Sponsorship Proposal Template


Page 1: The Introduction

The cover page of your proposal should feature an eye-catching image that captures the feel of your event. You also want to include your company name, the potential sponsor’s name, and the date. This page gives the first impression for the entire proposal, so don’t skip this part!

Page 2: Table of Contents
Utilizing a table of contents after the cover page will help potential sponsors easily navigate to the information they want to read in the order they want to read it. The last thing you want is for them to get lost in too much information that isn’t organized or labelled well. 



Page 3: The Objective
This part of the sponsorship proposal tells why your event matters – what are you holding it for in the first place? Include all relevant info about your event’s purpose and how your sponsors can benefit. Be clear when discussing value; don’t make them guess.

Page 4: Meet the Team
Let your sponsors get to know your team in this section of the proposal. Include headshots and bios of all major team members, along with their titles and contact details. This not only helps sponsors put a face with a name, but even better, it helps to demonstrate transparency. This is also a great place to show the expertise your team has!

Page 5: Sponsorship Levels

This section is where you’ll really get into the specifics of the sponsorship packages you have to offer. Rather than including everything in a paragraph or list, instead use tables to neatly present the information. This makes it much easier to quickly gather desired information and also compare packages side-by-side.

Page 6: How Sponsors Will Be Represented
Potential sponsors will want to know exactly how their business will be represented when engaging with your audience. This is the section to list all of that out. Be sure to include promotion before, during, and after the event. Don’t forget that audience touchpoints can be both digital and in person!

Page 7: Images
In this section you’ll want to include images from previous events and logos of previous sponsors as well. This type of info helps potential sponsors determine if there are companies like theirs that have partnered with you in the past. Seeing similar sponsors will help convince them to get involved with your audience as it’s already been proven relevant to their competition. You could also add a small graphic that includes the demographic information of your attendees and any other data you have on them that would be useful. 



Page 8: Social Proof
The social proof section is the perfect place to put all those testimonials and quotes from previous years’ speakers and attendees. Grab screenshots of conversations attendees are having on social media as well, and if you have some rave reviews in your inbox, grab those too! These elements add a nice personal touch to the proposal and demonstrate that you really do deliver what you promise.



Page 9: Deadline
Your event planning is time-sensitive, so it’s good to include a deadline in your sponsorship proposal. Don’t choose a date too far away or your proposal may end up in the “I’ll get to it later” pile. On the flip side, don’t just give them 2-3 days because they may need longer than that to make a decision. Providing a deadline also creates FOMO (fear of missing out), which encourages interested businesses to act swiftly to seal the deal. 
This section is also a good place to include any time-sensitive discounts such as early bird specials or additional sponsorship perks that are only good if they sign the contract by a specific date. Don’t forget to follow up with them a few days before the deadline and then on deadline day as well. 



Page 10: Terms & Conditions

An important part of the proposal that is often overlooked is the Terms & Conditions section. You’ll want to have an attorney draft this portion if possible, as it is a legal document and binding. The T&C section should include sections on interpretation of the proposal, grant of rights and reservations, terms of the contract, obligations of the sponsor and the organizer, limitation of liability, etc. 


Page 12: Next Steps and Thank You
The final page of your event sponsorship proposal should tell the business exactly what steps to take next. It may be something as simple as clicking a link to fill out a sponsorship contract online and pay, or something more hands-on like having them sign up for a contract finalization call with your sponsorship person.
Be sure to thank them for their time and consideration at the bottom of this page. A little bit of gratitude and kindness can make a big difference!



