
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Position]  

[Company/Organization Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient's Name], 

I am writing to you on behalf of the Business Administration department 

at [University/College Name]. We are excited to announce an upcoming 

event, [Event Name], scheduled to take place on [Date] at [Location]. 

This event aims to [briefly describe the purpose and significance of the 

event]. 

As part of our commitment to providing quality education and 

opportunities for our BBA students, we are seeking sponsorship to help 

cover the costs associated with this event. We believe that your company, 

known for [briefly mention the company's achievements or values], would 

be an ideal partner for this initiative. 

We are looking for sponsorship in the following areas: 

- [List specific items or services needed, e.g., financial support, 

refreshments, materials, etc.] 

In return for your generous sponsorship, we would be delighted to offer 

the following benefits: 

- [List promotional opportunities, e.g., logo placement, recognition in 

event materials, etc.] 

We truly believe that a partnership with [Company/Organization Name] will 

not only enhance our event but also strengthen your brand's presence 

among the next generation of business leaders. 

Thank you for considering our request. We would be thrilled to discuss 

this opportunity further and explore how we can work together. Please 

feel free to reach me at [Your Phone Number] or [Your Email Address] to 

arrange a meeting. 

Looking forward to your positive response. 

Warm regards, 

[Your Name]  

[Your Position/Title]  

[University/College Name]  

[Department Name] 


