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PREPARATION

e Sponsorship packets are prepared six to eight months prior to an event by the Sponsorship
chair, staff partner and/or Event Chair.

e Ideally, sponsorship packets are automatically sent to all the previous year’s sponsors who
were not recruited by teams, through efforts from the staff partner and Sponsorship Chair.

e To achieve success have Sponsorship packets available at all Team Captain meetings to
empower teams to solicit businesses with which they have a personal connection.

e The Sponsorship Commitment form is a very useful tool that has helped the sponsor, the
team making the “ask”, and the volunteer/staff tracking the confirmations.

HOW TO

e Sponsorships are credited ONLY to the team total, not individual totals. This can be a
motivator for teams to recruit sponsors from their own relationships that otherwise may
not have been asked or involved with Relay. It also provides additional competitive
options for fundraising.

e A Sponsorship deadline is necessary at least three weeks from the deadline for receiving
text/art required for t-shirts & programs because sponsors/teams sometimes wait to turn
in or confirm their information, we highly recommend a deadline.

SUPPORT

e Team Captain Coordinators can be trained to handle most of the questions regarding
sponsorships at Team Captain Meetings, and can serve as the main support for teams
gathering sponsorships throughout the year.

PROCESSING

e Sponsorships coming in through teams should be submitted in a Team Captain envelope
with “sponsorship” written across the body. The Sponsorship form and payment should be
included. This practice allows the donation to be tracked and credited to the appropriate
team.

e Payment can also be mailed directly to the local American Cancer Society Office. In order
for Sponsor benefits to be fulfilled teams need to have sponsors send the Sponsorship form
together with payment.

e Sponsors should be added into the FRED onsite database under the team’s “Team
Revenue” tab one at a time, which makes for more efficient auditing,
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