
Logistical Support Request for Conference 

Sponsors 

Your Name 

Your Position 

Your Organization 

Your Address 

Email: your.email@example.com 

Phone: (123) 456-7890 

Date: [Insert Date]  

Dear [Sponsor Name], 

I hope this message finds you well. As we prepare for the upcoming [Conference Name] 

scheduled for [Dates] at [Location], we are reaching out to request your support in providing 

logistical assistance to enhance the experience for all attendees. 

Your sponsorship has been invaluable, and we believe that by collaborating on the logistical 

aspects, we can deliver an exceptional conference. We would appreciate your assistance in the 

following areas: 

• Venue setup and layout 

• Audio/visual equipment rental 

• Transportation arrangements for speakers and attendees 

• Catering services for meal provisions 

• Registration and welcome desk management 

We are confident that your expertise will greatly contribute to the success of this event. We 

would love to set up a meeting to discuss this further at your earliest convenience. 

Thank you for considering our request. We look forward to your positive response. 

Warm regards, 

[Your Name] 

[Your Position] 

[Your Organization] 


