
Request for Sponsorship Collaboration 

Date: [Insert Date] 

To, 

[Recipient's Name]  

[Recipient's Position]  

[Company/Organization Name]  

[Company Address]  

[City, State, ZIP Code] 

Dear [Recipient's Name], 

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

Organization]. We are excited to announce an upcoming event, [Event Name], which aims to 

[Briefly Describe Purpose of the Event]. This event is scheduled to take place on [Event Date] at 

[Event Venue]. 

We believe that a partnership with [Recipient's Company/Organization Name] would greatly 

enhance our event and provide valuable exposure for your brand. We are seeking sponsorship to 

help cover the costs associated with [Specify What the Sponsorship Will Cover, e.g., venue, 

materials, marketing, etc.]. In return, we would be delighted to offer you [Provide Details of 

Benefits to the Sponsor, e.g., logo placement, promotional opportunities, etc.]. 

Please find attached a detailed sponsorship proposal for your review. We are open to discussing 

this collaboration further and exploring how we can work together to make this event a success. 

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

you and hope to hear from you soon. 

Warm regards, 

[Your Name]  

[Your Position]  

[Your Organization]  

[Your Phone Number]  

[Your Email Address] 


