
The sponsorship agreement

All sponsorship arrangements should be in writing to ensure a common understanding of the agreement and to keep the relationship on a sure footing. The contract may outlive those who agreed to the original arrangements and can also be used to communicate to others in the organisation. 
The following list is not complete, but gives major points to be included:
· State the parties that are involved.

· Describe the exact nature of whatever is being sponsored.

· State the dates and venue of the event, exhibition, or project.

· Specify the term of the agreement, for example, for the duration of the exhibition, with specified start and finish dates.

· Clarify any rights of renewal.

· Detail the sum of money and/or services involved.

· Detail the use and approval for use of the sponsor’s name and logo.

· Detail the use and approval for use by the sponsor of your organisation’s name and logo.

· Describe and list the marketing devices to which the logo(s) will be applied and whether the logo will be in colour or black and white.

· Clarify whether non-sponsors can advertise in any associated publications, and whether the sponsor is entitled to exclusive representation in their business category.

· Detail signage rights, location, dimension, who pays, how long it stays in place, who else is mentioned.

· Detail hospitality rights – numbers of tickets, invited guests, venue usage, who pays for food and beverages, carpark passes, what extra tickets cost, special tours for guests.

· Clarify any merchandising potential, and the sponsor’s right to logo inclusion and to discounted or free goods.

· Clarify who should be paid, how much, when, whether the figures are GST inclusive or exclusive, and who will invoice whom.

· Detail any grounds for termination (breach of contract, cancellation of event/exhibition, insolvency of either party).

· Detail the process for resolution of any breaches.

· Put in a ‘force majeure’ clause – to cover events beyond the control of the contracted parties, such as floods or earthquakes, as a result of which the contract can be terminated without fault or liability.

· State whether any ‘right of veto’ is agreed – can a major sponsor expect the right to approve any other associate sponsors?

· State whether the rights can be assigned to a third party. 

· State that all the agreed details are contained in the contract document (‘entire agreement’). 

· State the governing laws under which the agreement is made.

Arrange for the sponsor and the museum each to have signed copies of the agreement.
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Fact Sheet 5: Major points to include in a sponsorship agreement


Fact - sheet: Sample Action Plan of a project for a museum
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