
Request for Sponsorship 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Organization] 

[Organization Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

Dear [Sponsor's Name], 

I hope this letter finds you well. I am writing to invite [Sponsor's Company Name] to become a 

sponsor for our upcoming festive event, [Event Name], which will take place on [Event Date] at 

[Event Location]. This annual event attracts [number of attendees] attendees, providing excellent 

exposure and networking opportunities for our sponsors. 

This year's theme is [Event Theme], aimed at [briefly describe the purpose or goal of the event]. 

Your support will not only enhance the experience for our attendees, but also align [Sponsor's 

Company Name] with our community initiatives. 

As a sponsor, you will receive [outline the benefits and visibility sponsors will receive, e.g., logo 

placement, recognition in press releases, etc.]. We are excited about the possibility of partnering 

with [Sponsor's Company Name] and look forward to discussing this further. 

Thank you for considering our request. I will follow up with you on [Date] to answer any 

questions you might have. Meanwhile, please feel free to contact me at [Your Phone Number] or 

[Your Email Address]. 

Warm regards, 

[Your Name] 

[Your Position] 

[Your Organization] 


