
Request for Sponsorship 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Organization] 

[Your Address] 

[City, State, Zip Code] 

[Your Email] 

[Your 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 message finds you well. I am writing to request your support as a sponsor for our 

upcoming silent auction at the [Name of Conference] scheduled for [Date] at [Location]. This 

event aims to [briefly describe the purpose of the auction and the conference]. 

We believe that your organization would be a perfect fit as a sponsor, and your support would 

greatly impact our ability to [mention the specific goals or benefits of the conference and 

auction]. In return for your sponsorship, we are pleased to offer [list any benefits for the sponsor, 

such as logo placement, complimentary tickets, etc.]. 

We would be grateful for any contributions you could make, whether it be a monetary 

sponsorship or a donation of items for the auction. Your partnership would not only help ensure 

the success of this event but also promote your organization within our community. 

Thank you for considering this opportunity to support [Organization or Cause]. Please feel free 

to reach out to me via email or phone if you have any questions or require further information. I 

look forward to the possibility of partnering with you for this meaningful event. 

Warm regards, 

[Your Name] 

[Your Position] 

[Your Organization] 


