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WORKSHEET – Applied Sponsorship Proposals and Follow-up Reports 
 
PROSPECTUS – a document that provides the details about an investment that the investor needs to make an informed 
decision about investing. 
 
FACT SHEET 
Dates:  _________________________________________ Times: _________________________________ 
 
Where: _________________________________________ 
 City, State 
 _________________________________________ 
 Specific Location 
 _________________________________________ 
 Other Identifying Characteristic 
 
What:  _________________________________________ (programs, highlights, etc.) 
 _________________________________________ 
 _________________________________________ 
 _________________________________________ 
 _________________________________________ 
 _________________________________________ 
 
Admission: ________________________________ 
 
Other:  _________________________________________ (founder, mission, purpose, fundraiser) 
 
MISSION & BACKGROUND 
Mission Statement:  
 
 
Background:   
 
 
 
Focus/Special Message 
- could replace or add photos that identify a special focus, a.k.a. Parade that benefits kids cause – image with parade float 
and inset of kid’s activity or check presentation) 
 
 
 
 
ACHIEVEMENTS  
- important to identify award. Not everyone knows who the IFEA is! 
Recognition:  
 
Awards:  
 
 
Commendations:  
 
 
Rankings:  
 
 
 
SUMMARY - 40,000’ VIEW 
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PHOTOS (not too many, many show a broad range of who you are) 
 
DEMOGRAPHICS 
- Who is attending your event? 
- Intercept Study or Festivals.com 
 - one-page intercept survey that volunteers can administer. Be brief. 
 - ask only the question your sponsors want to know (use ours) 
  - Gender 
  - Age 
  - Marital Status 
  - Education 
  - Household 
  - Income 
  - Occupation 
  - Race 
  - Other (unique to your event) 
 - offer online alternative (same questions answered online). Hand patron a business card with URL. 
- Festivals.com 
 - register your event 
 - click on Sponsorship 
 - click on Demographics tab 
 - click on Use Census Data 
 - thank a festivals.com executive ;-) 
 
 
MARKETING EFFORT 
Strategy  
- this comes directly from your marketing plan. 
- this is what you do; doesn’t mean you have to. Tell the story of your partnerships and the potential for media coverage 
 
 
 
 
Media Partners 
- who are they? 
- what do they bring to the sponsor’s table? What is the potential? 
 
 
News Releases 
- what and how many? 
- distribution? 
 
 
Media Kit 
 
RESULTS 
- great way to show off potential ROI 
 
Editorial Value:   
 
Advertising Value:  
Print Impressions:  
 
Web Impressions:  
 
Readership:  
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Page Views:  
 
Radio Promotion:  
 
RESOURCES 
- press clipping service 
 Newz Group 
 Google “press clipping service” 
- google analytics / http://www.google.com/analytics/ 
- media reports from your sponsor 
 
SPONSORSHIP OPPORTUNITIES 
- why sponsor? 
- high level points 

Marketing Highlights: (list what you have to offer) 
Impressions (list what you have to offer) 
_____________________________________                  _____________________________________ 
_____________________________________                  _____________________________________ 
_____________________________________                  _____________________________________ 
_____________________________________                  _____________________________________ 

 
RIGHTS & BENEFITS 
- specific shopping list of assets with a short explanation/sample 
Naming Rights 
 - festival (title, presenting) 
 - specialty area (food court) 

_____________________________________                  _____________________________________ 
_____________________________________                  _____________________________________ 
_____________________________________                  _____________________________________ 

 
 - program (green) 

_____________________________________                  _____________________________________ 
_____________________________________                  _____________________________________ 
_____________________________________                  _____________________________________ 

 
Website  
 - available branding from your website 

_____________________________________                  _____________________________________ 
_____________________________________                  _____________________________________ 
_____________________________________                  _____________________________________ 

 
Printed Materials 
 - what and how many 
 posters: ___________________________________________________________________________ 
 postcards: _________________________________________________________________________ 
 program: __________________________________________________________________________ 
 news Insert: _______________________________________________________________________ 
 other:  ___________________________        ___________________________   
  ___________________________        ___________________________   
  ___________________________        ___________________________   
  ___________________________        ___________________________   
 
Advertising 
 - what & who 
 radio:  
 television:  
 digital:  
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 print:  
 other:  ___________________________        ___________________________   
  ___________________________        ___________________________   
  ___________________________        ___________________________   
 
News Releases 
 - general 
 - dedicated 
 other:  ___________________________        ___________________________   
  ___________________________        ___________________________   
  ___________________________        ___________________________   
 
Official Festival Program 
 - advertisement 

- advertorial 
 - branding 
 other:  ___________________________        ___________________________   
  ___________________________        ___________________________   
  ___________________________        ___________________________   
 
Signage 

- Entry/Exit Arches (we call ours out because they are dramatic) 
 other:  ___________________________        ___________________________   
  ___________________________        ___________________________   
  ___________________________        ___________________________   
  ___________________________        ___________________________   
 
Real Estate 
 - size (matters) 
 - high traffic area(s) 
 - all inclusive (power, banners, tables, chairs) 
 other:  ___________________________        ___________________________   
  ___________________________        ___________________________   
  ___________________________        ___________________________   
  ___________________________        ___________________________   
 
On-Site Recognition 
 - Banners 
 - Signs 
 other:  ___________________________        ___________________________   
  ___________________________        ___________________________   
  ___________________________        ___________________________   
  ___________________________        ___________________________   
 
Exclusivity 
 
 
SPONSORSHIP 
- available assets/programs 
- costs associated with sponsorships 
- You may wish to be very specific 

_____________________________________                  _____________________________________ 
_____________________________________                  _____________________________________ 
_____________________________________                  _____________________________________ 
_____________________________________                  _____________________________________ 

 
CONTACT INFORMATION 
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WRAP 
- make it your own 
- design with your event in mind 
- resources 
 laminator.com 
 google binding supplies and buy in bulk to save $$ 
 
_________________________________________________________________________________________________ 
 
PROPOSAL 
- specific ideas or proposal 
- associated rights and benefits 
- modified prospectus 
 
 
Prospectus (already done!) 
Cover Letter 
 - template 
 - dedicate one paragraph to set-up next pages 
 - identify by person (no form letter) 
Identify project or asset 
 - be specific 
Identify rights and benefits associated with the pitch 
Identify the investment 
 - don’t state “negotiable” 
Use company name 
Visuals 
 - paint a picture (some horses DO have to be dragged to water) 
Provide activation information 
 - if cost of investment includes activation, state it 
Show results 
 
Final Product 
- make it your own 
- design with your event in mind 
- resources 
 - laminator.com 
 - google binding supplies and buy in bulk to save $$ 
 
 
 
FINAL REPORT 
- you’re reporting on what happened, not what you hope will happen 
- effectively taking the Prospectus and changing the tense 
- create template that will go to all sponsors 
- one section personalized for sponsor 
- provide proof of delivery 
- ****plan ahead so that you have the information and visuals you need.  Assign a volunteer to snap photos of all things 
sponsor related.  Overrun programs and previews – put them aside.  All ads, collateral materials and web shots  saved in 
a folder as jpeg or pdf.   
 
Highlights 
- programs 
- special events 
- results 
___________________________        ___________________________      ___________________________   

RESEARCH 
- google 
- company website 
- mission and background information 
- corporate profile 
- “media room” 
- guidestar.com 
- publications 
 - ieg (sponsorship.com) 
 - event marketer magazine 
(eventmarketer.com) 
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___________________________        ___________________________      ___________________________   
___________________________        ___________________________      ___________________________   
___________________________        ___________________________      ___________________________   
 
Summary 
- build off prospectus (40,000’ view) 
- include budget: ___________________________         
- include volunteer count:  ___________________________         
- include attendance:  ___________________________         
 
History and awards 
- build off summary in prospectus 
 
Photos 
- replace photos from prospectus with current year 
- broad range 
- select photos that highlight sponsors 
 
Sponsors 
- copy program listing (unless you forgot someone) 
 
Marketing and media outreach program 
- build off prospectus making adjustments as the plan played out 
- identify media partners and audited numbers 

media partner   results 
___________________________        ___________________________       
___________________________        ___________________________         
___________________________        ___________________________         
___________________________        ___________________________       
 
Promotional collateral 
- web screen shots  - advertisements 
- posters   - postcards 
- programs   - collateral 
- anything you promised a sponsor and more 
 other:  ___________________________        ___________________________   
  ___________________________        ___________________________   
 
Preview and/or guide 
 
Media kit 
 
Website 
 
Programs 
- results (information that can be pulled from website, program editorial, press releases, media kit, etc.) 
 
Sample news clippings 
 
WRAP 
- personalize 
- cover page with sponsor logo or photo 
- rights and benefits re-stated 
- photo documentation 
- Collateral hard copies 
 
- package nicely – it should reflect the event 


