
Request for Sponsorship 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Library Name] 

[Library Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

Dear [Sponsor's Name], 

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

[Library Name]. We are excited to announce our upcoming Guest Speaker Series, which aims to 

engage our community with influential voices from various fields. 

This year, we are seeking sponsorship to help us bring in speakers who will inspire and educate 

our attendees. The series will take place on [Insert Dates] and will feature topics ranging from 

[List Topics]. We believe your organization aligns with our mission to foster a love for learning 

and provide valuable resources to our community. 

We would be grateful for your support in the form of a sponsorship. Your contribution will assist 

us in covering speaker fees, promotional materials, and refreshments for our guests. We offer 

various sponsorship levels, which include recognition in our printed materials, social media 

shout-outs, and opportunities for engagement with attendees. 

We would love to discuss this partnership further and explore how we can acknowledge your 

support. Please feel free to contact me at [Your Phone Number] or [Your Email Address] to 

arrange a convenient time for a conversation. 

Thank you for considering our request. We look forward to the possibility of partnering with 

[Sponsor's Organization Name] and hope to hear from you soon. 

Sincerely, 

[Your Name] 



[Your Position] 

[Library Name] 


