
Request for Sponsorship 

[Your Name] 

[Your Position] 

[Your Company] 

[Company Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Sponsor's Name] 

[Sponsor's Position] 

[Sponsor's Company] 

[Sponsor's Company Address] 

[City, State, Zip Code] 

Dear [Sponsor's Name], 

I hope this message finds you well. I am writing to invite [Sponsor's Company] to be a sponsor 

for the grand opening of our new satellite office on [Date] at [Location]. 

This new office represents a significant milestone for our company as we aim to expand our 

services and reach more clients in [Region/Area]. The grand opening event will be an excellent 

opportunity for local businesses to network and for partners to showcase their support for our 

community initiatives. 

We are seeking sponsorship to help make this event memorable and successful. In return for your 

support, we would be pleased to offer the following benefits: [List benefits, such as logo 

placement, promotional opportunities, etc.]. 

Your partnership would not only aid us in executing a successful event, but also enhance your 

visibility within the community and strengthen our ongoing relationship. 



We would greatly appreciate the opportunity to discuss this sponsorship with you further. Please 

feel free to contact me at [Your Phone Number] or [Your Email Address]. Thank you for 

considering our request. We look forward to the possibility of collaborating with you for this 

exciting occasion. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 


