
Request for Sponsorship 

[Your Name] 

[Your Position] 

[Your Organization] 

[Organization Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Sponsor's Name] 

[Sponsor's Position] 

[Sponsor's Organization] 

[Sponsor's Organization Address] 

[City, State, Zip Code] 

Dear [Sponsor's Name], 

I hope this letter finds you well. I am writing to seek your support for the upcoming [Name of 

Conference], scheduled for [Date] at [Location]. This educational conference will bring together 

professionals and students in the field of [Field of Study] to exchange knowledge, ideas, and best 

practices. 

Our conference aims to [Briefly describe the purpose and goals of the conference]. We anticipate 

over [Number of Attendees] participants, including [List types of attendees, e.g., educators, 

industry professionals, students]. Your support would not only contribute to the success of this 

event but also demonstrate your commitment to advancing education in our community. 

We are seeking sponsorship of [Specify amount or type of sponsorship]. In return for your 

generous support, we would be pleased to offer [List benefits, e.g., branding opportunities, 

acknowledgment during the event, free tickets]. 



We would be grateful for the opportunity to discuss this sponsorship with you further. I will 

follow up with you on [Date] to see if we can arrange a time to talk. Thank you for considering 

this opportunity to support [Name of Conference]. 

Warm regards, 

[Your Name] 

[Your Position] 

[Your Organization] 


