
Sponsorship Request for Academic 

Conference 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Department/Faculty] 

[University Name] 

[University Address] 

[Email Address] 

[Phone Number] 

[Recipient's Name] 

[Recipient's Position] 

[Company/Organization Name] 

[Company Address] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to request your support as a sponsor for the 

upcoming [Name of Conference], scheduled to be held on [Conference Dates] at [University 

Name]. This conference will gather esteemed scholars, practitioners, and thought leaders to 

discuss [Brief Description of the Conference Theme]. 

Your generous sponsorship would greatly contribute to the success of the conference, helping us 

cover essential expenses such as venue rental, speaker fees, and materials. In return, we offer 

[List Sponsorship Benefits, e.g., logo placement, promotional opportunities, etc.]. 

We believe that your organization aligns with the mission of our conference and would benefit 

from engaging with attendees who are passionate about [Relevant Topic]. We would be 

delighted to discuss potential sponsorship levels and how we can best showcase your brand 

during this significant event. 

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

to make this conference a valuable experience for all participants. Please feel free to contact me 

at [Your Phone Number] or [Your Email Address] if you have any questions or require further 

information. 

Sincerely, 

[Your Name] 

[Your Position] 

[University Name] 


