
Request for Sponsorship 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Institution/Organization] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Recipient's Name] 

[Recipient's Position] 

[Company/Organization Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to request your support for the upcoming 

[Conference Name] scheduled to take place on [Conference Dates] at [Conference Location]. 

This conference aims to bring together scholars, industry experts, and practitioners to discuss 

[briefly describe the conference theme or purpose]. 

We are seeking sponsorship to help cover the cost of logistics, materials, and keynote speakers. 

Your organization's involvement would not only enhance the conference but also provide you 

with significant visibility among [target audience]. As a sponsor, you will gain access to 

[describe benefits of sponsorship, e.g., branding opportunities, networking]. 

We would be honored to have [Company/Organization Name] as a key sponsor for this event. 

We offer several sponsorship levels, detailed in the attached document, and would be happy to 

discuss any customization that may align with your marketing objectives. 



Thank you for considering this opportunity to partner with us. I look forward to the possibility of 

collaborating with [Company/Organization Name] for [Conference Name]. Please feel free to 

contact me at [your phone number] or [your email address] to discuss this further. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Institution/Organization] 


