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Sponsorship Policy – Officer Checklist 
 
This checklist should be read and used in conjunction with the Councils Sponsorship Policy. This checklist has been put in place to support you in completing the process compliantly and in accordance with best practice. Signature blocks are included within this checklist but may be superseded by other written approval from relevant parties.  

1) Basic Details: 

	Name of Officer responsible for Sponsorship opportunity: 
	

	Name of Sponsor: 
	

	Value of the sponsorship arrangement and over what period:
	

	Does the supplier have any existing relationship with the Council, Officers or any elected Councillor? If so, please state: 

	






	What is the nature of the sponsorship agreement? What will the Council offer and what will the sponsor receive in return: 

	










2) Requirement to consult: 
In the space provided below, you should provide assurance that the necessary discussions have taken place and relevant service areas are satisfied with the outcome. 

	Communications Team - All and any issues relating to branding on sponsorship material, suitability of media – including compliance with advertising industry codes, council policies where the specific content may present a reputational risk, installation, or supply of sponsorship material
	

	Procurement - Potential conflicts of interest with respect to sponsoring suppliers including current tender engagements or contract negotiations and contract non-performance. Procurement to also consider any required due diligence on sponsors where engagement may pose reputational risks.
	

	Legal - Use of appropriate terms and conditions related to the agreement
	





3) Approval: 

The Sponsorship Policy is governed in accordance with the Procurement Contract Standing Orders. This means that approval thresholds are in line with those set out for tender approvals. These are as follows:
· Sponsorship Income £0 - £99,999 – Approval of your Corporate Director
· Sponsorship Income £100,000 - £749,999 –  Cabinet Member Approval 
Approver(s) have noted the consultations undertaken by Communications, Procurement and Legal and confirm acceptance of the sponsor, proposed sponsorship material and value of sponsorship arrangements.  

	Approver 
	Signature 

	Corporate Director

	

	Cabinet Member (Only required where total sponsorship income is at or greater than £100k)
A formal cabinet member report/decision is also (or instead of above signing) required under procurement standing orders.
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