
Letter of Inquiry for 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 Company] 

[Recipient's Address] 

[City, State, Zip Code] 

Subject: Inquiry for Sponsorship of [Event Name] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to you on behalf of [Your Organization] to 

request your support as a sponsor for our upcoming celebration, [Event Name], which will be 

held on [Event Date] at [Event Location]. This event aims to [brief description of the event 

purpose and significance]. 

We believe that your organization's values align with our mission, and your sponsorship would 

not only contribute to the success of our event but also provide your brand with valuable 

exposure to our community. 

We have various sponsorship levels available, and we would be thrilled to discuss this 

opportunity to collaborate further. Enclosed are the sponsorship packages we offer for your 

review. 



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

[Recipient's Company] to make [Event Name] a memorable occasion. Please feel free to reach 

out to me at [Your Phone Number] or [Your Email Address] for any questions or further 

discussion. 

Warm regards, 

[Your Name] 

[Your Position] 

[Your Organization] 


