NORTHSTATE SHRM 
SPONSORSHIP COORDINATOR
Monthly Program Meetings
· Nov / Dec – Board agrees to sponsorship fees for new year. Establish Premier sponsor requirements. 
· Nov / Dec - Send out email to all past sponsors inviting them to sign up in advance for program meeting sponsorships for the next year. Likely will not have dates or topics, except for January, so ask them to give you preferences. 
· Follow up with those interested, get reservations, commitments, preferences
· Send Agreements to sponsors
· Send Invoices to sponsors, copy Treasurer
· Update Calendar with sponsor info
· Send logos and company description to Marketing person 
· Dec / Jan – Send email with program dates and any topics known again to sponsors
· Follow up with those interested, get reservations, commitments, preferences
· Send Agreements to sponsors
· Send Invoices to sponsors, copy Treasurer
· Update Calendar with sponsor info
· Send logos and company description to Marketing person 
· Jan / Feb - Send email with program dates and any topics known again to sponsors
· Follow up with those interested, get reservations, commitments, preferences
· Send Agreements to sponsors
· Send Invoices to sponsors, copy Treasurer
· Update Calendar with sponsor info
· Send logos and company description to Marketing person 
· Feb / Mar /Apr – Finalize sponsorships for the year
· Follow up with those interested, get reservations, commitments, preferences
· Send Agreements to sponsors
· Send Invoices to sponsors, copy Treasurer
· Update Calendar with sponsor info
· Send logos and company description to Marketing person 
· For ALL Chapter Program Meetings
· 1 to 2 weeks in advance of each meeting - follow up with Sponsor to remind them, go over details, invite them to do a prize drawing, arrange for practice session if they want
· At all programs, introduce sponsor, coordinate prize drawing, thank you sponsor
HR Summit Sponsorships
· May/June – Committee/Board establishes sponsorship levels, fees, and details of each, establish deadlines (for print materials), get sponsorship brochure created
· June – email all past sponsors with invitation to HR Summit sponsorships, brochure, etc. 
· June / July / Aug / Sept – email all past sponsors and potential new sponsors with invitation to HR Summit sponsorships. 
· Follow up with interested, get commitments
· Send Agreement/Invoice, copy Treasurer
· Update sponsor listing and availability
· Get logos and other needed information, send to marketing and web person
· [bookmark: _gjdgxs]Secure prizes for drawing
· Sept – communicate with sponsors on details, instructions, prize drawings, venue, etc. 
· Oct – finalize any details and continue to communicate with sponsors
