
Dear [Sponsor's Name], 

We hope this message finds you well. We are reaching out to express our sincere gratitude for 

your support as a confirmed sponsor for our upcoming event, [Event Name], on [Event Date]. 

Your contribution plays a crucial role in making this event a success. 

As we finalize the details, we want to ensure that you are kept in the loop regarding the event's 

developments. Here are a few key points: 

• Event Details: [Include brief event details] 

• Sponsor Recognition: [Outline how the sponsor will be recognized] 

• Logistics: [Mention any logistical information or requirements] 

We will also be hosting a pre-event meeting on [Date] to discuss the event flow and answer any 

questions you may have. We would love for you to join us. 

Please feel free to reach out with any inquiries or additional requests. Once again, thank you for 

your generous support. Together, we look forward to creating an impactful event. 

Best regards, 

[Your Name]  

[Your Position]  

[Your Organization]  

[Your Contact Information] 


