
Funding Request Letter 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Organization] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Recipient's Name] 

[Recipient's Position] 

[Recipient's Organization] 

[Recipient's Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to seek your support for a forthcoming business 

seminar organized by [Your Organization], scheduled for [date of the seminar]. The seminar 

aims to [briefly describe the purpose and goals of the seminar]. 

To ensure the success of this event, we are looking for funding of [specific amount or range]. 

The funds will be utilized for [mention specific expenses like venue rental, materials, speakers' 

fees, etc.]. We believe that your support will significantly contribute to the success of the 

seminar and enhance the growth of our local business community. 

We are committed to recognizing our sponsors through [mention how the sponsor will be 

acknowledged, e.g., logo placement, promotional materials, etc.]. Your involvement would not 

only showcase your dedication to local businesses but also provide great visibility for your 

organization. 



Thank you for considering our request. I would be happy to discuss this opportunity further and 

provide any additional information you may need. I look forward to your positive response. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Organization] 


