Another Look at the Sponsorship Process

1. Prospect
a. Choose the companies or organizations that you would like to sponsor your event.  Consider both the benefits to the Relay and the benefits for the sponsor.

b. Research and learn as much as possible about all prospects before contacting them.
2. Proposal

a. Use Powerpoint presentation for:

i. Multiple event sponsorship asks

ii. Regional or multi regional asks

iii. Multi event asks

iv. Asks of $1,000+ (rural) or $2,500+ (metro)

v. Staff Driven Asks

b. Use RFL sponsorship brochure for:

i. Volunteer Driven Asks

ii. Asks of less than $1,000 (rural) or $2,500 (metro)

c. Include commitment form with proposal

d. Include appropriate event collateral if level will include logo on materials.

e. Include information on other priority events at end of power point proposal as an FYI if not included in the ask.

f. Include business card
3. Pitch

a. After meeting, adjust proposal and forward as appropriate to contact in necessary.

b. Send thank you letter, restate 2 week or agreed upon follow-up timeline.

4. Processing

a. ACS must receive commitment form.

i. Enter into Siebel. Forward leads to appropriate staff person for fulfillment.

b. Send invoice within 2 business days

i. Include benefit confirmation letter

ii. Include timeline and specs for logo submission

c. Send email when donation check is received.

d. Receipt issued from National Acknowledgement Program.

5. Post Event

a. Send thank you note from sponsorship chair/event chair. Do not mention any tax deductibility.

b. Set up meeting with key sponsors to review post event report with appropriate staff partners and event leadership.

c. Be prepared to make sponsorship ask for next year’s event at the post event sponsorship report meeting.

d. Mail post event sponsorship report to all sponsors.

6. Partnering

a. Follow year round CRM plan.  Touch base at least 4 times with sponsoring companies.

i. Sample:

1. Sponsorship Ask

2. Because we care newsletters/Relay Walk Talk

3. Daffodil visit/Phone calls

4. Post event Report Ask

b. Identify and build relationships with at least two people at all sponsoring companies.

c. Have at least two staff have a relationship with sponsoring companies.







