
Request for Sponsorship 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Organization] 

[Organization Address] 

[City, State, Zip Code] 

Email: [Your Email] 

Phone: [Your Phone Number] 

To: [Sponsor's Name] 

[Sponsor's Position] 

[Sponsor's Organization] 

[Sponsor's Address] 

[City, State, Zip Code] 

Dear [Sponsor's Name], 

I hope this message finds you well. I am writing to seek your support in our upcoming 

[Event/Project Name], which will take place on [Date] at [Location]. Our organization, [Your 

Organization], is dedicated to [Brief Description of Your Organization's Mission/Goals]. 

This event aims to [Brief Description of Event Purpose, Audience, and Expected Outcomes]. We 

believe that partnering with [Sponsor's Organization] will not only enhance the event but also 

provide you with an opportunity to showcase your commitment to [Industry/Community 

Benefit]. 

We are seeking sponsorship at various levels, including [List Sponsorship Levels and Benefits]. 

Your contribution would greatly assist us in [Describe What the Sponsorship Funds Will Be 

Used For]. 

We would be honored to have you as a sponsor and believe that together we can create a lasting 

impact in our community. I would be happy to discuss this proposal further and answer any 



questions you may have. Please feel free to contact me at [Your Phone Number] or [Your 

Email]. 

Thank you for considering our request. We look forward to the possibility of partnering with 

[Sponsor's Organization]. 

Warm regards, 

[Your Signature (if sending a hard copy)] 

[Your Name] 

[Your Position] 

[Your Organization] 


