
Request for Sponsorship 

Date: [Insert Date] 

[Your Name]  

[Your Address]  

[City, State, Zip]  

[Email Address]  

[Phone Number] 

[Recipient Name]  

[Recipient Title]  

[Company/Organization Name]  

[Company Address]  

[City, State, Zip] 

Dear [Recipient Name], 

I hope this message finds you well. I am writing to request your support as I prepare to attend the 

[Conference Name], taking place on [Conference Dates] in [Location]. This conference is an 

incredible opportunity for professional development, where I will gain invaluable insights and 

network with industry leaders. 

Attending this event will not only enhance my skills but also enable me to bring back new ideas 

and strategies to [mention your organization or community]. However, in order to make this trip 

possible, I am seeking sponsorship to help cover travel expenses, accommodation, and 

conference fees. 

As a sponsor, your organization's name will be prominently featured in my presentation and 

materials, providing you with visibility among fellow attendees and industry professionals. 

Additionally, I would be more than happy to [offer any other recognition or benefits you can 

provide]. 

Thank you for considering my request. I truly believe that your support could make a significant 

impact on my ability to participate. I look forward to the possibility of collaborating and 

appreciate any assistance you can provide. 

Sincerely,  

[Your Name]  

[Your Title/Position]  

[Your Organization] 


