
Letter of Introduction for Event Memorabilia 

Sponsorship 

Date: [Insert Date] 

[Your Name] 

[Your Title] 

[Your Organization] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Recipient's Name] 

[Recipient's Title] 

[Recipient's Organization] 

[Recipient's Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

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

Organization]. We are excited to announce our upcoming event, [Event Name], scheduled for 

[Event Date]. This event aims to [briefly describe the purpose of the event]. 

As part of this event, we are offering exclusive memorabilia items that celebrate our festivities 

and support [specific cause or purpose]. We believe that your organization aligns perfectly with 

our vision and values, and we would love to discuss an opportunity for sponsorship. 

We anticipate a large turnout of attendees, including [mention expected audience], and your 

sponsorship would not only enhance the experience but also provide valuable exposure for 

[Recipient's Organization]. We are committed to promoting our sponsors throughout the event 

and in our marketing materials. 

Please let me know a suitable time for us to discuss this exciting opportunity further. Thank you 

for considering our invitation to partner with us in making [Event Name] a memorable 

experience. We look forward to the possibility of working together. 

Warm regards, 

[Your Signature (if sending a hard copy)] 

[Your Name] 

[Your Title] 

[Your Organization] 


