
Letter of Request for Hospitality Sponsorship 

Date: [Insert Date] 

[Your Name] 

[Your Title] 

[Your Organization] 

[Address Line 1] 

[Address Line 2] 

[City, State, Zip Code] 

[Recipient's Name] 

[Recipient's Title] 

[Company Name] 

[Company Address Line 1] 

[Company Address Line 2] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this letter finds you well. I am writing to you on behalf of [Your Organization], an 

organization dedicated to [briefly describe your mission or purpose]. We have an exciting 

opportunity to enhance our educational programs through a sponsorship collaboration with 

[Company Name]. 

Our upcoming program, [Name of Program], is scheduled to take place on [Date] at [Location]. 

This program aims to [describe the goals and target audience of the program]. We anticipate 

engaging [number] participants, including [describe the demographic of attendees]. 

We are seeking your esteemed organization as a hospitality sponsor to help us provide [specific 

needs: meals, refreshments, venue, etc.]. In return, we offer [describe benefits: logo placement, 

recognition at the event, promotional opportunities, etc.]. 

We believe that a partnership with [Company Name] will not only benefit our program but will 

also align with your commitment to [mention any relevant values or initiatives of the company]. 

We would be grateful for the opportunity to discuss this sponsorship further. Please feel free to 

reach out to me at [Your Phone Number] or [Your Email Address]. Thank you for considering 

our request, and we look forward to the possibility of partnering with [Company Name]. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Organization] 


