Sponsorship Implementation Checklist


Sponsorship implementation (or activation) simply refers to all of the activities that need to take place to fulfill the sponsorship agreement. It’s kind of like “switching on” a sponsorship, because selling the package is just the beginning!

Although sponsors have an opportunity to make the most of the sponsorships they invest in, you as the event planner have a duty to make sure they do in fact take advantage of every opportunity available. It’s your job to support your sponsors so that they realize the outcome they expect from your event. 

That’s where your implementation plan comes into play. It allows you to ensure that you have everything you need to properly promote your sponsors, and that they have everything they need to promote themselves to your attendees as well. 


1. Set expectations for your event’s pre-event, on-event, and post-event sponsorship experience
[image: Stop outline]Your sponsorship proposal likely includes a high-level overview of the benefits each sponsor receives. However, it’s important to verify with the sponsor that they clearly understand exactly what they get for their support, as well as whatever materials and resources you need from them to deliver their sponsorship package. This includes the branding of pre-event materials, the event atmosphere and schedule, and what role you and your team play in executing the sponsorship and maintaining the relationship. 
2. Implement a cohesive system for gathering information from sponsors.
[image: Stop outline]To execute your sponsorship, you need logos, content, links, contact information, and many more pieces of info from your sponsor. Use an easy to access system like Google Drive or Dropbox to collect all the necessary files and data you need for sponsorship implementation. Having a simple-to-use system that sponsors can complete themselves will allow you more time and energy to focus on relationship building rather than file collecting. 
3. Provide your sponsors with event logistics information as soon as it is finalized.
[image: Stop outline]The last thing you want is for your sponsors to show up at the wrong place or time! Create a packet for your sponsors that includes all of the event details, including timing, location, parking, and your specific load-in and load-out plan. Something to keep in mind is that the person you’ve been communicating with at the sponsor’s company may not be one of the employees actually attending your event. This logistical information will make sure that everyone has all the info they need when the event day finally arrives. 



4. Provide your event team with information on sponsors and key players.
[image: Stop outline]Keep your team apprised of important sponsors and people-to-know at your event. You should personally check in with those important individuals throughout your event but having your team checking in and supporting them as well will help things run smoother and make for a happier sponsor. 
5. Make during-event engagement a priority.
[image: Stop outline]Learn the names of your sponsor and their employees and make a point to check in with them and address them by name throughout the event. Block out some time at the beginning of the event for a tour with each sponsor. This lets you get some crucial one-on-one time but also helps to lay the groundwork for future sponsorships. 
6. Send your sponsors a fulfillment report as soon as possible after the event.
[image: Stop outline]Create your own report after the event or use the template we’ve provided to demonstrate for your sponsors what exactly they received for their investment in your event. Discuss wins and opportunities for improvement while the enthusiasm and connection for your event is still strong and be sure to ask for feedback from sponsors as well.
7. Thank sponsors for their support of your event.
[image: Stop outline]This may sound redundant but it’s important to thank your sponsors multiple times. Thank them in person at the event, during the event from the stage, immediately after the event, and then schedule a more formal in person thank you. You might also consider a small, customized gift as token of your appreciation for their support.

By making the sponsorship implementation process as smooth as possible from pre-event to post-event wrap-up, you’ll make your sponsors happy and help build a stronger, long-term relationship with them. And hopefully, they’ll be ready to return year after year as a support partner due to their satisfaction with your management of the entire process and event.
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