Event Timeline and Sponsor Involvement

Dear [Sponsor Name],

We are excited to share the timeline for the upcoming [Event Name] scheduled for [Event Date].
Your involvement as a sponsor is crucial to the success of this event, and we appreciate your
support.

Event Timeline

o [Date] - Initial Planning Meeting

o [Date] - Marketing Launch

« [Date] - Final Confirmation of Sponsors
o [Date] - Event Setup Begins

« [Event Date] - Event Day

o [Date] - Post-Event Recap

Sponsor Involvement

Your contributions will be recognized in the following ways:

Logo placement on all event materials
Shout-out during event speeches

Booth space at the event

Featured on our social media platforms

We look forward to collaborating with you to make [Event Name] a great success!
Best regards,
[Your Name]

[Your Position]
[Your Organization]



