
Follow-Up Letter for Conference Sponsorship 

[Your Name] 

[Your Position] 

[Your Organization] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient's Name] 

[Recipient's Position] 

[Recipient's Organization] 

[Recipient's Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to follow up on our previous correspondence 

regarding the sponsorship opportunities for the upcoming [Conference Name], scheduled for 

[dates] in [location]. We are excited about the potential for [Recipient's Organization] to join us 

as a key sponsor. 

As discussed, the conference will feature [briefly highlight key topics, speakers, or audiences]. 

Your support would not only enhance the event but also provide valuable exposure for 

[Recipient's Organization]. 

We would be thrilled to partner with you and are eager to explore how we can align the 

sponsorship benefits with your organization's goals. Please let us know if you would like to 

discuss this further or if you have any questions regarding the sponsorship packages. 

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

Warm regards, 

[Your Name] 

[Your Position] 

[Your Organization] 


