
Letter of Sponsorship Request 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Organization] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Recipient's Name] 

[Recipient's Position] 

[Recipient's Organization] 

[Recipient's Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this letter finds you in great spirits. I am writing to request your support in the form of 

sponsorship for my participation in the upcoming [Name of Workshop], scheduled to be held on 

[Date] at [Location]. This regional workshop focuses on [brief description of the workshop 

topic], which is crucial for [explain the relevance to your organization or field]. 

My participation will not only enhance my skills but also benefit [Your Organization] by 

[explain how it will help your organization]. I am seeking a sponsorship of [amount] to cover the 

costs of registration, travel, and accommodation. 

Your support would be invaluable in allowing me to seize this opportunity for professional 

development. In return, I would be happy to acknowledge your support in [mention any 

promotional opportunities, reports, or events]. 



Thank you for considering my request. I would appreciate the opportunity to discuss this further 

and explore how we can collaboratively benefit from this workshop. I look forward to your 

positive response. 

Warm regards, 

[Your Name] 

[Your Position] 

[Your Organization] 


