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       GUIDELINES FOR THE ONTARIO MATHEMATICS OLYMPICS


SECTION 10 - SPONSORS/AWARDS

Role and Responsibilities:

This group is responsible for: securing sponsorship from local and/or provincial businesses and publishers, the arrangement of awards for participants, and the acquisition of gifts for coaches. The donations from sponsors can be monetary in nature, or product (e.g., items for gift bags) and/or service(e.g., photocopying).
Timeline and Duties:

	Timeline


	Duties

	1 year before
	· Obtain list of sponsors from previous year's host.

· Brainstorm list of possible local and provincial sponsors (publishers, educational material suppliers, local companies).
· Brainstorm possible items for gift bags. 

· Along with Facilities Committee, ensure that there is an appropriate space for the awards ceremony.

	10-11 months before
	· draft letters for contacting sponsors (See Appendix 10.A)

	9 months before
	· Send out letters to possible sponsors.
· Approach a copying place or office supply store to sponsor in terms of copying and donation of paper for copying contests, schedules, etc. and/or certificates.

	7 months before
	· Follow up on possible sponsors that have not responded.
· Contact educational material suppliers and publishers personally (via e-mail or phone). 

	6 months before
	· Consider having awards such as “Most Cooperative Team”, “Most Team Spirit”, “Best Chant”.
· Determine type of award given for above (if applicable) (e.g., medal, certificate, prize item)

	4 months before 
	· Forward any monetary donations to Finance Chair.

	3 months before
	· Purchase or acquire bags donated to use as gift bags

· Consider coach's gift (e.g., deck of cards, Math Survival Guide book, travel mug) for their gift bag

· Confirm donations promised.

· Give all collected monetary donations to Finance Chair.

· In conjunction with all chairs, decide on the format of the awards ceremony.

· Select a Master of Ceremonies for the awards ceremony (preferably bilingual).

· In conjunction with the Facilities Committee, ensure all required audio-visual equipment for awards ceremony is available.

	2 months before
	· Determine which donated items are appropriate for student gift bags (e.g., “I Love Math” pencils, pens, rulers, manipulatives, calculators, books, keychains, cards).
· Co-ordinate ordering of t-shirts for students with Promotions Chair. Some suppliers need 6 weeks turn around, others only need days.

· Order medals (not plaques) for top 3 teams (Gold, Silver, Bronze; 4 of each
· Create a template for a Certificate of Participation for each student. (See Appendix 10.B)
· In conjunction with the Promotions Committee, have posters created to highlight key sponsors for the event.  These posters will be put on display during OAME/AOEM provincial conference and the OMO event.  Considering creating a flyer-sized version to include in gift bags of students and coaches. (See Appendix 10.D for sample.)  You might also decide to create a program similar to Appendix 10.E.

	1 month before
	· Organize getting trophy from previous years’ winning team.
· Take inventory of all awards (i.e., medals picked up, trophy tracked down, etc.)
· Draft thank you letters or purchase thank you cards that will be sent to sponsors after the event

	2-3 weeks before
	· Print Certificates of Participation.
· Print any special awards (see 6 months before).
· Assemble gift bags for coaches and students (include schedule and map from Registration Committee/ Facilities Chair.
· Pick up t-shirts.
· Meet with the Master of Ceremonies.  (Create a rough outline of script, if required.)

	Friday of event
	· Ensure that any sponsorship banners are displayed and gift bags are ready to give out.

	Saturday of event
	· Organize awards ceremony and awards presentations. (Note: The engraving of the trophy plate will occur later.  The winning chapter is responsible for getting the engraving done and incurring the cost.)

	Within 90 days of the event
	· In conjunction with OMO Chair and Volunteers Committee, send thanks to all sponsors.  


Appendices:

Appendix 10.A:  Letter requesting sponsorship/donations. 

Appendix 10.B:  Sponsorship confirmation
Appendix 10.C: Sample certificate of participation for each student.



Appendix 10.D:  Sample flyer acknowledging sponsors.

Appendix 10.E:  Sample Math Olympics Program
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