
Request for Sponsorship 

Date: [Insert Date] 

[Your Name] 

[Your Title] 

[Organization Name] 

[Organization Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[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 well. I am writing to request your support for our upcoming 

special event, [Event Name], which will take place on [Event Date] at [Event Location]. This 

event is aimed at [Brief Description of Event Purpose and Goals]. 

We believe that [Company/Organization Name] aligns perfectly with our vision and ethos, and 

we would be honored to have you as one of our key sponsors. Your sponsorship would not only 

contribute to the success of the event but also provide your organization with significant 

exposure and community appreciation. 

We are seeking [specific sponsorship amount or in-kind support] to help cover [briefly mention 

what the funds will be used for]. In return, we offer [mention benefits such as logo placement, 

advertisement, etc.]. 



We would be delighted to discuss this opportunity in more detail and explore how we can work 

together for a successful event. Please feel free to contact me at [Your Phone Number] or [Your 

Email Address] to set up a meeting. 

Thank you for considering our request. We look forward to the possibility of partnering with you 

and making [Event Name] a memorable occasion for our community. 

Sincerely, 

[Your Name] 

[Your Title] 

[Organization Name] 


