
Corporate Sponsorship And Underwriting 

Teams are the primary focus of Relay For Life.  However, the development of effective community business partners can be a great way to increase the visibility of Relay For Life and to expose a company’s employees to Relay For Life, not to mention in-kind and corporate sponsorship.  

Corporate Sponsorship Chair/Committee Responsibilities & Timeline

	General Responsibilities Of Comm Chair & Committee 
	Responsible for providing all in-kind donations, during the Relay event.  Work with Activities and Team Recruitment subcommittees to define all incentive donation needs.  Identify and contact businesses to secure all necessary prize donations.  Oversee on-site distribution of donations throughout the Relay.

	Specific Responsibilities
	· Select subcommittee members and define responsibilities

· Ensure that subcommittee is represented at each Relay Committee Meeting. 

· Document specific in-kind requirements for the entire event.

· Develop in-kind donations Plan and Timeline

· Actively contact businesses throughout the county for all required incentive donations. 

· Arrange for pick-up or delivery of prizes from local businesses.

· Maintain an up-to-date list showing progress at securing incentive donations.

· Ensure that Thank You’s are sent to businesses that provided incentive donations.

· Attend post-Relay wrap-up meeting, and make suggestions for next year’s Relay.


12 Months Before Event (when your last one wraps up!)  ________, 20__

	Item
	Who?
	Target Date
	Status

	Identify strengths and weaknesses of corporate sponsorship for last event.
	
	
	


11 Months Before Event  ________, 20__

	Get your lists from previous years together
	Staff Partner
	
	


9 Months Before Event  ________, 20__

	Item
	Who?
	Target Date
	Status

	Identify corporate sponsorship chair, and 5-6 prominent sub-committee members with strong contacts in the community
	
	
	

	Work with Team Recruitment Committee and compile a list of prominent businesses in the area – partner with them to contact the companies, and jointly present to those companies with new team recruitment – focus on getting the following:

· Teams

· Sponsorship dollars

· In-kind donations 
	
	
	

	Put together sponsorship guidelines (using the standard Mid-Atlantic Sponsorship materials) – set your sponsorship levels, including deadlines for companies to commit for t-shirt recognition, website recognition, newspaper ads, etc.
	
	
	

	Discuss the possibility of having silent or live auction with committee
	
	
	


7 Months Before Event  ________, 20__

	Item
	Who?
	Target Date
	Status

	Continue to partner with Team Recruitment to contact the companies, and jointly present to those companies with team recruitment committee
	
	
	

	Coordinate with your Event Staff Partner if you have a local or regional raffle – how will you sell tickets, manage them, etc.?
	
	
	


6 Months Before Event  ________, 20__

	Item
	Who?
	Target Date
	Status

	Continue to partner with Team Recruitment to contact the companies, and jointly present to those companies with new team recruitment
	
	
	

	Send donation letter to small businesses asking for donations of gift certificates or small gifts
	
	
	


5 Months Before Event  ________, 20__

	Item
	Who?
	Target Date
	Status

	Continue to partner with New Team Recruitment to contact the companies, and jointly present to those companies with new team recruitment
	
	
	

	Call companies to make sure they received your letters and answer any questions or concerns
	
	
	


4 Months Before Event  ________, 20__

	Item
	Who?
	Target Date
	Status

	Continue to partner with New Team Recruitment to contact the companies, and jointly present to those companies with new team recruitment
	
	
	


3 Months Before Event  ________, 20__

	Item
	Who?
	Target Date
	Status

	Begin to review written and signed Corporate Sponsorship agreements with sponsors to insure they understand precisely what they will receive for their sponsorship donation.
	
	
	

	Continue search for both in-kind & cash sponsors.
	
	
	


2 Months Before Event  ________, 20__

	Item
	Who?
	Target Date
	Status

	Two Meetings
	
	
	

	Team Captains Meeting #2 and Bank Night
	
	
	

	Newsletter
	
	
	


1.5 Months Before Event  ________, 20__

	Item
	Who?
	Target Date
	Status

	Remain in contact with all cash & in-kind sponsors.  Prepare & send out invoices to cash sponsors.
	
	
	


1 Month Before Event  ________, 20__

	Item
	Who?
	Target Date
	Status

	Insure all cash sponsors have their invoices.  Insure all in-kind donations have been picked up and delivered to a central area for safekeeping.
	
	
	

	Prepare a script for the Event Chair to recognize all in-kind and cash corporate sponsors at the event.
	
	
	

	Create poster or banner for event thanking sponsors and companies that donated
	
	
	


3 Weeks Before Event  ________, 20__

	Item
	Who?
	Target Date
	Status

	Continue to gather all in-kind donations
	Sponsorshp Comm
	
	

	Provide for event program a list of all companies and sponsors to be included/printed in program
	
	
	


2 Weeks Before Event  ________, 20__

	Item
	Who?
	Target Date
	Status

	Insure corporate banners for the event have been received and are stored properly
	
	
	


Week Before Event  ________, 20__

	Item
	Who?
	Target Date
	Status

	Make any changes in sponsorship recognition script.
	
	
	

	Ensure that there is a plan for hourly giveaways of prizes – you might give a prize by pulling a team’s name out of a hat – Who?ever from that team is on the track wins the prize
	
	
	


Day of Event  ________, 20__

	Item
	Who?
	Target Date
	Status

	Insure all corporate sponsors are well recognized and well documented.
	
	
	

	Make sure that sponsor banners are hung at event
	
	
	


Follow Up

	Item
	Who?
	Target Date
	Status

	Review strengths and weaknesses of the event in preparation for next year.
	
	
	

	Order recognition plaques.
	
	
	

	Make plaque presentations.
	
	
	

	Send thank-you notes to all concerned.
	
	
	


Corporate Sponsorship

Things to Think about:

· Start early, and re-new last year’s sponsors first…then go on to contact new sponsors.

· Sell the right to connect emotionally to the Relay event. 

· Corporate sponsorship becomes necessary in the 3rd and 4th year

· Coordinate with Team Recruitment, etc. to make sure we are not contacting the same people 5 times!

	Things Every Successful Event Should Do:
	Complete?

	Develop a list of Corporate Sponsors from previous years (a suggested format is given below in section 11f)
	

	Contact previous year’s donors by phone or mail as appropriate
	

	Develop a list of key target companies
	

	Develop your Corporate Sponsorship letter,
	

	Develop your presentation to make at local companies
	

	Use Mid-Atlantic Corporate Shell 
	

	Invite all employee’s to attend Relay, or even ask the companies for teams when calling / or a contact to give to the Team Recruitment Committee Members
	

	Ask for advertising your Relay event in the sponsor’s business.
	

	Obtain banners for day of event from your sponsors
	

	Have sponsor’s information announced during event & ask participants to visit “our” sponsors.
	

	Form a sponsor committee with a community oriented person.
	

	Recruit sponsors for handling all sales and luminaria advertising, cancer fact signs, entertainment/stage/sound equipment, hospitality tent, games for children, cancer survivor reception, facility, wall of memories (see sponsorship proposal options).
	

	Consider a Silent or Live Auction – it is a great way to raise money using 

- Silent auction materials can be found at the website – www.acsrelay.org or in the Darn Good Ideas Manual.  Best items for auction are travel or restaurant donations.
	


Corporate Sponsorship Presentation Outline

The following is a suggested outline of what could be shared when visiting a company to recruit them to donate to your Relay For Life event, and/or to participate:

1. Introductions (Names, why you are involved)

2. Introduction To Relay For Life- handout info in section in this binder titled “What is Relay For Life?”

3. Short Video  (6 min National RFL Video) See the resources section for other video choices

4. Share your Underwriting Opportunities & Sponsorship requests (review the Corporate Sponsorship Brochure for your event)

5. Provide team captain’s packet(s), and review how easy it is to get involved

6. Provide flyers and posters to post at the business.  Offer to put them up if they would like

7. Let your hosts know when you will be back in touch and how to contact you.

8. Thank your hosts and provide appropriate gifts

Make sure to bring the Video, Corporate sponsorship handout, Underwriting handout if appropriate, Team Captain’s Packet(s), Gifts (mugs, pins, hats, or as appropriate), and Posters and flyers

DO’s And DON’TS

DO Bring a survivor or motivational speaker.  MAKE IT PERSONAL.  That is the best way to make YOUR point!

DO take the time to show a video.  Videos can be a very effective way to convey the look and feel of Relay For Life.

DO Pre-schedule the appointment, be on time, and follow-through on any commitments make.

DO encourage them to invite a broad variety of people to the meeting, including those affected by cancer.

DO Bring food/snacks if appropriate.  
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