
SPONSORSHIP/FUNDRASING COORDINATORB

SETTING THE STAGE | Sponsorship/Fundraising	 35

Sponsorship/Fundraising Coordinator
Fundraising and sponsorship is one of the most important elements of any successful festival or event. 
Building strong relationships and mutually beneficial partnerships is going to help to ensure your 
festival/event achieves sustainability from year to year. 

Fundraising and sponsorship coordination involves the cultivation, care and maintenance of a 
relationship between the festival/event and the donor/sponsor(s). Donors/sponsors could be an 
individual, corporation, foundation or business. Based on the budgetary projections, the Coordinator 
should have a good indication of the funds and in-kind donations required to operate the festival/event. 

A Sponsorship/Fundraising Coordinator should:

•	 know the business and corporate community well

•	 be familiar with the types of giving this sector of the community engages in

•	 be able to articulate the objectives of the festival/event to funders and granting organizations

•	 be able to determine appropriate recognition 

Managing the overall sponsorship program includes:

•	 researching the community for potential donors and creating a donor database

•	 writing a letter of invitation to sponsors, researching the criteria (if any) for donation requests 
(foundations and corporations have clear mandates for giving)

•	 establishing recognition for sponsorship, arranging a thank you reception or letter of gratitude 

•	 assessing the success of the sponsorship program
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Planning the strategy for donation requests requires you to think 
about the following:
1.	 Do you know people in the community who can help with funding, equipment, materials, in-kind 

contributions, etc.? Are there private citizens who are philanthropic? Would your local rental outlet 
and/or printing shop provide equipment and materials free or at a reduced cost?

2.	 Is the business community interested in improving the quality of life of your citizens through 
sponsorship and active participation in events in your community? List the businesses that you 
think might be willing to contribute to the festival/event.

3.	 Are there clubs, organizations or associations that share your vision and mission? Who are they 
and why would they be a good fit with your festival/event?

4.	 Do your civic leaders support community events? Will the Mayor/Councilors help you with ideas, 
information, resources, etc.? How can they be of assistance?

5.	 Who are the arts supporters in your community? Do you have a theatre group, reading club, 
painters’ association or a school drama club that could contribute to your festival/event? How?
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6.	 What benefits and recognition such as website advertising, name recognition on advertising 
materials, site signage, etc., can you provide to attract sponsors and donors? 

7.	 How many other events are competing for volunteers, funding, materials and equipment in your 
community? How will you resolve this issue?
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Creating a Plan
Organizing a sponsorship plan entails: 

•	 Ensuring you have an up to date and realistic summation of sponsorship needs from committee 
coordinators

•	 Setting dates for meetings with potential donors

•	 Putting everything on a schedule

•	 Keeping track of letters, phone calls and emails

•	 Returning communications upon request 

•	 Working with the Media Relations/Promotions Coordinator to make sure sponsor recognition in 
the media

•	 Sending invitations to VIPs and special guests 

•	 Checking all festival/event material and messaging for inclusion of sponsors 

•	 Ensuring that sponsors are be cared for pre, during and post festival/event

•	 Thank-you letters

•	 Ensuring all eligible sponsors receive a donation receipt

Before going forward to potential donors review your sponsorship package and your presentation:

•	 Do I have all the information about the organization?

•	 Do I have a good understanding of how the organization will fit the overall vision for the festival/event?

•	 Are all the details concerning the programming accurate and complete?

•	 Do I know what benefits and recognition I can offer and can I be flexible?

•	 Do I have financial information if asked? (Be prepared to provide festival/event budgeting 
figures and where their money is going.)

•	 Am I confident in my understanding of the vision and mission of the festival/event?

•	 Do I have an opportunity to develop a partnership with this sponsor over several years?
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Use this sample chart of possible donors to create your own template.

Potential Donor Contact Info
Cash 
Contribution

In-Kind Value 
Donation

Venue Notes

Main Bank  
1st Main St.,
Anytown, AB
T6X 4C2

John Banker
Manager
Phone: 
Email:

$2,000.00 Parade Flags to be bought 
and given away at 
bank; need logo 
for advertising.

Main Grocery
2nd St.,
Anytown, AB
T6X 4C2

Julia
Chambers
Manager
Phone:
Email:
Fax:

$1,000.00 Fruit platters 
for green room 
volunteer centre, 
and food for VIP 
reception.

Keep receipts 
for accountant; 
need logo for 
advertising.

Historical Society
3rd St.,
Anytown, AB
T6X 4C2

Wallace History
Chair
Phone:
Email:

$2,500.00 Museum lobby Need to get 
picture displays 
framed.

Library

Hardware Store

Local Clubs/
Organizations

Individuals

Province

Other granting 
organizations
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Request Letters
Letters to donors may be general, but if a pre-existing relationship exists or the time is available, every 
effort to customize each letter should be made. Focus on components of the festival/event that align 
well with a potential donor. Whoever the donor, all letters should contain the following:

•	 A description of your organization 

•	 The Vision and Mission Statement

•	 Your target audience 

•	 Programming and activities

•	 Desired outcomes 

•	 Contribution being requested (dollar amount, equipment, services, materials, etc.)

•	 The benefits and recognition the donor will receive

•	 A statement of the funding or in-kind contributions you have already acquired

•	 Detailed list of all recognition levels

Developing levels of recognition will also be part of the package. The size of the budget for sponsor 
development will determine what you can offer. Set your levels at achievable limits. For example, you 
may want to offer:

•	 Recognition in promotional material leading up to the festival/event

•	 Advertisement for an individual performance or activity

•	 Acknowledgement in program (various levels)

•	 On site signage

•	 Website link

•	 Charitable donation receipt

If resources are scarce or stretched thin as a result of competition in the 
community, think outside the box. Try to be creative with your sponsorship 
opportunities For example:

•	 Consider having local businesses adopt a venue to help offset costs and allow  
them to own the show through name recognition on the venue

•	 Get schools involved by having them create and run one of the programs or 
performances
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Sample Levels of Recognition
Platinum

$8,000 - $10,000

Signature sponsor status (website, media, all marketing materials)
Acknowledgement at the Media Conference/ opening ceremony
Acknowledgement throughout the festival/event
Seating for 8 at VIP reception
Prominent logo display in program
Website link 
Charitable donation receipt

Gold

$5,000 - $7,500

Naming rights to 2 specific program items
Acknowledgement at media conference
Acknowledgement throughout the festival/event
Prominent logo display in program
Charitable donation receipt

Silver

$3,000 - $4,500

Naming rights to 1 specific program item 
Acknowledgement in program
Acknowledgement throughout festival/event
Charitable donation receipt

Bronze

$1,000 - $2,500

Acknowledgement throughout festival/event
Acknowledgement in program
Charitable donation receipt 

While it is always desirable to sign sponsors to multi-year deals, be careful you can 
deliver on their expectations. Allowing exclusivity to a sponsor has both benefits 
and drawbacks. Benefits to consider may include a large cash input into the festival/
event, but the drawback may be that you can’t have any competing vendors on the 
site. For example, the pizza vendor wants exclusivity for which he will pay X amount 
for sponsorship, but you’re not allowed to have any other food or beverage vendors 
on site or in your promotional materials. You’ll need to carefully weigh the pros and 
cons of this type of arrangement.
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Budgeting and Resources
Allocating the resources you’ll require will be established as each area of the festival/event completes 
its Needs Assessment. (A template for this is provided in PART 3.) 

As time goes on, you may find you need more money or supplies than you originally thought. These 
requests should be brought to the Committee to be examined and prioritized. Decisions may need to 
be made regarding finding more resources if absolutely necessary. Consider a deadline on requests to 
keep pressures to a minimum. 

Theoretically, the planning committee should have developed a projected budget that has included all 
area needs, and area coordinators should try to stay within budget whenever possible. The following 
sample budget can be used as your template.

Sample Sponsorship Budget with Details

Item Amount Size Cost Sponsor Notes

Postage 1000
Mail out/bulk
VIP invitations

Flyer 8”x11”
Folded
Standard card size

$100.00
Per thousand
$33.00

Local postal union, $ 
value $100.00, need 
invoice for accountant

VIP Invitations 60 Standard card size $60.00 Receipted

On-site Signage
Banners

3 colour logo, with 
stands
4

3’ x 4’ 
20’ x 5’

$120.00
$900.00

Local print shop will 
give discount.
$ Value $100.00.
Need invoice for 
accountant
Local print shop, want 
their logo prominently

Sponsor ad 2 color ¼ page $150.00 Local Newspaper

VIP Reception 60 people $10.00 a plate $600.00
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Sponsorship Coordinator’s Pre- event Checklist
❑	 Have you checked all final promotional material for any errors and omissions of sponsor information?

❑	 Have all the cash and in-kind sponsors and guests replied to your invitation to the VIP reception?

❑	 Have you reviewed the program for the VIP reception?

❑	 Have all the press kits been prepared for the reception?

❑	 Is all sponsor signage ready for installation and has this been recorded on the production timeline?

❑	 Has sponsor and guest information been relayed to the festival/event spokesperson?

❑	 Do your volunteers have clear instructions about their roles for the reception?

❑	 Have you organized a thank you list for cash and in-kind sponsors and guests?

Keep accurate records of all cash and in-kind sponsorship on a spreadsheet for 
future reference. Keep copies of all promotional materials that feature the sponsors. 

Post-event it is important to contact all sponsors for their feedback on their 
participation. As well, send all donors and potential donors a summary of the 
festival/event with your thanks for their interest and/or participation.
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Useful Resources
I.	 Information on funding sources in Alberta see Alberta Culture and Community Spirit – Grants 

and Foundations, http://culture.alberta.ca/grantprograms/default.aspx 

II.	 Heritage Canada has a program entitled, Building Communities Through Arts and Heritage, 
that provides funding on two levels – Local Arts and Heritage Festivals, and Community 
Historical Anniversaries. Information regarding these grants can be found at www.pch.gc.ca/
communities 

III.	 For information regarding setting up a fundraising plan see the Free Management Library 
http://www.managementhelp.org/search/management_help_search.html?zoom_
query=fundraising

IV.	 For writing a sponsorship package see Tourism Network North East Festival & Events, 
http://www.tourismnortheast.co.uk/pages/information-sheets/planning-your-finances/
sponsorship

V.	 Volunteer Alberta has a site for searching for potential sponsors at, http://www.
volunteeralberta.ab.ca/uploaded_files/documents/50_ts_findingsponsors.pdf
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