
Collaboration Request for Sponsorship 

Date: [Insert Date] 

To, 

[Recipient's Name] 

[Recipient's Title] 

[Company/Organization Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you in great spirit. My name is [Your Name], and I am [Your Position] 

at [Your Institution/Organization Name]. We are excited to announce an upcoming academic 

event titled "[Event Title]," which is scheduled to take place on [Event Date] at [Event Venue]. 

This event aims to [briefly describe the purpose of the event, its significance, and expected 

outcomes]. We are expecting a diverse audience comprising [mention the target audience, e.g., 

students, faculty, industry professionals]. 

We would be honored to have [Company/Organization Name] as one of our sponsors. Your 

support would not only enhance the event but also provide valuable visibility and engagement 

opportunities for your organization in front of key stakeholders in the academic and professional 

community. 

We are looking for sponsorship in the following areas: [list areas where sponsorship is needed, 

e.g., keynote speakers, materials, refreshments]. In return, we offer [mention benefits for the 

sponsor, e.g., branding opportunities, promotional material distribution, speaking opportunities]. 

Please find attached the sponsorship proposal detailing the event and the various sponsorship 

packages available. I would love the opportunity to discuss this collaboration further and explore 

how we can work together to make this event a success. 

Thank you for considering our request, and I look forward to your positive response. 

Warm regards, 

[Your Name] 

[Your Position] 

[Your Institution/Organization Name] 

[Your Contact Information] 


