Corporate Sponsors Committee

Committee Description

The Corporate Sponsors works with local companies and businesses to secure monetary and material donations to the chapter and its activities.
Roles and Responsibilities

	Role
	Responsibilities

	Corporate Sponsor Co-Managers
	Specific Responsibilities
· Maintain a list of potential corporate sponsors.

· Solicit information from chapter committee managers about employers, vendors, and universities who have offered support to their committee activities.  
· Periodically obtain an updated list of technical communication employers and agencies from the Employment manager. Include certain vendors and educational institutions in the list.
· Create and maintain a package of information for potential corporate sponsors who may want to provide financial assistance or sponsorship for certain activities or events in exchange for free advertising in the newsletter or free publicity announcements during monthly program meetings. 
· If an arrangement is made for a corporate sponsor to provide financial support, make sure that the company knows where to mail the check, the Treasurer knows about the upcoming income.
· Give the Webmaster updated information about corporate sponsors for the Corporate Sponsors Web page.  Provide the Webmaster with a short corporate description, a few words about the support provided to the chapter, and the company’s Web site link.  Periodically review the chapter Web page to make sure the information is correct.
· Report your activities to the Director.

· If corporate sponsors request newsletter advertising, work with the Newsletter Editor to secure approval and transmit copy. Discuss the ad space availability, size, and months published.  
· If corporate sponsors request free publicity announcements during monthly program meetings, secure the approval of the President and Vice-president.
· Write newsletter articles acknowledging corporate sponsor support and contributions.

· Make personal presentations of appreciation certificates to corporate supporters.  Make arrangements with the Publicity manager to have photographs taken and published in the newsletter and in press releases.

· Plan some event during the year to encourage corporate sponsor support and awareness of STC.  This could be a Corporate Sponsor Fair during a regular monthly chapter meeting that invites local employers, vendors, and educational institutions to attend as guests so that members can network with the corporate sponsors.

General Responsibilities
· Acknowledge team for their work.

· Coach team on resolving issues

· Give the Volunteer Name Collector information about your committees’ volunteers for recognition, Society awards and nominations, and for future chapter officer candidates. If you can, assist in the write-up of recognition articles and award/nomination forms.

· Serve team by eliminating barriers to productivity.

	Raffle Coordinator
	Specific Responsibilities

· Arrange for raffle prizes for the student scholarship fund at every program meeting.  

· Give the Webmaster and the Newsletter editor information about the donated raffle prize before each program meeting.

General Responsibilities

· Acknowledge team for their work.

· Coach team on resolving issues

· Give the Volunteer Name Collector information about your committees’ volunteers for recognition, Society awards and nominations, and for future chapter officer candidates. If you can, assist in the write-up of recognition articles and award/nomination forms.


Resources Needed and Meeting Availability by Role

	Role
	Resources Needed and Meeting Availability

	Corporate Sponsors Co-Managers
	Resources Needed

· Committee Members

· Chapter stationery

· Access to word-processing software, a computer, and printer

· Access to fax machine and/or email.

Meeting Availability

· All regular program meetings where corporate sponsors are to be recognized; as many regular program meetings as possible, otherwise
· First Board meetings during budget discussion and approval.

· Board meetings whenever the agenda includes topics relating to your committee.

	Raffle Coordinator
	Resources Needed

· Committee Members

· Names of employers, companies, or businesses who may be corporate sponsors

Meeting Availability

· As many regular program meetings as possible.

· First Board meetings during budget discussion and approval.
· Board meetings whenever the agenda includes topics relating to your committee.


Deliverables by Role

	Role
	Deliverables
	Due Date
	Receiver

	Corporate Sponsors Co-Managers
	Preliminary budget
	July Board meeting


	Administrative Council

	
	Final budget
	Aug Board meeting


	Treasurer, V-P, President

	
	Team status report
	Monthly Board meetings
	Administrative Council

	
	Corporate Sponsor appreciation certificates
	Monthly Chapter meetings
	Corporate Sponsor

	
	Newsletter articles about corporate sponsors
	Periodically, as needed
	Newsletter Editor

	
	Corporate Sponsor packet
	Sept chapter meeting
	Corporate Sponsor

	Raffle Coordinator
	Raffle Prizes
	Monthly Chapter meetings
	Raffle Winner

	
	Preliminary budget
	July Board meeting
	Admin Council

	
	Final Budget
	Aug Board meeting
	Treasurer, V-P, President

	
	Team status report
	Monthly Board meetings
	Administrative Council


Receivables by Role

	Role
	Receivable
	Due Date
	Sender

	Corporate Sponsors Co-Managers
	Donation from Corporate Sponsor
	Periodically, as secured
	Corporate Sponsor

	Raffle Coordinator
	Raffle prizes from donors
	Monthly
	Various
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