
Request for Sponsorship 

Date: [Insert Date] 

[Sponsor's Name] 

[Sponsor's Title] 

[Company/Organization Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Sponsor's Name], 

I hope this message finds you well. My name is [Your Name], and I am [Your Position/Title] at 

[Your Institution/Organization]. I am writing to formally request your sponsorship for my 

participation in the upcoming [Conference Name], scheduled to take place on [Conference 

Dates] at [Location]. 

This conference focuses on [Brief Description of Conference Theme/Topics], and attracts a 

diverse group of participants from various fields. I am particularly interested in attending to 

[Explain the Importance of Attendance for Your Work/Projects]. 

Your sponsorship would greatly assist in covering the costs associated with registration, travel, 

and accommodation. In recognition of your support, I would be delighted to acknowledge 

[Company/Organization Name] in my presentation and any related publications, as well as share 

feedback about the conference on my professional networks. 

I appreciate your consideration of my request and would be happy to provide any additional 

information you may need. Thank you for considering supporting professional development and 

engagement in the academic community. 

Looking forward to your positive response. 

Best regards, 

[Your Name] 

[Your Position/Title] 

[Your Institution/Organization] 

[Your Email Address] 



[Your Phone Number] 


