
Request for Sponsorship 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Organization] 

[Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Recipient Name] 

[Recipient Position] 

[Recipient Organization] 

[Address] 

[City, State, Zip Code] 

Dear [Recipient Name], 

I am writing to request your esteemed organization's sponsorship for the upcoming [Conference 

Name], scheduled to take place on [Dates] in [Location]. This conference aims to bring together 

industry leaders, researchers, and professionals from around the world to discuss [Briefly explain 

the conference theme or focus]. 

As a leader in [Recipient Organization's field/industry], your support would be invaluable in 

making this event a great success. The sponsorship will not only enhance the quality of the 

conference but will also provide your organization with an opportunity to showcase its 

commitment to [Relevant Cause or Industry]. 

We have multiple sponsorship tiers available, including [Briefly list the sponsorship tiers such as 

Gold, Silver, Bronze], each offering unique benefits such as [List Benefits like logo display, 

speaking opportunities, etc.]. 

Enclosed with this letter are more details about the conference and the proposed sponsorship 

packages. We hope to partner with [Recipient Organization] to make this event remarkable. 

Thank you for considering our request. I look forward to the opportunity to discuss this 

sponsorship further. Please feel free to reach out to me at [Your Phone Number] or [Your Email] 

for any questions. 

Warm regards, 



[Your Name] 

[Your Position] 

[Your Organization] 


