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	Its Time Foundation – sponsorship form


To design and distribute your club/school/group’s sponsorship form:

· Edit details in the next page:

· Enter club, school or group name 

· Event namer and description

· Enter event date, location, start time

· Enter the date to return sponsorship money and to whom.

Note: participants enter their own details.

· Two to four weeks before the event print and distribute copies to as many people as you think may participate. 

· Emphasise that if a person is not available on the day that they can still get sponsorships by circling “I’m unavailable on the day, please sponsor the event on my behalf”

· Remind people at group gatherings and in your newsletter (if you have one).  Send email reminders 3 or 4 days before the event.   Tell people where they can get extra sponsorship forms.

· Before and at the event emphasise the due date for the return of forms and money (most will have them on the day).  Keep a list of those with outstanding sponsorships and follow them up if needed.

· When funds are collected complete the Remittance_form and deposit funds (If the form opens as “Read Only” then “Save As”; if the form does not appear on your screen check your downloads folder).  Send the individual sponsorship forms to Its Time Foundation (see remittance form). All forms must to be returned so sponsors can receive receipts.   Note: your group does not issue receipts.

Please note that both individual contributors and the group will receive a certificate of appreciation indicating details of the actual school where the money is spent (after project completion). Certificates are sent by email.

Good luck and have fun.

	<<name>>-a-thon sponsorship form
<<enter group name>>    
Date: <<enter event date>>  at <<location>>.  Starts: <<time>>

For: <<enter number of hours>>  hours
Return forms and money to: <<name and telephone>>  by <<date>>

Participant name:

Email (block letters):

Telephone: 
	Helping kids and the environment.

You will create education opportunities for kids in remote Pacific schools by replacing diesel-generated power with solar or wind alternatives. The money saved on fuel is spent on education.  It’s also a great way to fight climate change. For example, Rabi High School now has constant power and diverts over $7000 per year from fuel to books, computers and other resources. That’s a big deal considering the average family income is less than $100 per month.  This system will also save over 150 tonnes of carbon dioxide.  For details visit:  www.iitime.org
Collecting money:  Most sponsors are happy to give their sponsorship money immediately (mention this to them because it saves you following them up after the event).  Otherwise arrange collection as soon as possible after the event.  Check funds collected match that on the form.  Sponsorships of $2 or more are tax deductible.  Tell sponsors that receipts are emailed after the event.


Sponsors (if you need more space add details on reverse side or get a new form)                                                                                              Sponsors are emailed a tax deductible receipt.
	1st Name
	2nd Name
	Email (BLOCK LETTERS)
	Telephone
	$/hr
	Total
	Date paid

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


