Sponsorship Checklist

Keep in mind you are representing Hawkeye Community College when you are addressing prospective
sponsors—treat them with respect and look professional.

1. Create a mission statement.

e What are you trying to gain from this project?

e What type of investment are you willing to commit to this project—your time, talent, and/or
money?

2. Create a timeline.

e  When you will make initial contacts?

e  When will you make follow-up calls?

e When do you need to have everything received?

e When will the event/project be held?

e When will the event/project be completed?

3. Create a budget.
e  What expenditures will you have?
e What s your plan if you do not raise the money you need for your project?
0 Will you return the money to your sponsors?
0 Will you scale your project back?
4. Create a letter to send to prospective businesses.
e Have letter approved by Student Life Coordinator.
e Print letter on Hawkeye letterhead.
5. Compile a list of organizations you would like to approach for sponsorships.

e What are the top 10 organizations that would have the most interest or connection to what you
are doing?. People will give to an organization because they believe in the cause the
organization supports.

e Determine the appropriate contact person as well as direct phone number for each
organization. Generally the company president does not have time to discuss sponsorships.

e The list must be pre-approved by the Student Life Coordinator. Significant sponsorships must
also be approved by the Foundation Office.

e Sponsorships cannot come from nonprofit organizations or businesses that would not be viewed
as family-friendly establishments i.e. bars, tattoo parlors, etc.

6. Send thank you notes to participating organizations within one week of their commitment.
7. Create an in-person contact plan

e How will you acknowledge/address your prospective sponsors?
0 Know in advance how you will start and end the conversation.
0 Keep your presentation relevant and brief.
O Everyone should be consistent with what they are saying.

Hawkeye Community College does not discriminate on the basis of sex; race; age; color; creed; national origin; religion; disability; sexual
orientation; gender identity; genetic information; political affiliation; or actual or potential parental, family, or marital status in its programs,
activities, or employment practices. Veteran status is also included to the extent covered by law. Any person alleging a violation of equity
regulations shall have the right to file a formal complaint. Inquiries concerning application of this statement should be addressed to: Equity
Coordinator and Title IX Coordinator for employees, 319-296-4405; or Title IX Coordinator for students, 319-296-4448; Hawkeye Community
College, 1501 East Orange Road, P.O. Box 8015, Waterloo, lowa 50704-8015; or email equity-titlel X@hawkeyecollege.edu, or the Director of
the Office for Civil Rights, U.S. Department of Education, Citigroup Center, 500 W. Madison, Suite 1475, Chicago, IL 60661, phone number
312-730-1560, fax 312-730-1576, email: OCR.Chicago@ed.gov.
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