
Reminder: Pending Sponsorship Agreement 

Dear [Recipient's Name], 

I hope this message finds you well. We are reaching out to remind you about the pending 

sponsorship agreement for the upcoming educational event, [Event Name], scheduled for [Event 

Date]. 

Your support is crucial in making this event a success, and we are eager to finalize the agreement 

at your earliest convenience. Please let us know if you have any questions or need any additional 

information. 

Thank you for your attention to this matter. We look forward to your prompt response. 

Best regards, 

[Your Name]  

[Your Position]  

[Your Organization]  

[Your Contact Information] 


