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SHSU Sponsorship Guidelines 2017-18 
 
Sponsorship Process 

 
The Students' Union can mentor all student clubs, societies and student groups through the 
sponsorship process. 

 
Seeking sponsorship requires you to go through a few stages before you can approach 
potential sponsors as well as after you have secured sponsorship. Your main contact to 
support you throughout this time will be:  
 

SU Sponsorship contact 
 
Student Opportunities Manager 
 

Contact details: 
activitiesadmin@shu.ac.uk  

 
 
Before your sponsorship agreement is confirmed, any provisional contracts MUST be 
approved by the Student Opportunities Manager. 
 

  
Stage One: Initial Meeting 
 
Before arranging a meeting with the Student Opportunities Manager you need to answer the 
following questions. Come prepared with the answers to these questions to your first initial 
meeting. If you have no plan of how you will spend the sponsorship money, ask yourself whether 
you really do need sponsorship at all.  
 

1. What do I want sponsorship for?  
2. How much money do we need?  
3. How will the money be spent?  
4. Do you have a specific sponsor already in mind?  
5. Do you have any other sponsors already?  

 
** Please note that this initial meeting is not compulsory. It is just advised if you feel you 
require some guidance and advice before you start seeking sponsorship.  
 

 

Stage Two:  Sponsorship proposal 
 
After you have met with the Student Opportunities Manager you are now ready to put your 
sponsorship proposal together. The Students' Union has created a Sponsorship Proposal Template 
which you can use. This template can be downloaded from the committee handbook page on our 
website. It is encouraged that you use this template as it will look more official to potential sponsors 
due to the familiar Students' Union branding. 
 
To help you put your sponsorship proposal together the Students' Union has some proposal 
guidance. This provides guidance for the following: 
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• Introduction - information about your club/society/project/event 
• What you can offer in return to the sponsors 
• Calculating how much you need to ask for from sponsors 
• How you can monitor your sponsorship agreement 

 
 
 

Sponsorship proposal guidance 
Section Notes 

Introduction There are many types of sponsorship agreements you can arrange. 
• Monetary sponsorship - company offering cash. 
• In-kind sponsorship - a company offering their services or premises for 

no fee. 
 
• A good way of doing this is by trying to put yourself in the sponsor’s 
shoes – why would they want to give you this sum of money? Why would 
they want to give you their space or offer services for free? What’s in it for 
them? You need to create compelling reasons for them to want to take part in 
your project. 
 
• Think about audience figures / number of attendees if you feel you have 
strong numbers makes sure you include these, if they may appear quite low 
do not write specific numbers? 
 
• Tailoring the introduction - You need to think about what type of 
companies you would like to contact as the way you write your introduction 
may need to differ based on this.  
 
For example, if you are sending it out to graduate recruiters you may want to 
highlight that you have a diverse range of members from all different 
disciplines and who are very committed so would make great future 
employees. However, if you are writing to a bar in town you will need to 
emphasise how social your members are and that you regularly meet up etc. 
It is fine to have two or more types of proposals based on the type of 
company you are pitching to. Do not try and cater for everyone in the one 
proposal. 

Your offer 
package 

Think of absolutely everything you can offer to the sponsor in terms of 
promotion. Examples are:  

• Logos on your publicity / posters/ flyers / websites / social networks 
(Twitter, Facebook, Instagram etc).  

• Logos on your hoodies, banners, tickets etc. (Logos are not permitted 
on BUCS playing kit) 

• Links on webpages: You can offer this through your 
hallamstudentsunion.com webpage and any social media platforms 
you may have. If it’s done via your Students' Union webpage we can 
measure how many clicks through the sponsor gets which is a great 
tool. 

• You can offer them options to send emails out to your members which 
you would send on their behalf. This would be worth a lot of money if 
they were to pay for this separately. You can also add 'kindly 
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sponsored by' on all email footers sent to your members. (Remember 
giving your members details to another organisation without their 
consent is against the Data Protection Act) 

• You can offer them PR opportunities through acknowledging their 
support in any press releases sent out to the internal and external 
media linked to your club/society/project.  

Sponsorship 
package 

When calculating how much money you are going to request from your 
potential sponsor you need to factor in the cost of embroidery or printing of 
the sponsor's logo onto your leisurewear. See below examples of breakdown 
costs: 
Company logo on club/societies/projects leisure wear (hooded 
sweatshirts and tracksuit bottoms) belonging to students: 
(Prices exclude VAT) 

• Logo on back of a garment (e.g. hooded sweatshirt) £15 per garment 
• Logo on front of a garment £15 per garment 
• Logo on sleeve of a garment £10 per garment 

e.g. 20 hooded sweatshirts with one back print = £360 inc VAT 
 
IMPORTANT - The cost of embroidery or printing needs to be discussed 
during the negotiation of the agreement. Will it be paid for by the sponsor or 
will it be absorbed by the club/project/society or individuals when they 
purchase their garment? 
 
If you are going to negotiate a deal with a potential sponsor that requires you 
to regularly use their venue e.g. a bar, we advise you request a MINIMUM of 
£1 per person per hour (YOU COULD ASK FOR MORE). This is based on an 
assumption that each member of a  club/society/project  will spend on 
average £10 on food and drink for each hour they spend in a venue, and 
therefore the club/society/project receive 10% of this income as sponsorship. 
 
Example calculation: 
20 people x £10 per hour = £200 (money spent in venue once per week) 
£200 x 20 weeks = £4,000 (money spent in the venue) 
10% x £4,000 = £400 (money you can request as sponsorship from venue) 
 
Please note that if you feel your club/society/project would spend 
considerably more or less than £10 per hour per person, you can amend 
the calculation to represent 10% of your members' projected spend.   

Monitoring your 
agreement 

An agreed timescale and schedule of items to be monitored must be agreed 
e.g. meet 4 times per year and review attendance, and mentions on 
Twitter/Facebook. 
 
Monitoring systems need to be agreed before the agreement commences 
e.g. agree who will monitor attendance, and agree how evidence will be 
provided for exposure and mentions.   

Contact details At the end/beginning of your sponsorship proposal make sure you put down 
your contact details as well as the contact details of your SU sponsorship 
coordinator. 
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Stage Three: Contacting sponsors 
Now that you have put your sponsorship proposal together and tailored it to the different 
businesses you want to approach, you are ready to go out and meet as many potential sponsors 
as possible. 
 
How you approach potential sponsors is entirely up to you, but here are some ideas below: 

• Contact them over the phone  
• Meet them face-to-face  
• Contact them an email 
• Contact them by post  

 
Do's of contacting sponsors 

• Follow up your visits/phonecalls! - Too many times, students contact companies, then 
don't follow up the call. If they don’t get back to you, it may be they're too busy… doesn’t 
mean they don’t want to take part. Make a second call to remind them and get the ball 
rolling. 

 
Don’ts of contacting sponsors 

• Do not just send your sponsorship proposal to generic addresses as this makes it hard for 
you to follow up. It is fine to post them or email them but try to get a named contact by 
telephone or email first so you can ensure you are not wasting your time.  

 
 

Stage Four: Sponsorship Agreement/Contract 
Once a sponsor has accepted your sponsorship proposal the next step is to make it all official 
(legally) through a sponsorship agreement/contract.  
 
DO NOT SIGN ANY CONTRACTS OR PAPER WORK WITHOUT FIRST SEEKING APPROVAL 
FROM THE STUDENTS’ UNION  
 
Some companies will provide you with a contract detailing the agreement and their terms, but it is 
preferable to use the Students' Union Sponsorship Agreement Form which is available on SHSUs' 
website or from the staff at the Students' Union. If in doubt, complete both but do make sure of the 
following:  
 

• Does the person you are dealing have the authority to sign off sponsorship agreements? 
• Do the terms of the contract with the sponsor match that of the proposal? 
• Does the contract require exclusivity? This will be an issue if you’re potentially looking for 

multiple sponsors and are not advised.  
• Will they provide promotional materials? Check whether or not the company will provide 

you with banners/flyers/posters for you to display or distribute, or whether you will have to 
produce them at your own expense. 

• Is there a specific payment date? If not, it may make it harder to chase up payment. It is 
better to get specific dates in the contract. 

• If they don’t provide a contract, you should fill out the sponsorship form from the Students' 
Union and get the company to read and sign it. It is always important to have your 
agreement down on paper to ensure fewer disagreements and follow up from the deal at 
each end. 

• Make sure that you get the sponsors invoicing details. These will be very useful when it 
comes to them giving you your money. 
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Stage Five: Getting and Spending the Money 
Getting the money 
 

• The Finance Department within the Students' Union will manage your invoicing 
arrangements within the sponsorship agreement. 

• The Finance Department will invoice your sponsor/s. This money will go into the Students' 
Union accounts first.  

• Once the money has been received from the sponsor the Finance Department will 
immediately do an internal transfer to your club/society/project account. They will also 
notify you to let you know that the money has been received and is now in your account. 

 
Spending the money 
 
Once you have received the money please do not feel that your job is done.  
 

• Keep a full record in words and pictures of everything your group has done related to the 
sponsorship agreement. This way you can ensure that both you and your sponsor are 
happy with the arrangement.  

• Make sure someone in the club/society/project is responsible for checking off the details 
on the sponsorship agreement.  

• Update your sponsor on how everything's going, this is a two-way relationship and 
communication is key. E-mail them photos of their sponsorship money in action and offer 
them invitations to events you are holding. They want to be a part of the process! The 
better a relationship you build with your sponsor the more likely it is they will continue 
sponsoring you in the future.  

• In the event that you are unable to carry out part of the agreement speak to your sponsor 
and see if you can arrange an alternative – the worst thing you can do is ignore the 
problem  

 
Contact the Student Opportunities Manager if you have an issue with your sponsor that cannot be 
resolved. 

 
 
 


