
[Your Name]  

[Your Position]  

[Your Institution/Organization]  

[Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Position]  

[Company/Organization Name]  

[Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

Subject: Sponsorship Request for [Event Name]  

I hope this letter finds you well. We are excited to announce that [Your 

Institution/Organization] will be hosting the [Event Name], which is 

scheduled to take place on [Date(s)] at [Location]. This event aims to 

[briefly state the purpose and goals of the event, e.g., showcase 

innovative projects, facilitate networking, etc.].  

We are reaching out to seek your support as a sponsor for this event. 

Your sponsorship will help us cover the costs of [mention specific 

expenses, e.g., venue, materials, speakers, etc.] and enable us to 

provide a valuable experience for all participants.  

Sponsorship packages include:  

1. **Platinum Sponsor** - [List specific benefits, e.g., logo on 

promotional materials, speaking opportunity, etc.]  

2. **Gold Sponsor** - [List specific benefits]  

3. **Silver Sponsor** - [List specific benefits]  

We anticipate over [number] participants, including students, industry 

professionals, and faculty members, providing an excellent platform for 

[Company/Organization Name] to showcase its commitment to [mention 

relevant cause or community].  

Thank you for considering this opportunity to partner with us. We would 

be delighted to discuss any questions you may have and explore how we can 

align our goals with your vision.  

Looking forward to a positive response.  

Warm regards,  

[Your Signature (if sending a hard copy)]  

[Your Printed Name]  

[Your Position]  

[Your Institution/Organization] 


