
Formal Sponsorship Request 

Date: [Insert Date] 

[Your Name]  

[Your Title]  

[Your Company]  

[Company Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number] 

[Recipient's Name]  

[Recipient's Title]  

[Recipient's Company]  

[Company Address]  

[City, State, Zip Code] 

Dear [Recipient's Name], 

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

for [Event/Project Name], which will take place on [Date] at [Location]. This event aims to 

[Briefly explain the purpose of the event and its significance]. 

We believe that partnering with [Your Company] would not only enhance the event but also 

provide valuable exposure for your brand among [Target Audience]. We anticipate attracting 

[number] attendees, including [describe attendees]. 

As a sponsor, you will receive [describe sponsorship benefits, e.g., logo placement, promotional 

opportunities, etc.]. We have different sponsorship tiers, which I have attached for your 

convenience. 

We would be honored to discuss this opportunity with you and explore how we can work 

together to make [Event/Project Name] a success. Please feel free to reach out to me directly at 

[your phone number] or [your email address]. 

Thank you for considering this partnership. I look forward to your positive response. 

Warm regards, 

[Your Name]  

[Your Title]  

[Your Company] 


