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Sponsoring, Promoting and Disseminating the scope 
of every event and activity within the organization

Why do we need to look for funding and support for our 
activities?

NOT 
ONLY 

Added Exposure

Added Promotion

Added Prestige

Added security

Most projects are funded by 75% - By gaining support you are gaining 25% more in all 
above aspects



Sponsoring, Promoting and Disseminating the scope 
of every event and activity within the organization

Practical guidelines on how to write (a) Sponsorship 
letters (b) Press Releases (c) FW-pedia articles



How to write sponsorship letters
First decide what you want to ask for. Money ? Support ? 
In-kind contribution ?
When requesting be straight to the point, polite and 
definitely not apologetic.
Mention any other confirmed contribution you already 
have or strong points you have.
Be clear on what they have to gain.
Research your potential sponsor, use their webpage and 
use wording that they use and relate it to your project.
Be detailed at the end with your name, title, address, 
phone number, email, website. Always make it easy for 
them to find/contact you.



Example A: Small In kind contribution 

Place in the title 
exactly what you are 
asking for

Introduce yourself

Mention any other confirmed 
contribution you already have

Request in detail what you 
want from them

Show them what 
they are gaining from 
this contribution

Detail info



Example B: Large In kind contribution 

Detailed info on what the 
product is as the specific 
product is not usual everyday 
kind

Very important for them to 
know if they are the only ones 
funding

Once again what do we 
want from them in detail

Show them what they are 
gaining from this contribution



Example C: Money contribution

Use your strong points 

Use language and wording related 
to your potential donor 

Only by ..

Its not empty flattery if 
you truly believe it !!



GOLDEN RULE

ALWAYS ALWAYS ALWAYS ALWAYS ALWAYS ALWAYS
ALWAYS ALWAYS ALWAYS ALWAYS ALWAYS ALWAYS
ALWAYS ALWAYS ALWAYS ALWAYS ALWAYS ALWAYS
ALWAYS ALWAYS ALWAYS ALWAYS ALWAYS ALWAYS
ALWAYS ALWAYS ALWAYS ALWAYS ALWAYS ALWAYS
ALWAYS ALWAYS ALWAYS ALWAYS ALWAYS ALWAYS
ALWAYS ALWAYS ALWAYS ALWAYS ALWAYS ALWAYS

FOLLOW UP WITH PHONE CALL 



Wrap Up for sponsorship letters
Companies consist of busy people who are tight with 
their company’s money so they just want to know: 

Who you are
Want you want
What's in it for them

Finally if you do get the sponsorship please remember to 
send a personalized thank you email/letter.



Sponsoring, Promoting and Disseminating the scope 
of every event and activity within the organization

Practical guidelines on how to write (a) Sponsorship 
letters (b) Press Releases (c) FW-pedia articles



Press Releases
Its best to have one common Press Release structure 
coming from FWC so after a few times journalists know 
immediately who sent the PR.
Top: 

Following contact info, details of person in charge: 

Future Worlds Center Press Release
For Immediate Release 

Wednesday 21 July, 2010

For more information and interviews, please contact Anna-
Maria Drousiotou:  actsbeyondborders@gmail.com or +357 22 
873820

mailto:actsbeyondborders@gmail.com


Press Releases
Catchy News Hook

Followed by text about project, try and make it slightly like 
an interview follow up.
Include lots of information for referencing, websites, wikis. 
Photographs.  Include photos in the PDF file you send but 
also make sure to send them separately so journalists can 
have easy access to them. 
When sending the email put the same text as the 
attachment. 

News hook: Cypriot NGO selected by European Commission 
for a 3-year peace project aimed to increase dialogue and 
cooperation among civil society in Israel and the Palestinian 
Territories



Press Releases



GOLDEN RULE

ALWAYS ALWAYS ALWAYS ALWAYS ALWAYS ALWAYS
ALWAYS ALWAYS ALWAYS ALWAYS ALWAYS ALWAYS
ALWAYS ALWAYS ALWAYS ALWAYS ALWAYS ALWAYS
ALWAYS ALWAYS ALWAYS ALWAYS ALWAYS ALWAYS
ALWAYS ALWAYS ALWAYS ALWAYS ALWAYS ALWAYS
ALWAYS ALWAYS ALWAYS ALWAYS ALWAYS ALWAYS
ALWAYS ALWAYS ALWAYS ALWAYS ALWAYS ALWAYS

FOLLOW UP WITH PHONE 
CALL 



Sponsoring, Promoting and Disseminating the scope 
of every event and activity within the organization

Practical guidelines on how to write (a) Sponsorship 
letters (b) Press Releases (c) FW-pedia articles



FW-pedia articles

With Press Releases and FW-pedia articles you only have 
to create once. 

You can use the text piece from your Press Release and 
copy/paste it into your FW-pedia page

OR

You can use your text piece from your FW-pedia page and add 
the news hook and extra info for your Press Release.



Sponsoring, Promoting and Disseminating the scope 
of every event and activity within the organization

How to maximize the dissemination and promotion of 
everything we do?

I have combined this question with the FW-pedia procedures 
for organizing an event and Media Relations.



Sponsoring, Promoting and Disseminating the scope 
of every event and activity within the organization

http://www.futureworlds.eu/wiki/Procedure:_Organization_
of_an_event
Capitalizing on the event using PR, Media and cross-selling 
principles
You must try to capitalize on the event and to promote other 
projects/people within Future Worlds Center.  Use FWC mailing list. Use 
CCMC mailing list. Use personal mailing list. Use Facebook. Use twitter.

Arrange for a public person to put the event under her auspices and/or 
address the opening. Most smaller scale Political Individuals want to attend 
events, it doesn’t always have to be a minister or president it can be a 
mayor or the head of dept of a ministry, or an assistant mayor. 

Announce the event on the respective project website at least 1 month 
before. This is very important as you need to be able to reference your 
website in your Press Releases and announcements. 

http://www.futureworlds.eu/wiki/Procedure:_Organization_of_an_event
http://www.futureworlds.eu/wiki/Procedure:_Organization_of_an_event
http://www.futureworlds.eu/wiki/Future_Worlds_Center


Sponsoring, Promoting and Disseminating the scope 
of every event and activity within the organization

Announce the event on the FWC Blog at least 2 weeks to 1 month before. 
I made a change here and in the FW-pedia and added at least 2 weeks.

Announce the event through Future Worlds lists at least 2 weeks before. 
Email and Facebook announcements are very fast and furious, in this day 
sending information closer to the date will help them plan and remember. 

Announce the event on Facebook

Announce the event to the wider public through Press release (via 
fax/email to media/journalists at least 1 month before. But you have to 
send reminders to the press about 3-4 days ahead of event.

Send Email-Facebook reminder 3-5 days before event.



Event Date

3 months

2 months

1 month

2 weeks

2 weeks

1 month

Post on website,
prepare/send PR 
to media

All mailing lists, 
emails, Facebook

PR to media, 
thank you 
emails, Website, 
FW-pedia

Reminders



Sponsoring, Promoting and Disseminating the scope 
of every event and activity within the organization

Announce the event to the wider public through Press release (via 
fax/email to media/journalists at least 1 month before. 

We already have contacts in the media who promote our work: 
Cyprus Mail.  They publish almost every press release we send. 
CYBC Radio – Rosie Charlambous, every time we call her she puts us on air.
CYBC TV Morning shows – Whenever we have something big and we contact them 
they put us on air.
CCMC – Large mailing list from media of both communities.
Get Fresh Mailing List – They asked us to send them all events and promotions we 
have and they will forward it on our mailing list  



Sponsoring, Promoting and Disseminating the scope 
of every event and activity within the organization
http://futureworlds.eu/wiki/Policy:_Media_relations

Policy: Media relations

Future Worlds Center values our media relations.

It is important to invest in your media relations. Should a journalist publish 
your press release/article, first be personal and send a thankyou email, then 
maybe invite this journalist to the organization for coffee and to meet you 
and your project. Send an email and follow up with phone call to TV 
morning shows and radio shows. This is almost certain to get you an 
appearance on the shows.

Be Personal

Be Persistent

Be Polite

http://futureworlds.eu/wiki/Policy:_Media_relations


GOLDEN RULE

ALWAYS ALWAYS ALWAYS ALWAYS ALWAYS ALWAYS
ALWAYS ALWAYS ALWAYS ALWAYS ALWAYS ALWAYS
ALWAYS ALWAYS ALWAYS ALWAYS ALWAYS ALWAYS
ALWAYS ALWAYS ALWAYS ALWAYS ALWAYS ALWAYS
ALWAYS ALWAYS ALWAYS ALWAYS ALWAYS ALWAYS
ALWAYS ALWAYS ALWAYS ALWAYS ALWAYS ALWAYS
ALWAYS ALWAYS ALWAYS ALWAYS ALWAYS ALWAYS

FOLLOW UP WITH PHONE 
CALL 



Sponsoring, Promoting and Disseminating the scope 
of every event and activity within the organization
Policy: Media relations

Task – Match the journalist to the project or to civil society and invite 
them to organization for coffee and meet. 

Time Line 

Jan – Feb Generally these are quiet months and a good time before 
Presidency activities start. 

Use the presidency as leverage.

We have to agree on common wording that can be adjusted accordingly in 
everything we send out. 



Other Fundraising opportunities
Awards – This is one of the best ways to gain funds as its 
based on already existing work done. So no need to 
create from the beginning. 

Small grants and proposals = less work, easier to get

Research potential donors and approach. Eg. Rich 
Cypriots (Norwegian Guy)

Companies but need to be relevant to project eg. 
MobLang‐Amdocs



I would like to thank-you all but first godz, my mum, my 
family, my doctor for birthing me, my hairdresser and 
last but not least my dog for understanding the pain of 
being an actress.......... 

Thank-you, Thank-you, Thank-you 
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