
Inquiry Regarding Conference Sponsorship 

Levels 

Date: [Insert Date] 

[Your Name]  

[Your Position]  

[Your Organization]  

[Your Address]  

[City, State, Zip Code]  

[Your Email]  

[Your Phone Number] 

[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 inquire about the available sponsorship levels 

for the upcoming [Conference Name] taking place on [Conference Dates]. Our organization, 

[Your Organization], is eager to explore potential partnerships to enhance the event and its 

impact. 

Could you please provide detailed information about the various sponsorship levels, including 

the benefits and associated costs? We are particularly interested in understanding how we can 

best support the conference while gaining visibility within the industry. 

Thank you for your assistance. I look forward to your prompt response. 

Sincerely, 

[Your Name]  

[Your Position]  

[Your Organization] 


