
Request for Sponsorship 

[Your Name] 

[Your Position] 

[Your Organization] 

[Organization Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient Name] 

[Recipient Title] 

[Recipient Company/Organization] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient Name], 

We are excited to announce the upcoming [Event Name], a commemorative event dedicated to 

[briefly state the purpose of the event]. The event is scheduled for [event date] at [event 

location], and we expect attendance from [expected number of attendees] various stakeholders, 

including community leaders, local businesses, and media representatives. 

We believe that your organization aligns perfectly with the values that this event represents. We 

would like to invite [Recipient Company/Organization] to become a sponsor of this significant 

event. Sponsorship will not only provide recognition but also help [mention specific benefits to 

the recipients' organization]. 

As a sponsor, you will receive the following benefits: 

• Logo placement on all promotional materials 

• Complimentary tickets to the event 

• Recognition during the event 



• Opportunities for networking with key figures 

We would be thrilled to discuss the sponsorship levels and how we can tailor a partnership that 

works best for your organization. Thank you for considering our proposal. We hope to hear from 

you soon to discuss this opportunity in more detail. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Organization] 


