
Contribution Request for Trade Industry 

Event 

[Your Name] 

[Your Title] 

[Your Organization] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient's Name] 

[Recipient's Title] 

[Recipient's Organization] 

[Recipient's Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing on behalf of [Your Organization] to request 

your support for our upcoming Trade Industry Event, scheduled to take place on [Event Date] at 

[Event Location]. This event aims to bring together industry leaders, experts, and innovators to 

discuss key trends and advancements in the trade sector. 

Your contribution would greatly enhance the quality of our event and provide valuable resources 

for attendees. We are seeking [specific contribution, e.g., financial support, products, services, 

etc.], which will be used to [describe how the contributions will be utilized]. In return, we would 

be pleased to offer [mention any benefits, e.g., promotional opportunities, recognition at the 

event, etc.]. 



We believe that your involvement in this event will not only support the trade industry but also 

position your organization as a leader in our community. We would be honored to have you as a 

contributor. 

Please find attached our event brochure and sponsorship proposal for your review. We would 

love the opportunity to discuss this further and explore how we can collaborate for mutual 

benefit. 

Thank you for considering our request. We look forward to the possibility of working together to 

make this event a success. 

Warm regards, 

[Your Name] 

[Your Title] 

[Your Organization] 


