
Request for Sponsorship 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Organization] 

[Organization Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Recipient's Name] 

[Recipient's Position] 

[Business Name] 

[Business Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this letter finds you well. My name is [Your Name], and I am the [Your Position] at [Your 

Organization]. We are currently planning [describe event or initiative], scheduled for [date or 

timeframe]. This event aims to [briefly explain the purpose and goals]. 

To make this event successful, we are seeking sponsorship from esteemed local businesses like 

yours. We believe that your involvement would not only enrich the event but also provide 

valuable exposure for your brand to our community members. 

We would be grateful if [Business Name] could consider sponsoring [specific aspect, e.g., 

refreshments, prizes, etc.], and in return, we offer [describe benefits, e.g., logo placement, 

promotional opportunities, etc.]. 

We would love the opportunity to discuss this proposal further with you. Please feel free to reach 

out to me directly at [your phone number] or [your email address]. Thank you for considering 

this opportunity to support our community. 



Warm regards, 

[Your Name] 

[Your Position] 

[Your Organization] 


