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Nonprofit Event Checklist Template:
Sponsorships, Outreach & Impact
Measurement

Sponsorship Acquisition & Management

Tasks related to securing sponsorships and managing sponsor relationships.

Target Sponsorship Revenue

Enter a number...

Sponsorship Tier Strategy
D Tiered Sponsorship Levels
D Customized Packages

((J InKind Donations

Sponsorship Prospect Research Notes

Write something...
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First Contact Date

Enter date...
Contact Person

Sponsorship Proposal Content

Write something...

Sponsorship Proposal Document

s Upload File

Proposal Submission Deadline

Enter date...

Outreach & Promotion

Activities for promoting the event and attracting attendees.

Target Attendance

Enter a number...



Promotion Start Date

Enter date...

Marketing Channels Used

D Social Media (Facebook, Instagram)
(] Email Marketing

(] Local Media Outreach

(] website/Blog Posts

D Partnerships with Other Organizations

Social Media Content Calendar Notes

Write something...

Marketing Collateral (Flyers, Posters)

s Upload File

Key Promotional Message

(] Focus on Impact

(] Highlight Fun & Entertainment

D Emphasize Networking Opportunities
(] Combination of Above



Early Bird Registration Deadline

(Enter date... )

Event Logistics & Operations

Core operational tasks for the event's successful execution.

Venue Address

( © Set My Current Location )
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Event Date

(Enter date... )

Event Start Time

(Enter time... )




Estimated Attendee Count

Enter a number...

Catering Style

(] Buffet
(] Plated

(] Food Trucks

Venue Layout Map

dy Upload File

Number of Tables Required

Enter a number...

Detailed Setup Instructions

Write something...

Volunteer Coordination

Tasks for recruiting, training, and managing event volunteers.

Number of Volunteers Needed

Enter a number...



Volunteer Roles
(] Registration

(] Event Setup

[[] Guest Assistance

(] cleanup
(] Social Media Coverage

Volunteer Training Date

Enter date...

Volunteer Training Time

Enter time...

Volunteer Training Notes/Instructions

Write something...

Volunteer Communication Method

(] Email
(] Phone

(] Text Message
(] Group Chat App



Volunteer Waiver/Release Form

> Upload File

Impact Measurement & Reporting

Activities for tracking event success and reporting impact to stakeholders.

Total Number of Attendees

Enter a number...

Estimated Monetary Donations Received

Enter a number...

Number of Volunteers Involved

Enter a number...

Summary of Key Event Outcomes

Write something...



Which of the following impact goals were met?
(] Increased Awareness

(] Fundraising Success

D Community Engagement

(] Volunteer Recruitment

(] other (Specify in long text)

Date of Initial Impact Data Collection

Enter date...

Upload of Photos/Videos Showcasing Event Impact

s Upload File

Detailed Analysis of Survey/Feedback Results

Write something...

Legal & Compliance

Ensuring all necessary permits, insurance, and legal requirements are met.

Event Permit Number

Write something...



Permit Expiration Date

Enter date...

Insurance Coverage Type
(] General Liability

(] Event Cancellation

(] Liquor Liability (if applicable)

Insurance Policy Number

Enter a number...

Copy of Event Permit

> Upload File

Alcohol License (if applicable)
D Not Required
D Required - License Obtained

D Pending

Notes on Legal/lCompliance Requirements

Write something...

Post-Event Follow-up



Tasks related to thanking sponsors, volunteers, and attendees, and gathering
feedback.

Date of Thank You Email Send

Enter date...

Draft Thank You Email to Sponsors

Write something...

Draft Thank You Message to Volunteers

Write something...

Which social media platforms were used for post-event promotion?
D Facebook

D Instagram
D LinkedIn

D Twitter/X

D Other

Number of Sponsor Thank You Calls Completed

Enter a number...



Summary of Attendee Feedback Received

Write something...

Overall Event Success Rating (1-5)
D 1 (Poor)

(] 2 (Fair)

(7] 3 (Average)

(] 4 (Good)

D 5 (Excellent)

Attach post-event report (PDF)

s Upload File



