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Appendix 1: Student Permission - Draft Letter 

1. Introduction 

This guide will cover the university guidelines regarding procurement and sponsorship as your DSO 

club/society is a formal part of the university, as such a DSO no longer has the authority to sign off 

agreements regarding sponsorship. After discussions regarding the laws concerning sponsorship 

(including the bribery act, data protection and competition law) there is procedure that must be 

followed in order to obtain sponsorship for your club/society. This will be outlined within this 

document, and should be followed in order to protect your club/society from any future action 

brought against you from an outside source, regarding sponsorship money received, while providing 

an accurate record of income received. The Experience Durham Sponsorship team in collaboration 

with Durham University Legal department have devised this guide to support you along with weekly 

sponsorship clinics.  
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2. Before Applying to Companies for Sponsorship 

Prior to applying to any company/entity for sponsorship for your club or society, you will need to be 

aware of the following: 

1. All sponsorship contracts include a VAT element, for example, should you negotiate a 

sponsorship of £500, it should be £500 +VAT if you do not stipulate VAT you will lose the VAT 

from all income received.  

2. As Club Captain/Society President you or members of DSO are not permitted to sign any 

contract. All contracts should be signed by the University Treasurer (please note the full 

sponsorship procedure noted at the end of this document).  

3. All DSO’s should use the University Template contracts. Please note it is mainly the schedules 

where you will place the set requirements and stipulations of your contract.  Templates are 

attached to this document, and will also be provided as electronic copies. 

4. The Club/Society will need to keep a record of sponsorship.  The club will be responsible for 

fulfilling the contract, and a report will need to be sent to the sponsorship team to ensure 

compliance.    

 

As many contracts involve companies who are seeking to recruit Durham Students, please 

note the following: 

1 A club or society may not offer career fairs/ recruitment days, or any event related to a 

career fair/ presentation regarding careers, to sponsors without prior permission from 

the Careers Department.  Please first contact the Experience Durham Sponsorship team 

(Sponsorship.experiencedurham@durham.co.uk ) for advice, followed by an email to 

laura.smith@durham.ac.uk within the Careers department. 

2 Data Protection:  You may not share contact details of any student with another party 

without their prior written permission from the student. (Your club will need to keep a 

record of this agreement.  E-mail is not sufficient). *Please follow this link for further details   

https://www.dur.ac.uk/ig/policies/dppolicy/  

mailto:Sponsorship.experiencedurham@durham.co.uk
mailto:laura.smith@durham.ac.uk
https://www.dur.ac.uk/ig/policies/dppolicy/
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3 You cannot agree to send promotional material from a sponsor to any student without 

prior written permission from the student. This would include e-mails about 

recruitment days, jobs etc.   

3.1 Please be aware you are not to share any email or contact details of DSO or staff 

member to a third party without their written consent. This would include sharing it 

with a sponsor, donor, friend or parent. Once receiving their written consent, you are 

obliged to retain a copy of this.  

3.2 Best practice is to BCC emails, so that mass mailing lists cannot be seen.  

*Guidance of how to draft a letter to get student permissions, is provided at the end of this document.  

4 Please be aware that sponsorships which offer logo on kit, should take into account the 

cost of the logo on the kit.  In most cases, sponsors will request that they approve the 

use of their logo prior to you displaying or printing it. 

4.1 Also note, you will not be able to use kit with a sponsor’s logo when your club/ society 

is no longer in a sponsorship contract with them.  

5 It should be clear in your sponsorship proposal whether the sponsor is an exclusive 

sponsor of a team or event, or if you may seek additional sponsorships. 
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3. Best Practice 

Below are guidelines for best practice when applying for Sponsorship.   

In the main, sponsorship has come from companies wanting to recruit Durham University 

students.  With this in mind, managing the relationship with the sponsor is imperative; this 

may influence the relationship the company may have with Durham in the future, and may 

have an impact on the employability of future students.   The person managing the 

relationship is marketing both themselves and the University, to the recruiting firm.  Should 

the contract and relationship be well managed, it can influence any potential future 

application to this firm although it could also potentially damage relationships and 

opportunities.  

Points to consider:  

1. Before approaching a sponsor, take the time to research the company, understand 

what they would like to achieve from sponsorship before drafting a proposal to 

them.  Consider points such as brand awareness, marketing, social responsibility etc. 

2. Do not use a standard sponsorship proposal to send to multiple companies; they do 

share details with each other and this is not a professional way to approach a 

sponsor. Tailor your sponsorship proposal to meet the company’s Key Performance 

Indicators (KPIs), and ensure you only target companies that match your clubs profile or 

what you can offer them.  Think of what would fit with your club or society:  Think 

beyond the obvious, as you will be in competition with all other clubs and societies 

within the University, along with the University itself.  Other potential sponsors to 

consider may be:   

 Tourist Boards (if you have a community scheme, or involve the local 

community)  

 Club/societies current insurance companies, or suppliers 

 Suppliers for the club/society: What does your club purchase and what do your 

member’s purchase? 
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3. Asset Audit:  When approaching a sponsor, consider what resources your club or 

society has to enable the company to achieve their KPI’s: Typical assets would be:   

 Students (what degrees your members are studying, how many members etc.). 

 Previous Sponsors:  Who has sponsored your club/society in the past and can you 

provide a positive quote/ testimonial from them to enhance your proposal. 

 Events: Does your club host an event which you could invite your sponsor to?  Or 

does your club host an event that other students other than club members attend, 

and therefore can see sponsors logo? 

 Image:  We recommend that your club/society thinks hard about its values and 

images.  For example what does your club represent and what value does this have 

for sponsors?  Use the “Durham Difference”, the history of the club/society, any 

publicity it may attract etc. 

 Branding:  What can you brand?  Kit, venue, equipment.  Note, there is a cost to this 

if your sponsorship is only for one year. 

 Team Building Days.  Can your club/society do something with other societies to 

increase numbers?  This will raise awareness and profile of your sponsor. 

 Durham University Sport/ Durham University All proposals should stress that 

Durham University and Experience Durham (Team Durham 2nd in BUCS) is an asset in 

its own right and will help in ensuring good servicing. 

4. Be aware of any sponsorship that the company may have done in the past, and 

mention them in your proposal.  Acknowledge existing sponsorships of other clubs or 

societies. 

5. Ensure you write a report on how the sponsorship is progressing, including snapshots of 

logo on website, or kit. 

6. Ensure you keep a copy of your contract and ensure you spend the sponsorship 

allocated on what you proposed.  You should be able to evidence this, should the 

company or Durham University request this. 
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7. When deciding what amount to request consider any costs you may incur as a 

club.  The cost of placing logo on a kit, printing of pamphlets etc.  It should be clear in 

your contract what will be covered by the sponsorship amount, and what will be an 

additional cost to the sponsor. 

8. Keep records of all correspondence with your sponsor.   

9. Once you have sent out a proposal, be sure to check your e-mails regularly, and follow 

up on all correspondence sent. 
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4. Potential Targets for Sponsorship 

In the first instance the club can approach potential sponsors and pitch for their 

sponsorship, all current sponsors can be found via the following link and it is requested you 

contact the Experience Durham Sponsorship Office prior to approaching these companies  

https://www.teamdurham.com/about/partners/sponsors/  

Furthermore, please bear in mind that the following are classed as “caution” subjects and 

are highly unlikely to be successful sponsors under the current university policies: 

 Tobacco 

 Alcohol 

 Arms 

 Pornography 

 Gambling 

 Food or drink supplements 

 Financial service companies for example financial apps, payment services etc.  

 

No DSO will be permitted to obtain sponsorship from an alcohol sponsor or bar.  Should you 

have any further queries regarding this, please do not hesitate to contact Experience 

Durham Sponsorship for advice (sponsorship.experiencedurham@durham.ac.uk ) 

 

Should you wish to obtain sponsorship with any of the following, please ensure you liaise 

with Experience Durham prior to contact:  

https://www.teamdurham.com/about/partners/sponsors/
mailto:sponsorship.experiencedurham@durham.ac.uk
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PwC    Accenture    Deloitte  

Clifford Chance   Teach First    Armed Forces    

Any student accommodation companies     

 

5.1 Team Durham Clubs  
 

1. Carry out an asset audit of your club– establish what you have to offer.   

2. Look for companies that are relevant to your club, paying attention to the advice given 

in section 4. 

3. Carry out research on companies in order to tailor your sponsorship proposal 

specifically to them. 

4. Draft a sponsorship proposal, followed by:  

4.1 Attend a sponsorship drop in clinic (schedule attached) to discuss in the first 

instance. This is the preferred option.  

4.2 Alternatively, queries can be sent directly to 

sponsorship.experiencedurham@durham.ac.uk  

5. Once an agreement has been reached with your sponsor, a contract should be drawn 

up using the templates provided. Please ensure: 

5.1 The effective date is correct.  

5.2 The company name written within the contract is the full registered name of the 

sponsor.  

5.3 The correct statement within point 1.3 of the contract terms is selected and other 

statements are duly removed.  

5.4 The contract duration within point 3.1 of the contract is correct i.e. 1 year, 2 years 

etc.  

5.5 Schedule 1: includes the club/ society full name.  

5.6 Schedule 2: includes a full comprehensive overview of the benefits provided to the 

sponsor. 

mailto:sponsorship.experiencedurham@durham.ac.uk
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5.7 Schedule 3: agreed payment amount and VAT status to be clearly noted.  

5.8 Schedule 4: a logo provided by the sponsor should be placed here.  

 

6. Please send your completed, unsigned agreement to 

sponsorship.experiencedurham@durham.ac.uk in order for it be to checked and in turn 

forwarded to Legal Services for final approval and signatures.  

7. Legal will post signed contracts to your sponsor for counter signature (please ensure 

the appropriate contact name and full address of your sponsor is provided).  

8. Once signed contracts have been returned to Legal Services, Experience Durham will 

email clubs with confirmation and we will invoice the sponsors.  

9. Once the funds have been received by the university, your club will be informed and 

the funds transferred into the appropriate DSO bank account.  

10. The club is responsible for ensuring that the terms of the contract are met and a report 

including supporting evidence should be submitted at the end of each term to 

sponsorship.experiencedurham@durham.ac.uk  

 

Please note:   

1. Experience Durham Sponsorship Team target a 4 working day turn (after receiving 

the contract), for checking and processing documentation and they will be sent to 

Legal Services every Tuesday and Thursday. Please note, this process can take longer 

if you have not attended a sponsorship clinic.   

2. Legal Services target a 10 working day turn around, providing the contract is not 

complex and there are no queries.  

3. Sponsorship Clinics will be offered weekly 3 - 5pm, alternating Tuesday and Thursday 

between the Palatine Centre and Maiden Castle (please see schedule attached).  

 

 

 

 

 

mailto:sponsorship.experiencedurham@durham.ac.uk
mailto:sponsorship.experiencedurham@durham.ac.uk
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5.2 Music, Drama & Volunteering  

 

1. Carry out an asset audit of your society – establish what you have to offer.   

2. Look for companies that are relevant to your society, paying attention to the advice 

given in section 4. 

*Please note – A local business such as a florist etc will still fall under the ‘company’ and similar 

contractual procedures are necessary.  

3. Carry out research on companies in order to tailor your sponsorship proposal 

specifically to them. 

4. Draft a sponsorship proposal, followed by:  

4.1 Attend a sponsorship drop in clinic (schedule attached) to discuss in the first 

instance. This is the preferred option.  

4.2 Alternatively, queries can be sent directly to 

sponsorship.experiencedurham@durham.ac.uk  

5. Once an agreement has been reached with your sponsor, a contract should be drawn 

up using the templates provided. Please ensure: 

5.1 The effective date is correct.  

5.2 The company name written within the contract is the full registered name of the 

sponsor.  

5.3 The correct statement within point 1.3 of the contract terms is selected and 

other statements are duly removed.  

5.4 The contract duration within point 3.1 of the contract is correct i.e. 1 year, 2 

years etc.  

5.5 Schedule 1: includes the club/ society full name.  

5.6 Schedule 2: includes a full comprehensive overview of the benefits provided to 

the sponsor. 

5.7 Schedule 3: agreed payment amount and VAT status to be clearly noted.  

mailto:sponsorship.experiencedurham@durham.ac.uk
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5.8 Schedule 4: a logo provided by the sponsor should be placed here.  

 

6. All formatting and wording should be checked by the Music and/or Theatre 

Sabbatical Officer who themselves should keep a log of and process update of your 

sponsorship status.  

7. Music/ Theatre Sabbatical Officers to forward all finalised contracts to 

sponsorship.experiencedurham@durham.ac.uk our team will log them also and send 

to our Legal team according to priority.  

8. Legal will post signed contracts to your sponsor for counter signature (please ensure 

the appropriate contact name and full address of your sponsor is provided).  

9. Once signed contracts have been returned to Legal Services, Experience Durham will 

email societies with confirmation and we will invoice the sponsors. Once the funds 

have been received by the university, your society will be informed and the funds 

transferred into the appropriate DSO bank account.  

10. The society is responsible for ensuring that the terms of the contract are met and a 

report including supporting evidence should be submitted at the end of each term to 

sponsorship.experiencedurham@durham.ac.uk  

 

Please note:   

1. Experience Durham Sponsorship Team target a 4 working day turn (after receiving 

the contract), for checking and processing documentation and they will be sent to 

Legal Services every Tuesday and Thursday. Please note, this process can take longer 

if you have not attended a sponsorship clinic.   

2. Legal Services target a 10 working day turn around, providing the contract is not 

complex and there are no queries.  

3. Sponsorship Clinics will be offered weekly 3 - 5pm, alternating Tuesday and Thursday 

between the Palatine Centre and Maiden Castle (please see schedule attached).  

 

 

mailto:sponsorship.experiencedurham@durham.ac.uk
mailto:sponsorship.experiencedurham@durham.ac.uk
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5.     Sponsorship Clinics You can book a 15 minute appointment slot in 
advance at either venue via 
sponsorship.experiencedurham@durham.ac.uk  

 

Dates to be confirmed for 2018 – 19  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

mailto:sponsorship.experiencedurham@durham.ac.uk
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Appendix 1:  Student Permission – Draft Letter  
 
 
Dear [INSERT STUDENT NAME],   
 
To ensure we always do what we are supposed to, you should ensure that you have obtained 

prior permission from individuals to use their details for specific purposes—please see below 

for an example of where a tick box should be added to all such forms: 

 

By ticking this box [   ] I agree that [SOCIETY/ CLUB NAME] on behalf of Durham University 

may contact me by email from time to time using the contact details provided above for the 

following reasons:  

 

o Administrative purposes in regards to any memberships/events/activities you may 

be involved in; 

o To keep you informed of any upcoming [SOCIETY/ CLUB NAME] /Durham University 

events/societies/activities that we feel may be of interest to you; and 

o On occasion to send you marketing information on behalf of third party sponsors 

informing you of products/services/events we feel may be of interest to you. 

 

Please be aware you are not to share any e-mail or contact details of a DSO or staff member 

to a third party without their written consent.  This would include sharing it with a sponsor, 

donor, friend or parent.  Once receiving their written consent, you are obliged to retain a 

copy of this. 

 

Best wishes,  

 

[INSERT NAME, CLUB & POSITION] 

 

*Please note Best practice is to BCC emails, so that mass mailing lists cannot be seen. 
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