
Formal Offer Letter Request for Sponsorship 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Company/Organization] 

[Your Address] 

[City, State, Zip Code] 

Email: [Your Email] 

Phone: [Your Phone Number] 

[Recipient Name] 

[Recipient Position] 

[Recipient Company/Organization] 

[Recipient Address] 

[City, State, Zip Code] 

Dear [Recipient Name], 

I hope this message finds you well. We are reaching out to request a formal offer letter regarding 

a sponsorship opportunity with [Your Company/Organization]. We believe that partnering with 

[Recipient Company/Organization] would mutually benefit our organizations and enhance 

community engagement. 

Our upcoming event, [Event Name], scheduled for [Event Date], aims to [briefly describe the 

event and its goals]. We are excited about the possibility of your sponsorship, which will help us 

achieve our objectives and promote [shared values or goals]. 

Could you please provide a formal offer letter detailing the sponsorship terms and conditions? 

This will help us understand how we can align our efforts effectively. 

Thank you for considering this opportunity. We look forward to your prompt response. 

Sincerely, 



[Your Name] 

[Your Position] 

[Your Company/Organization] 


