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Sponsorship Guidelines for Local Chaplaincy Committees
This step by step guide covers the basic details of seeking sponsorship for an event which may help you.  Additional attached documents will give you a further understanding and assist you in managing this process.

Supporting documents are available to assist in seeking and managing sponsorship.

Sponsor ship Guidelines.  If you need additional assistance or need clarification please contact Salote Luva at SU QLD ph 3112 6400, email salotel@suqld.org.au
	Step 1

Getting started
	· SPONSORSHIP is an EQUAL Partnership 

· Sponsor provides money and you and the sponsor must work to deliver agreed benefits. 
· Sponsorship is a JOINT marketing activity not simply a method of raising funds or a charitable donation.

	Step 2

Value Chain
	Evaluate the event and determine what levels of $ value are appropriate and how many levels there should be – think realistically as to what you have to offer the sponsor vs. return on investment for them.

Level A

$5000 plus

Level B

$2000 - $4999

Level C

$500 - $1999

The event can also be broken up into key aspects of the event e.g. sponsoring the audio visual, entertainment, internet cafe or coffee van etc.



	Step 3

Benefits
	Decide what benefits can be provided at each level.

Ensure that any ‘in-kind’ support actually ensures costs come off of the budget and reduces your overall cost (otherwise it’s nice to have but not really helping to cover event costs) Maybe they are considered supports but not sponsors and get less benefits and recognition.









	Step 4

Cost of Sponsorship
	Sponsorship is not free - in most cases it will cost the event organiser something to deliver the sponsorship.  You should value the benefits provided and ensure that in total they do not exceed 20% of the total sponsorship support given.

Costs such as signage, complimentary tickets, advertising etc should all be considered.

	Step 5

Target market
	Think carefully about WHOM to approach for sponsorship.

Where is the link with demographics of your area?
What fit is there between your event and the sponsor – how can sponsor get a return on investment through supporting you e.g. a toy store might benefit by sponsoring a children’s event. 

Target companies where someone has a personal connection – more likely to be able to get dialogue happening.

	Step 6

The Proposal
	A written proposal needs to be prepared and should contain the following:
1. Invitation to sponsor from CEO or chairman

2. About the event

3. Opportunity for the sponsor – why they should sponsor – photos of previous events, attendance figures, demographics etc can help if available
4. Benefits that you can provide at different levels

5. How to confirm support – contact details

A written proposal is only a guide; there is ample room for NEGOTIATION to ensure sponsor’s objectives are met.

However fairness across all sponsorship levels ensures integrity and a trustworthy reputation.








  

	Step 7

Approaching the sponsor
	· In person

· By mail / email

· Never present a proposal over the phone

	In person
	· Look business like
· Take PR person, chairman, president
· Decide who’ll do what
· Lead through document
· Ask sponsor questions 
· Understand their business
· Slow down in benefits
· Never put budget into a proposal
· Adopt attitude that this is a bargain
· Arrange to get back in 10 days
· Don’t push for an answer
· Do not lie or exaggerate

	By mail / email
	· Call first to determine interest
· Post or email proposal
· Send 2 copies
· Covering letter
· Re contact in 10 days
· Make an appointment 

	Step 7

If the answer is YES
	Prepare the following:

· Thank you letter confirming support

· Letter of understanding which confirms the benefits the sponsor will receive, obligations of the sponsor, timing, contact people

· Deadlines – outline each of the benefits and what the deadline is for receiving logos, adds, guests, signage etc

	Step 8

Follow through
	· Keep in contact regularly and ensure they know what is happening.
· At the event ensure that they are given VIP treatment. 

· After the event – thank them personally and in writing and send them a report which outlines the success of the event with photos showing the event and delivery of sponsorship benefits. Take them for coffee.
· Go the extra mile beyond the agreed benefits if possible to ensure sponsor is happy.
· If an annual event, sign up early for the next year or try to get them to commit for two or three years.

· Sponsorship is largely successful because of relationships so never take them for granted.

	If they say NO
	Keep working on the relationship – never say never.

Maybe invite them to this year’s event so that they can see the benefits and may be involved next year.


