
[Your Organization's Letterhead]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Recipient's Organization]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

[Opening Paragraph: Introduce your organization and its mission. Briefly 

explain the purpose of the letter.]  

[Second Paragraph: Describe the specific event or project you are seeking 

sponsorship for. Include details like dates, location, target audience, 

and the impact it will have.]  

[Third Paragraph: Explain the benefits of sponsorship for the recipient's 

organization. Highlight any exposure, promotional opportunities, or 

community goodwill associated with the sponsorship.]  

[Fourth Paragraph: Specify the sponsorship levels and what each level 

includes, such as recognition, advertising, or participation 

opportunities.]  

[Closing Paragraph: Thank the recipient for considering your request. 

Provide contact information for further discussion and express your hope 

for collaboration.]  

Sincerely,  

[Your Name]  

[Your Title]  

[Your Organization]  

[Your Phone Number]  

[Your Email Address]  

[Website URL] (if applicable) 


