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Congratulations and Thank You for Hosting an Ontario Sailing Event! 

Increasingly, events are becoming larger and somewhat more costly in terms of resources required to host an Ontario Sailing event.  This guide can help.  Event hosting is one of the most important services that Ontario’s yacht clubs and sailing schools offer the developing athletes in the sport.  Without the dedicated support of event staff and volunteers, Ontario will not continue to develop the national calibre of sailors that it currently produces.

There are many documents regarding event management and race committee work.  When hosting Ontario Sailing events, I strongly encourage you to consult and follow the appropriate guides.  They offer tips and advice from the experts to make your event run smoothly and safely.

This Ontario Sailing Sponsorship and Media Guide is meant to help you plan and coordinate the opportunities that complement a successful Ontario Sailing event.  The guide is written as a single unit since many of the activities between sponsorship and media align well and can often be led by one person.

The marketing and sponsorship components are often overlooked due to limited resources, a feeling of “no one in the media or business community is interested in the sport of sailing”, and not knowing where to start getting attention and support for an event.  This guide will address all three issues.

I wish you the best of luck as you plan your event and remember: we’re here to help.  Visit OntarioSailing.ca to learn more and connect with the resources you need.

See you on the water,

Tim Bishop

Marketing@OntarioSailing.ca 

Vice President, Marketing

Ontario Sailing

Timeline

Get started now!  Whatever event you’re running, it takes more time than you think to get a great event prepared.  So why wait – start thinking about your event today!

Here’s a rough timeline that will help you get started on a typical process.  Note this is a general timeline with detailed information to follow.

Winter-Spring

· Collect active and interested members of your club.  Start with your contacts within the club and members of youth or racing committees.  

· Do not rely on these people exclusively – they are likely already volunteering a lot of time.  

· These people may know of others who want to get involved:

· ask around to fellow members

· post signs at the club

· write a letter to the editor asking for help in your club newsletter.  

· Hold monthly meetings at your club or other convenient location where specific duties and action items are established and discussed, including the creation of:

· Media Leader:  This person should have public speaking experience and be comfortable and available to speak on the sport of sailing, racing events and local club activities throughout the year

· This person should:

· begin to build local media lists

· start promoting the event on the club website or on www.OntarioSailing.ca 

· start a committee of interested & committed volunteers who can assist

· Sponsorship Leader:  This person should have local or personal business contacts or be able to generate them and be available to follow-up with supporters

· This person should:

· begin to build local business lists to target

· start promoting the event on the club website or on www.OntarioSailing.ca and send business contacts to the site 

· start a committee of interested & committed volunteers who can assist

Spring-Summer

· Media Committee:

· Continue building media contacts:

· Construct a media list, which includes the daily, weekly and/or community newspapers, magazines, radio stations and television stations in your area. The list should also contain the name of the media contact, title, address, phone and fax numbers as well as the deadlines for submissions.  Use the internet, phonebook and browse local publications and television stations to locate news media in your area. http://www.mondotimes.com/1/world/ca/61 for a listing of Ontario local media

· Prepare & post large, portable, waterproof signage for event (cardboard gets wet, falls over, ink runs and you have no signage!) to ease athlete and media traffic to the event 


· Promotion of event with own club members through club newsletter or website 

· Contact Ontario Sailing for assistance with media promotion if needed

· It is imperative that Media coverage is obtained for each and every event, therefore Ontario Sailing requests organizers to submit lists of media releases and contacts made for the event on a monthly basis 

· Develop and publish on web site a list of hotels, residences for sailors, restaurants, local marine stores and any other pertinent local information

· Post NOR on club and Ontario Sailing web sites

· Post amendments on club and Ontario Sailing web sites

· Sponsorship Committee: 

· Continue building business contacts and prepare letters requesting product or monetary support for the event

· Post the letters on the club website or on www.OntarioSailing.ca
· Deliver letters in person by members of your committee to local and interested businesses and speak with the location manager.  Often large companies are not able to donate – local businesses are much more likely to assist, especially if at the last minute

· Collect donations and promotional material (to showcase the support at the event) for athletes, coaches, RC and volunteers:

· Food to be eaten at event

· Clothing as a keepsake (sponsors for printing, shipping, etc)

· Material support (marks, lines, gas, staff, etc)

Shortly Preceding the Event

· Media Committee:

· Send final media release to prepared media contacts

· Post traffic direction signs to get media to the event easily

· Prepare stories about local athletes for media snippets

· Sponsorship Committee: 

· Collect final donations and post promotional banners, flyers, etc

· Invite sponsors to the event to see their donations in action, especially for larger sponsors


During & After the Event

· Media Committee:

· Ensure the media has everything they need, including refreshments, on-water access, results and athlete participation with interviews

· Post results on club and www.OntarioSailing.ca web sites

· Send results immediately to all media after the awards ceremony

· Sponsorship Committee: 

· Follow-up and thank sponsors with photos, notes, etc from the event and how their donation made the event better

· Remove and return banners, etc as required

Highlight added value, such as media exposure that was gained as a result of sponsor participation

Communication Tools

The News Release

The most simple and effective way to relay information to the media is through a news release that is SHORT, COMPELLING and RELEVANT NOW.  If your news release does not contain these characteristics, most media will not attend the event.  Without a News Release, the media won’t know there’s an event to cover.  

Composition

To ensure you have a story worth telling, bring attention in your news release to:

· Any aspect of the regatta that is new, a first, or unique that could interest consumers of the particular media

· Local attendees

· The profile of the event, such as provincial or local championships

· Top competitors and their accomplishments

· Number of participants

· History of the event and past winners and how it benefited their sailing careers

· Availability of VERY dry and stable media boats to provide easy access to the race course(s) for photo/film opportunities or sailor's interviews between races

· Contact information where you can be reached at any time before, during or after the event

Timing

Be strategic with your news releases.  Often, the media will cover an event just before, during and just after an event.  Therefore, the following guidelines may be helpful when planning when to send the releases and what to include:

1. One week prior:  information about what is expected for the event, local and distant competitors, quotations from regatta organizers etc

2. During the event:  news releases may cover results, close racing stories and brief bios and quotations from leading competitors 

3. Day after the event:  final results and coverage of winners, sportsmanship awards, how local athletes faired and what events are next on the circuit.

Sample News Release
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For immediate release 



Attention: Sports Editor

July 10, 2005 




Contact: Mike Smith 555-555-5555
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SMALL LAKE YACHT CLUB CHAMPIONSHIP 

Local Sailor Faces Tough Battle this Weekend to Beat Ontario’s Best

Anytown, Ontario

Julie Birch continues final preparations into this weekend’s local sailing Club Championships.  It’s been four months of dedicated training this year and Birch is encouraged by last weekend’s impressive results at the Ontario Provincial Championships.   

Sixty five competitors are expected to descend on Anytown’s Small Lake Yacht Club to battle for the Club Championship, now in its seventh year.  

The schedule calls for seven races over the weekend and will be visible from areas all around small lake with best views from Long Beach and Turtle Island.  The event is hosted and organized by the Small Lake Yacht Club, located on Redpath Lane, south of Anytown.  The club dates to 1966 when young campers at nearby Wooden Pines Camp needed a place to train young sailors.  


Dave Matthews, director of the sailing Club, said, "Small Lake Yacht Club is very proud to be hosting this event and it keeps getting larger and larger every year." 

Besides Birch, the other entries include talented Jeff Richardson from Othertown, Ontario and will be working hard to sail faster than Birch, a top competitor in the Redbird Sailboat Class.  Richardson has also done well on the Ontario regatta circuit this summer but has never sailed at Small Lake before, giving Birch a local advantage. 

"I've never been to Small Lake," he said after arriving at the event on Friday night.  "All the locals I’ve spoken to say conditions could be anything at all, so I’m ready for everything.  I’m hoping for lots of wind. I seem go have a bit of an edge when the wind comes up."  

Supporting the event for the first time this year is the Avenue Foundation which is dedicated to enriching the lives of young Ontarians.  Long-time supporters include local businesses, Services Plus, Community Maker, Jumbo Corp. and Fun Times Bikes.
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Media Requirements at Events

If nothing else, ensure all members of the media:

1. Are well informed with easy access to clear information

2. Have a person they can contact with any further questions at any time of day

3. Know where and when to arrive so as to spend as little time possible on-site

4. Are comfortable, including refreshments, prep area and convenient parking

Providing the media with access to the following items helps create a positive impression, will make it more likely to get on air or in the press and may encourage them come to your next event:

· Clear directions and signage to and within event facility

· A single media contact person who knows the event site and location of main activities and when they will be happening

· Media boats to provide easy access to the race course(s) for photo/film opportunities or sailor's interviews between races.  These boats must be VERY dry and stable. 

· Public event literature, such as posters or event guides where applicable

· Access to Official Notice Results board with copies of updates and results
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