
Collaboration Request for Conference 

Sponsorship 

[Your Name] 

[Your Position] 

[Your Organization] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient's Name] 

[Recipient's Position] 

[Recipient's Organization] 

[Recipient's Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. I am reaching out on behalf of [Your Organization] as we are 

in the process of organizing our upcoming conference, [Conference Name], scheduled for [Date] 

at [Location]. We expect an attendance of [number of attendees], including professionals and 

experts from [relevant industries or fields]. 

We would like to invite [Recipient's Organization] to consider partnering with us as a sponsor for 

this event. Your involvement would not only enhance the quality of our conference but also 

provide you with valuable exposure to a diverse audience, including [specific audience details]. 

As a sponsor, you will receive [list key benefits, e.g., branding opportunities, promotional 

materials, speaking opportunities, etc.], which we believe will align perfectly with your 

organization's goals. 



We would be thrilled to discuss the various sponsorship packages available and explore how we 

can work together to make this conference a success for all parties involved. Please let us know a 

suitable time for a call or meeting. 

Thank you for considering this opportunity. I look forward to your positive response. 

Warm regards, 

[Your Name] 

[Your Position] 

[Your Organization] 


