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 SPONSORED EVENT REPORTING TEMPLATE
The sponsored event organiser must complete this template after the event. It provides a standard record of sponsorship delivery, SADiLaR visibility, strategic relevance, reach, outputs, expenditure/accountability, and lessons for future sponsorship decisions.
1. Event Information
	Event / Conference Name
	

	Event Theme
	

	Event Type
	

	Date/s
	

	Venue / Platform
	

	Host / Organising Institution
	

	Key Contact Person
	

	Sponsorship Amount Approved
	

	Total number of participants 
	



2. SADiLaR Visibility & Brand Exposure
Document how SADiLaR was presented to participants and audiences, including opportunities to share information about SADiLaR activities and opportunities.
	Visibility opportunity
	Delivered?
[Yes / Partial / No]

	Evidence
Attach link if available

	Logo on event materials / programme
	
	

	Website / event page acknowledgement
	
	

	Social media acknowledgement / tagging
	
	

	SADiLaR presentation / speaking slot
	
	

	Exhibition / information stand
	
	

	SADiLaR materials distributed
	
	

	SADiLaR resource / project promoted
	
	

	Total participants
	
	



3. Strategic Value to SADiLaR
Briefly explain:
· How the event aligned with SADiLaR's strategic objectives.

· How it contributed to language development, digital humanities, research, innovation or related priorities.

· Any new partnerships, collaborations or opportunities generated.

4. Key Outcomes & Impact
List 1–3key outcomes resulting from the event and SADiLaR's sponsorship.
1. 
2. 
3. 
5. Challenges & Lessons Learned
· What worked well?
· What could be improved?
· Any sponsorship commitments not delivered and why?


6. Declaration
I confirm that the information provided in this report is accurate and that the sponsorship was used for the agreed purpose.
Name: __________________________
Position: _______________________
Organisation: ___________________
Signature: ______________________
Date: ___________________________

SADiLaR INTERNAL USE
Report received: __________________
Deliverables fulfilled: ☐ Yes ☐ Partially ☐ No
Strategic value demonstrated: ☐ Yes ☐ Partially ☐ No
Evidence satisfactory: ☐ Yes ☐ No
Follow-up required: ☐ Yes ☐ No
Comments/action required:


Reviewed by: ____________________
Date: ___________________________
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