
Subject: Sponsorship Request for Annual 

Gala Event 

Dear [Sponsor's Name], 

I hope this message finds you well. My name is [Your Name], and I am the [Your Position] at 

[Your Organization]. We are excited to announce our upcoming Annual Gala Event, scheduled 

for [Date] at [Location]. This event aims to [brief description of the event's purpose and goals]. 

As a valued leader in our community, we would be honored to have [Sponsor's Company] as one 

of our key sponsors. Your support will not only enhance our event but also demonstrate your 

commitment to [mention relevant community issue or cause]. 

We offer several sponsorship levels, including [list main sponsorship levels, e.g., Platinum, 

Gold, Silver], each providing unique benefits such as [briefly outline benefits, e.g., logo 

placement, tickets, recognition]. We believe that partnering with us will provide significant 

visibility for your brand, given our anticipated attendance of [number] guests from various 

sectors. 

We would love the opportunity to discuss this further and explore how we can create a mutually 

beneficial partnership. Please find attached a detailed sponsorship proposal for your review. 

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

[Sponsor's Company] to make this event a success. 

Warm regards, 

[Your Name] 

[Your Position] 

[Your Organization] 

[Your Phone Number] 

[Your Email Address] 


