
Request for Sponsorship 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Organization Name] 

[Organization Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

 

[Sponsor's Name] 

[Sponsor's Position] 

[Company Name] 

[Company Address] 

[City, State, Zip Code] 

 

Dear [Sponsor's Name], 

We are excited to announce that [Organization Name] will be hosting the [Event Name] on 

[Event Date] at [Event Location]. This event aims to [briefly explain the purpose of the event 

and its significance to the local community]. 

We are reaching out to seek your generous sponsorship for this event. Your support will help us 

[explain how the funds will be used, e.g., cover venue costs, provide materials, etc.]. In return for 

your sponsorship, we will ensure your company receives prominent recognition throughout the 

event, including [list potential benefits, such as logos on promotional materials, mentions during 

the event, etc.]. 



We would be honored to partner with [Company Name] for this important community event. If 

you are interested in discussing sponsorship opportunities, please feel free to contact me at [Your 

Phone Number] or [Your Email Address]. 

Thank you for considering our request. We hope to hear from you soon. 

 

Sincerely, 

[Your Name] 

[Your Position] 

[Organization Name] 


