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Instruc(onal Sheet: Finding, Asking, and Working with a 
Sponsor for a Charity Event 

 
 
Introduc)on 
 
For nonprofit organiza:ons, sponsors can play a cri:cal role in the success of charity events. A 
sponsor can provide financial support, in-kind dona:ons, or other resources. This instruc:onal 
sheet outlines the steps to find, ask, and work with a sponsor for your charity event. 
 
 
Step 1: Define Your Sponsorship Needs 
 
- Determine what kind of support you need (e.g., financial, in-kind dona:ons, etc.). 
- Understand your target audience and how a poten:al sponsor might benefit from associa:ng 
with your event. 
 
 
Step 2: Research Poten)al Sponsors 
 
- Create a list of poten:al sponsors. Look for companies or individuals who have a history of 
suppor:ng causes like yours. 
- Inves:gate the sponsor's goals and values to ensure they align with your organiza:on's 
mission. 
 
 
Step 3: Create a Sponsorship Proposal 
 
- Develop a sponsorship proposal that clearly outlines the benefits for the sponsor. 
- Include informa:on about your organiza:on, the event, and how the sponsorship will be used. 
- Define the different levels of sponsorship available and what each level entails (e.g., logo 
placement, speaking opportuni:es, etc.). 
 
 
Step 4: Reach Out to Poten)al Sponsors 
 
- Iden:fy the right contact person within each organiza:on. 
- Send a personalized email or leQer to introduce your organiza:on and event and aQach the 
sponsorship proposal. 
- Follow up with a phone call to discuss the proposal and answer any ques:ons. 
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Step 5: Nego)ate and Finalize the Sponsorship Agreement 
 
- Be open to nego:a:on. The poten:al sponsor might have sugges:ons or requests. 
- DraT a formal sponsorship agreement that outlines the terms and condi:ons. 
- Ensure that both par:es sign the agreement. 
 
 
Step 6: Fulfill Sponsorship Obliga)ons 
 
- Ensure that you fulfill all the obliga:ons outlined in the sponsorship agreement (e.g., including 
the sponsor's logo on promo:onal materials). 
- Communicate regularly with the sponsor to keep them informed about the event's progress. 
 
 
Step 7: Express Gra)tude 
 
- ATer the event, send a thank-you note to the sponsor. 
- Provide them with a report detailing the event’s success and how their contribu:on made a 
difference. 
 
 
Step 8: Maintain the Rela)onship 
 
- Keep in touch with the sponsor even aTer the event. 
- Invite them to par:cipate in future events or engage them in other partnership opportuni:es. 
 
 
Conclusion 
 
Securing a sponsor for a charity event requires careful planning, effec:ve communica:on, and 
commitment to building a mutually beneficial rela:onship. By following the steps outlined in 
this instruc:onal sheet, your nonprofit organiza:on can successfully find, ask, and work with 
sponsors to make your charity event a success. 
 
 
 
 

Supercharge your Galas and Events! 
Learn to aQract new donors and boost your fundraising. Go to: 

hQps://nonprofitstorytellingconference.com 
 


