
Subject: Sponsorship Inquiry for [Event 

Name] 

[Your Name] 

[Your Position] 

[Your Organization] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient Name] 

[Recipient Position] 

[Recipient Organization] 

[Recipient Address] 

[City, State, Zip Code] 

Dear [Recipient Name], 

We are excited to announce that [Event Name], a [brief description of the event], will be held on 

[date] at [location]. This event aims to [state purpose of event], and we expect to attract [number] 

participants from [describe audience]. 

We are seeking sponsorship to help make this event successful, and we would love to partner 

with [Recipient Organization]. As a sponsor, your organization will receive significant exposure 

through [list benefits e.g., logos on promotional materials, booth space, etc.]. 

We have various sponsorship levels available, and we would be thrilled to discuss how we can 

tailor a partnership that aligns with your marketing goals. I have attached our sponsorship 

proposal for your review. 



Thank you for considering this opportunity to partner with us. I look forward to the possibility of 

working together to make [Event Name] a great success. Please feel free to contact me at [your 

phone number] or [your email address] should you have any questions or require further 

information. 

Warm regards, 

[Your Name] 

[Your Position] 

[Your Organization] 


