
Request for Conference Sponsorship Details 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Organization] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to request further details regarding the 

sponsorship opportunities for the upcoming [Conference Name], scheduled to take place on 

[Dates] at [Venue]. 

As [Your Organization] is committed to fostering [specific goals or themes of your 

organization], we believe that partnering with [Recipient's Organization] could create valuable 

synergies. 

Could you please provide information on the following: 

• Sponsorship packages available 

• Associated costs 

• Benefits and visibility for sponsors 

• Deadlines for commitment 

Thank you for considering this request. I look forward to your prompt response. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Organization] 


