
Request for Sponsorship 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Company Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Recipient Name] 

[Recipient Position] 

[Recipient Company Name] 

[Recipient Company Address] 

[City, State, Zip Code] 

Dear [Recipient Name], 

I am reaching out to you on behalf of [Your Company Name] to request your sponsorship for our 

upcoming business conference, [Conference Name], scheduled to take place on [Conference 

Date] in [Location]. This event aims to bring together industry leaders, innovators, and decision-

makers to discuss [briefly describe the conference theme and objectives]. 

As a prominent player in [recipient's industry], your involvement would greatly enhance the 

experience and quality of our conference. We offer several sponsorship levels, each tailored to 

provide significant visibility and engagement opportunities with our attendees. 

We would be honored to have your support and are happy to discuss the benefits and recognition 

associated with each sponsorship level at your earliest convenience. Thank you for considering 

this opportunity to showcase your commitment to [industry/community]. 

Looking forward to your positive response. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company Name] 


