
Letter of Introduction for Sponsorship 

Opportunity 

Date: [Insert Date] 

[Your Name]  

[Your Title]  

[Your Organization]  

[Your Address]  

[City, State, Zip]  

[Email Address]  

[Phone Number]  

[Recipient Name]  

[Recipient Title]  

[Recipient Organization]  

[Recipient Address]  

[City, State, Zip]  

Dear [Recipient Name], 

I hope this letter finds you well. My name is [Your Name], and I am the [Your Title] at [Your 

Organization]. We are actively seeking potential sponsorship partners to support our upcoming 

event, [Event Name], scheduled for [Event Date]. 

This event aims to [briefly describe the purpose and goals of the event]. We believe that 

[Recipient Organization] aligns perfectly with our mission and would greatly benefit from the 

exposure and engagement opportunities this event offers. 

As a sponsor, [Recipient Organization] would receive [outline benefits, e.g., branding 

opportunities, media exposure, etc.]. We anticipate an attendance of [number] participants, 

including [describe the audience]. 

We would love the opportunity to further discuss this potential partnership and explore how we 

can work together to make [Event Name] a success. I will follow up with you on [date] to see if 

we can set up a meeting. 

Thank you for considering this opportunity. I look forward to the possibility of collaborating 

with [Recipient Organization]. 

Sincerely, 



[Your Name]  

[Your Title]  

[Your Organization]  


