WARBOYS UNDERFIVES PLAYGROUP

COMMITTEE POSITION RESPONSIBILITIES

POSITION: SPONSOR CO-ORDINATOR

Introduction:  The following paragraphs set out the key areas of responsibility that reside with the Warboys Underfives Committee Sponsor Co-ordinator.  These are not exhaustive and additional bespoke tasks may arise during the course of your tenure on the Committee.

Review:  March 2011.

Key Responsibilities:

1.
Co-ordination and management of all Playgroup requests for national or major grants in support of key projects to include.  

a. Identification of national/major sources of funding eg lottery, county council, red wind tile farm.

b.
Preparation, in conjunction with the Chairperson, of cases and requests for funding to suitable sources of funding.

2.
Co-ordination and maintenance of all playgroup requests to local sources for funding to include.

a. Identification of all suitable local businesses within the Playgroup catchment area.

b.
Submittal of annual requests for funding to key local sources, ensuring that no one company is approached more than once a year unless they have indicated a desire to provide ongoing support.

c.
Submittal of requests to small local outlets for prizes in support of key fundraising events, ensuring that no one company is approached more than twice in one year unless they have indicated a desire to provide ongoing support. 

3.
Maintenance of a register of sponsors to include named contacts, full address, contact numbers and email addresses where available.  The register should also identify the date the companies were approached and their response. 

4.
Brief Chairperson and Committee on state of sponsorship at Committee meetings.

5.
Production of thank you letters and suitable media coverage where appropriate in response to positive sponsorship/grant.
