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Guidelines for working with External Organisations and Companies 
 
How do you identify appropriate external partners/ sponsors and how do we develop best 
practice partnerships? 
 
An external partner/ sponsor is any external org. or company who you work with to deliver 
and event/ project/ programme whether through giving a venue, equipment, advice, income, 
in-kind resource etc.  
 
The sections below are to be used as a guideline document for the following purposes: 
 

 PARTNERSHIP/ SPONSORSHIP CHECKLIST  
When considering a new partnership or the continuation of an existing 
partnership  
 

 KEY STEPS 
Approaching, establishing and maintaining partnerships  
 

 REVIEWING 
Measurement and learning  

 
 

Partnership/ Sponsorship Checklist: 

 
Use the below as a ‘tick box’ test when deciding who to approach: 
 

1. ALIGNMENT WITH YOUR AIMS:  
 
- Alignment of organisation ethics between you and the organisation 

Make checks (via internet search and/ or passing the name of the organisation by 
the rest of your team). The partner should be a reputable and reliable body or 
individual.  
 

- Alignment of objectives:  
For example are you trying to reach an audience the partner have access to i.e. 
art collectors? Is the potential partner trying to reach an audience that you have 
access to i.e. students/ young people? Do they have a policy to help or a history 
of supporting young companies/ organisations? Do you share the same 
geographical community? 
 

2. PROVIDING YOU WITH RESOURCES:  
 
- The potential partner must offer a clearly defined resource to you need e.g. AV 

equipment, money 
 

 
3. LONG TERM/ LONGEVITY: 

- Is it this approach the start of a long term partnership that offers a ‘foot in the 
door’ 
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A partnership may not offer money or in-kind services at the start but it could lead 
to this in the future – therefore is it a relationship worth nurturing by inviting the 
partner to events and ‘cultivating’ them? Do you want to invite them for a coffee, 
to come to your Private View? 
 

 
Recommended Steps for Approaching/ Establishing/ 
Maintaining Partnerships: 
 
[Funding Partners – e.g. Arts Council, UAL funding may have their own application 
process.] 
 
Sponsorship Partners are unlikely to have a set structure of how to apply for sponsorship 
from them. 
In the instance that partners do not have a set structure/ formula, you should use the below 
guidelines while remaining flexible and in open discussion with the partner. 
 

1. APPROACHING PARTNERS: 
 
- Relationships often develop naturally from an existing/ new contact, an invite to 

an exhibition, a sign up to newsletters and eventually the opportunity to work 
together, often much further down the line from the first initial contact. 
 

- You can also approach companies you do not know yet. 
When you have an appropriate opportunity to partner with an organisation/ 
company you should: 
 

- Email the partner organisation contact (e.g. the Sponsorships/ Partnerships/ 
Corporate Responsibility Manager found on LinkedIn or their website) to introduce 
your organisation and why they should be interested - using precise language and 
being very clear. Talk about your activity, your audience, your reputation etc. 
 

- Wait a maximum of one week for a reply and follow up with a subtly chasing 
email. If there is no response either call them on the phone or park this potential 
partnership. 

 
- If the email gets a positive response of interest – you should request a brief 

meeting, offering to go to their office or near to them if you have made the first 
contact.  

 
 

2. MEETING: 
 
- Ensure the appropriate members of your team are aware/ accompanying you to 

the meeting but do not bring more than one person to an initial meeting. 
 

- Come to the meeting with a written list of reasons why you wish to work with 
them, ideas of how you and the partner might work together to further your 
objectives and the partners objectives and what the partner could get in return for 
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their support 
 

- Follow up the meeting with an email with a brief list of what was discussed and 
agreed at the meeting and next steps, timelines for the work you will do with your 
new partner. 

 
 

3. CONSULT YOUR TEAM: 
 
Consult and discuss with your team the specific details of the agreement you’re your 
partner ensuring everything is achievable. 
 

4. AGREEMENT: 
 
Draw up a draft agreement in writing with all the relevant points in the 
communications and meetings together. List your benefits and deliverables and list 
your PARTNERS’ benefits and deliverables in bullet point form. This can be done in 
an email. 

 
5. DOCUMENTATION: 

 
- Document the sponsored project as it happens in statistics, facts, figures 

(attendee numbers, images – take photographs of the sponsor’s logo onsite, with 
people in front of it, activity around it. Include this in a report or post event email 
and on your website and social media if appropriate) 

- Keep all evidence of expenditures if a partnership/ sponsorship is for a specific 
project as the partner may want to see this, and your finance team may also want 
to see this. If you are funded by a public organisation they often ask for your 
budget information. 

 
6. MAINTAIN CONTACT: 

 
- Keep in regular contact with the partner/ sponsor; sending them invitations, 

information (web links, Facebook, twitter) on how they can co-promote the event/ 
project/ exhibition.  

- Ask for a review meeting if necessary or would be appreciated by your partner/ 
sponsor 

- Send a short report to your partner/ sponsor after the event. 
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Review/ Measurement: 
 

 Getting official/ written feedback on an event is harder than getting informal 
feedback.  
Therefore talking to your partners/ sponsors during and at the end of an event is 
important and this should also be recorded in writing. 
 

 Reviewing should happen throughout a project to ensure that the partnership is 
running smoothly. Problems that may arise will be identified in good time and not 
only at the end of a project when it may be too late to resolve. 

 

 When the sponsored event/ project has come to a close there should be a formal 
review. 

 

 Send your partners/ sponsors questions that will allow you to learn from the 
findings and show your partners/ sponsors that you care. 
 
You will also receive quotes and statements that can be used as testimonials to 
get more partners involved. 

 
 

 
 
Useful links: 
 
http://www.arts.ac.uk/student-jobs-and-careers/funding-and-mentoring/  
 
http://www.artscouncil.org.uk/funding/funding-finder  
 
http://www.artscouncil.org.uk/funding/other-sources-funding  
 
https://www.artquest.org.uk/  
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