Sponsorship Success Measuring Worksheet

Note: It’s important that you and your sponsors agree on how success with be measured. It could be qualitative or quantitative – just as long as you have a plan for capturing data and reporting back to sponsors.

Following your event, it’s always good to provide your sponsors with a fulfillment report that provides proof that you delivered on your end of the sponsorship contract. In this report you’ll match what you offered with what you delivered and possibly even go ahead and present an offer for sponsorship of the next event. This will not only help you avoid complaints or misunderstandings, but also give you an opportunity to ask them for feedback as well when you send the report.


Key Elements of a Post-Event Fulfillment Report

Below is an outline of important elements to consider including in a post-event sponsorship report. (A template of a post-event fulfillment report is provided on the following pages.)

Introduction and Executive Summary
· Brief, one or two pages
· Summarize key deliverables
· Include short interpretation data

Participant or Attendee Information
· Attendance figures
· Demographics
· Results from audience research (e.g., attendee feedback – this can be accomplished by a simple survey)

Onsite Exposure
· Document through photos, videos, etc.
· Report number of people that received samples, coupons, etc.
· Compare what was delivered (quantities, location, position) versus what was promised
· Report number of people responding to sponsor campaigns and/or ads

Off-site Exposure
· Website statistics and reports
· Copies of ads and articles in which the sponsor’s name or logo appears
· Circulation figures and advertising rate (e.g., email marketing, e-newsletter, posters, flyer, etc.)
· Duration and content of media coverage
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EXECUTIVE SUMMARY

[An Executive Summary should be all-encompassing and include highlights from all the other sections.]

[Insert the accounts of the specific sponsorship program the sponsor invested in.]

[Insert a paragraph about the sponsor and how the sponsorship was beneficial them.]

[Insert a thank you and closing account of the benefits this sponsorship had on the goal of your organization.]

[Insert a list of any media ads, print material and logo placement for review, quotes, pictures, etc., that are included.]
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DESCRIPTION OF SPONSORSHIP PACKAGE

[Insert the sponsorship package that was purchased, as written in the sponsorship contract]

[This is a “cut and paste” from your contract of what they were to receive.]


Examples of wording:
As the [insert title of sponsorship package purchased by the sponsor], the benefits provided in your sponsorship package include:

[Or]

The following package was customized for [insert company/organization name] for [insert event name and/or period of the contract] with [your organization/group name]:
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SPONSORSHIP PACKAGE FULFILLMENT DETAILS

[In this section, provide a detailed narrative description of how the sponsorship package was fulfilled or not, things that were missed and how the sponsor received a return on investment.]

[This is a general one-page report approach that they may want to pull out and submit to managers up the chain of command.]

[Using the list of benefits in the previous section as a guide, describe:

· What was delivered as sold?
(For example, all the signs and banners were displayed as anticipated)

· What was over-delivered?
(For example, two signs in the foyer were prominently displayed by the entrance to the building and, due to a cancellation by another sponsor, two additional signs were provided at the doors to the theatre)

· What was under-delivered and what was done about it?
(For example: three of the four banners planned along the base of the stage were displayed as anticipated, however, the banners were longer than expected so the fourth banner was hung from the roof at center stage so as to be clearly visible)]
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FULFILLMENT REPORT SUMMARY

[Complete the table below as a point-form summary of the information provided in the two sections above. Very briefly, list the benefits the sponsor bought and indicate whether those benefits were fulfilled or not fulfilled, along with comments.]

Your Sponsorship Investment:	$ 0000

	Sponsorship Package Benefit
	Fulfilled
	Comments

	· 
	Yes
	Date

	· 
	Yes
	

	· 
	Extra
	Total value: $ 0000

	· 
	Partial
	

	· 
	No
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SUMMARY

[Include a final summary of the event and how it went, as well as recommendations and new ideas you have for renewal, and an invitation to join the next event. This shows the sponsor you are thinking ahead to how the program can be even better.]

[Always remember to say “Thank You.”]






CONTACT

[Insert your contact information]
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APPENDIX

[Include here pages of media pieces, photos of the event, examples or photos of their signage and people. Go into more detail here than in the first-page executive summary. The outline below gives some ideas.]

[Key Tips for what to include:
· A crowd shot is worth a thousand bar charts.
· Use images that deliver a sense of scale and sense of emotion.
· Use third-part endorsements whenever possible. This includes feedback or data from your own attendees or participants.
· Testimonials help connect the audience to the sponsor.
· Statistical responses are extremely valuable.]


Example:

Enclosed you will find:
i. Photos of event activities (4)
ii. Photos of your signage on display as per contract (12)
iii. Photo of your staff and client in the reception tent
iv. Photo of your president addressing the audience
v. Copies of printed ads with your logo inclusion (5)
vi. Etc.

