
1. Sponsorship Packages - I’m a HUGE fan of customizing packages to meet the needs 
of your prospects, but everyone needs a jumping off point.  Make sure you have established 
packages so that customers can get a base of pricing and so that you have a place to start 
negotiations.  Come up with some unique sponsorship ideas that are beneficial for you, your 
attendees AND your sponsors, and you may not need to customize packages!

2. Media Kit - When I say media kit, I mean this is the pretty document where you put 
pictures and details about your event so that your potential sponsor can get a FEEL for 
what your event will be like.  Create your media kit in a presentation format like 
Powerpoint or Keynote then export to PDF.  Sponsors are looking at lots of proposals, if 
they can see key points without having to scroll it’s easier for them to digest.  And if they 
have to share your information to a board in a presentation, it’s already put together for 
them.  Things to include in your media kit:

a. Pictures of previous events or current speakers

b. Company/Event philosophy or mission statement

c. Demographic information about attendees

d. Testimonials from attendees of previous events (if you’ve got them)

e. Testimonials from sponsors of previous events (if you’ve got them)

f. Additional information that will help the sponsor evaluate your proposal

Ideally, your presentation should be branded.  If you have the money, hire this out to a 
professional graphic designer.  If you don’t, at least add the event logo to each slide.  Media 
kits should be 5-10 pages in length.  If they have to print it out, you don’t want to look like a 
tree or ink cartridge killer.  You may also put your sponsorship packages in the media kit file 
or keep it as a separate document.!

3.Event Website - DON’T go to sponsors without a website.  The first thing they will 
do is ask you for a URL so that they can see what you’ve got going on.  Even if you just 
send them to a generic event registration page (like Eventbrite) or an event page on 
facebook that’s better than nothing!  They want to know that your event is legit and see 
the other sponsors that have committed to being on board.

4.  A “How To Make The Most Of Your Sponsorship” Page - This is one of the 
MOST critical sheets in your sponsorship marketing arsenal.  Tell them how they can make 
the most of your event.  How should they attract people to their booth (promotional 
items/signage/drawings)?  How should they engage passers by?  How should they track 
their success with your event?  What should they do to collect leads?  how do you 
recommend they follow up with the leads they receive?  Send this to the sponsor AFTER 
they have committed.  It’s a great trick that no one does and it will help solidify their 
investment and show that you really are committed to their success.

Sponsorship Toolkit - FOUR Key Tools
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