 
edit and add extra information.  The wording in [sq uare brackets] 
should be changed for your individual charity and f ormat of charity trek. 
 
[Charity x log] [Charity x address & contact details] 
 
 
Hello from the Events Team and thank you for your interest in the Everest 
base camp charity challenge trek. All you need to do to register and join the 
challenge is to fill in the enclosed application form and return it to us along 
with your entry fee of [£250] (cheque payable to [Charity x]). 
 
This leaflet [in Appendix II] should provide answers to most of your questions 
and let you what is included, but if you would like to discuss anything in more 
detail then do get in contact with us. 
 
The sponsorship challenge is to raise [£3,500] for [charity x]). It sounds like a 
lot of money and it will take time and planning, but we are here to help you 
with practical advice and ideas that we know will work. We will also provide a 
registration pack which includes fundraising ideas and tips; training and 
fitness information; expedition health advice and other useful information. 
 
[Charity x]) events are always popular and places on this exciting event are 
limited, so make sure you send off your cheque and sign up as soon as 
possible.  
 
For the best views of Everest and the stunning Khumbu Icefall, do not miss 
out on this once-in-a-lifetime experience! We hope you can join us in Nepal in 
[month 200x] and look forward to hearing from you. 
 
 
Kind regards 
 
 
Event Fundraiser 
[Charity x] 
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Appendix II- template for Charity trek leaflet/webs ite 
 
 
Everest base camp trek, Nepal in aid of [Charity x]  
 
[Insert Charity x logo] 
 
This is an opportunity to trek to the base camp of Everest and to summit the 
peak of Kala Pattar at the same time as helping to raise considerable funds 
for [Charity x]!  This is a beautiful trek which takes you through the valleys of 
the Sagarmatha National Park and includes time to explore villages and 
monasteries along the way.  On reaching Kala Pathar at a height of 5,545m 
you will get a superb panoramic view of Everest, the highest mountain in the 
world, and many other Himalayan mountains! 
 
Why chose [Charity x]? 
[Charity x information…..] 
 
How do I join the Charity trek? 
In order to register you will be required to make a personal contribution of 
[£250- amount can vary] and to commit to raising a minimum of [£3500 -
amounts can vary] in sponsorship for [Charity x].  
 
The cost includes the following: 
 
�  Scheduled international return flights to Kathmandu 
�  All internal transport including airport transfers 
�  Shared hotel accommodation in Kathmandu 
�  Either shared tent accommodation on trek with communal mess areas 
and separate toilet tents or shared room in a trekking lodge 
�  All meals except in Kathmandu 
�  Services of professional English-speaking Sherpa teams on trek 
�  National Park entry fees 
 
The cost does not include the following: 
 
�  Tips (suggested donation is £25 per person) 
�  Personal expenses 
�  Nepal Visa (approximately £20) 
�  Lunch and evening meals in Kathmandu 
�  Airport departure taxes in Nepal (approximately £12) 
�  Airport tax in the UK 
�  Personal travel insurance 
�  Recommended vaccinations 
�  Your own kit (see clothes and equipment checklist) 
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�  Hire of sleeping bag and/or down jacket in Nepal (approximately £20 per 
item) 
 
The itinerary  
 
Day 1  Flight from London Heathrow to Kathmandu. 
Day 2 Arrive Kathmandu. Meet and greet at airport and transfer to Hotel 
Tradition. 
Day 3 Depart Kathmandu and fly to Lukla (2,900m).  After meeting the support 
team we trek to Phakding for the first night. 
Day 4 Trek to Namche Bazaar (3,440m). 
Day 5 Rest and acclimatisation day. 
Day 6 Trek to Thyangboche Monastery (3,868m). 
Day 7 Trek to Dingboche (4,360m). 
Day 8 Rest and acclimatisation day. 
Day 9 Trek to Lobuche (4,930m). 
Day 10 Trek to Gorakshep (5,365m) and in the afternoon continue to 
Kalapathar summit which is reached in 1 ½ hours and return to Gorakshep for 
the night. 
Day 11 Trek to Everest base camp and return to Lobuche.  It is a 6-hour 
round trip from Gorakshep to the various base camp sites at 5360m. 
Day 12 Return to Pheriche. 
Day 13 Return to Khumjung. 
Day 14 Return to Monjo. 
Day 15 Return to Lukla. 
Day 16 Return flight to Kathmandu, afternoon sightseeing. 
Day 17 Transfer to Kathmandu airport for flight home. 
Day 18 Arrive London Heathrow 
 
Questions and answers  
 
What is a typical day? 
While on trek we rise early and set off after breakfast normally walking for 
between 5 to 8 hours.  There is plenty of time to rest and appreciate the 
superb views along the way and we will also stop for lunch en route and. By 
mid afternoon we would have arrived at our stop for the night and you will 
have the rest of the day to relax or explore the area.  
 
How will the altitude affect me? 
Altitude sickness is caused by reduced levels of oxygen in the blood due to 
the lower atmospheric pressure at altitude-the effects can be felt from 
around 3,000m.   
 
Some trekkers will experience symptoms of acute mountain sickness (AMS) 
which may include headache, disturbed sleep, loss of appetite, nausea and 
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general lassitude.  We bring a comprehensive medical kit including altitude 
drugs and oxygen saturation meter in case it is required. 
 
Further information on altitude and acclimatisation is enclosed in the 
Registration information pack 
During the trekking days we rise early and pack up 
How fit do I need to be? 
A reasonable level of fitness is required due to the nature of this trek although  
anyone who leads a fairly active and moderately healthy lifestyle should be 
fine as long as they train regularly over a period of at least three months 
leading up to the expedition. 
 
While on the trek you will be exercising constantly for a number of days at 
extreme altitudes, but remember that being fit has no impact on the rate of 
acclimatisation. 
 
What kind of weather are we likely to experience? 
The daytime weather can vary from hot and clear where temperatures could 
reach 20C or 25C to cold and damp with temperatures near 0C.  The nights 
will be very cold with temperatures well below zero and will get colder as one 
approaches Base Camp due to the higher altitude.  
 
What happens if I can’t keep up or fall ill? 
It is normal to have a discrepancy in walking ability within a group so we are 
prepared for this.  The event is not a race and we encourage everyone to 
pace themselves and go at their own speed- there is always a member of staff 
sweeping behind the group so support will never be far away.  
 
Do I need specialist kit? 
A clothes and equipment checklist will be provided to you to- you will need to 
pack carefully as the weight allowance is only 20kg. 
 
What is the terrain and scenery like? 
We will be following established paths of stone and mud which are used 
regularly by the locals.  The scenery is spectacular as we trek through wide 
valleys above the foothills to the highest mountain range in the world. Not only 
do we have superb mountain views each day, but we also pass villages, tea 
houses and forest areas, so there is plenty to see! 
 
What are the facilities like? 
In Kathmandu we will be staying in a hotel with shared rooms and on trek we 
will either be sleeping in two-person tents or in a trekking lodge.  Basic 
washing facilities will be provided along with dug toilets. 
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What will we eat and drink? 
Breakfast will consist of bread, jam, eggs, porridge etc. Lunch is a fairly 
substantial meal with rice, potatoes, vegetables, sandwiches and chapattis. 
Dinner will be a hot meal with soup to start.  Meals are substantial but it is also 
still a good idea to bring a few energy bars and snacks.  
 
What do I carry during the day? 
You will carry just a daypack with basic supplies including rainwear, water, 
camera, sun cream and a fleece- as we trek higher you will also need to pack 
a hat and gloves.  
 
What’s the average age? 
We get people of all ages on the charity trips, although most will generally be 
between 30 and 55. 
 
 
 
 
 
 
 
 
 



    

 
T H E  M O U N T AI N  C O M P AN Y  

1 9 0  C E D AR S  R D ,  
C L AP H AM ,  L O N D O N  S W 4  0 P P .  

Tel: 0207 498 0953 
info@themountaincompany.co.uk 

 

Appendix III- Application form for Everest base cam p trek, Nepal 
 
 
Application form for Everest base camp trek, Nepal 
 
[Charity x Everest base camp trek logo]  
 
[Dates] 
 
To register 
 
Please complete the Application form, sign and date below then return with a 
cheque of £250 (payable to [Charity x]) to Event Fundraising, [Charity x, 
address]. 
 
Obtain a confirmation signature from your GP that you are physically and 
mentally fit enough to undertake this high altitude challenge 
 
For the applicant: 
�� I apply to take part in the Everest base camp trek and confirm I have read 
and agree with the conditions of entry. 
�  I make a commitment to raise a minimum of £3,500 and send it to [Charity 
x] by [date]. 
�  I enclose a cheque for the registration fee of £250 (payable to [Charity x], I 
also understand this fee is not refundable. 
�  I certify that I have read and understand the Medical information section of 
this forms and that the information given is correct.   
�
�
Signed       Date 
                                                                                                                          
For your GP: 
I have read the Medical information section of this application form including 
all notes and explanation.  The information given is correct.  I confirm that the 
person named above is physically and mentally fit enough to undertake this 
high altitude challenge. 
 
GP signature       Date 
                                                                                                                             
 
GP Practice stamp 
 
                                                                                                                            
 
[Charity x website address and logo] 
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Personal details 
 
 
The group will receive a name and address list before the event.  Please tick 
this box if you do not  wish your name to be passed on to other participants�  
 
Title (Mr/Mrs/Miss)     Surname 
                                                                                                                            
 
 
Forenames     
                                                                                                                            
 
 
Address  
                                                                                                                                                                                                                                              
 
                                                                                                                            
 
 
Home tel   Work tel   Mobile 
                                                                                                                           
 
                                  
Email 
                                                                                                                            
 
Marital status    Place of birth   Date of birth 
                                                                                                                             
 
 
Next of kin 
 
 
Name       Relationship 
                                                                                                                            
 
 
Address  
                                                                                                                                                                                                                                              
 
                                                                                                                            
 
Home tel   Work tel   Mobile 
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Dietary requirements 
 
Do you require vegetarian meals? �  Yes  �  No 
 
Other requirements incl. food allergies 
                                                                                                                            
 
 
Passport details 
 
Nationality     Passport no. 
                                                                                                                            
 
Date and place of issue   Date of expiry 
                                                                                                                            
 
 
Medical information 
 
It is essential that you provide comprehensive and truthful information that 
fully discloses your medical history.  If you develop any new medical 
conditions or experience worsening of existing conditions after returning this 
form, you must inform us. 
 
This event is a strenuous trek at high altitude.  You will require a high level of 
fitness, strength and endurance.  Your doctor must read all this section and 
confirm that you are sufficiently fit and healthy to participate by signing page 1 
of this form.  
 
Do you have a history of any of the following conditions?  If so, please give 
details indicating severity, and aggravating factors any treatment you are 
taking. 
 
Raised blood pressure   �  Yes  �  No 

Heart or circulatory disease  �  Yes  �  No 

DVT      �  Yes  �  No 

Chest or lung disease   �  Yes  �  No 

Asthma     �  Yes  �  No 

Hay fever     �  Yes  �  No 

Epilepsy     �  Yes  �  No 
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Diabetes     �  Yes  �  No 

Digestive or bowel disorders  �  Yes  �  No 

Past injuries (fractures, sprains)  �  Yes  �  No 

Haematological or blood disorders �  Yes  �  No 

Cerebral disease (eg stroke)  �  Yes  �  No 

Metabolic or endocrinological disorders �  Yes  �  No 

Surgical operations    �  Yes  �  No 

History of mental health problems  �  Yes  �  No 

Allergies (dietary, drug, environmental) �  Yes  �  No 
 
List any medication you are currently taking 
                                                                                                                            
 
Have you any experience of trekking at altitude? If yes, please give details 
below, including height you trekked and any symptoms of altitude you 
experienced. 
                                                                                                                            
 
 
Referee 
 
Please give details of one referee who is well known to you. 
 
 
Name        
                                                                                                                            
 
Address  
                                                                                                                                                                                                                                              
 
                                                                                                                            
 
 
Home tel   Work tel   Mobile 
                                                                                                                           
 
 
Friends/room sharing 
 
Please give the names of any friends who are taking part.  Accommodation 
will be shared, with varying numbers of beds.  It may be mixed sex and 
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conditions may be basic.  Tick box if you would like to share a room with your 
friends.  �  
 
Name 
   
 
Conditions of entry 
 
1. For this event, we require a registration fee of [£250] (non-refundable). 

You must also undertake to raise a minimum [£3,500] in sponsorship 
money for [Charity x].  [£3,500 of your sponsorship must be received by 
[Charity x] eight weeks prior to departure. 

2. If you are unable to meet these sponsorship requirements, you may forfeit 
your place on the event- or you may choose to make up the balance 
yourself. 

3. Should you, for whatever reason, not take up your place, all sponsorship 
forms and sponsorship monies collected should be forwarded to [Charity x] 
or returned to your sponsors. 

4. You must be aged between 18 and 70 before the departure date. 
5. Nepal has strict entry conditions.  You must not suffer from alcohol or drug 

dependency.  You should not have any criminal convictions.  Your 
passport must have at least six months to run from date of entry. 

6. All funds raised for [Charity x] through the event must be payable to 
[Charity x]. 

7. You must be covered by insurance for health, accident and loss. 
8. All participants take part at their own risk. 
9. For health and safety reasons the tour operator, ground agents and/or 

medical staff reserve the right to stop any participant from trekking. 
10. I consent to [Charity x] contacting me via telephone, fax, letter or email for 

any matter relating to my fundraising and my participation in this event. 
11. I have enclosed my non-refundable registration fee of £250.  I have read 

and agree to the above conditions. 
 
 

 
                                                                                                                          
 
 
Signed       Date 
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Where did you see the event advertised? 
 
 
                                                                                                                            
 
                                                                                                                            
 
 
Recommend a friend 
 
If you would like details of this event to be sent to any of your friends, please 
complete the section below: 
 
 
Name        
                                                                                                                            
 
Address  
                                                                                                                                                                                                                                   
 
                                                                                                                            
 
 
Home tel   Work tel   Mobile 
                                                                                                                           
 
Please note: the information contained in this appl ication form was correct at time of 
going to press.  Where relevant, you should check t he current situation prior to 
departure. 
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Appendix IV- sample of photos The Mountain Company can provide for 
promotional material.  
 
 

      
 

     
 

     
 

     
 

     
 

     
  


