
[Your Name]  

[Your Title]  

[Your Organization]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Title]  

[Recipient Organization]  

[Recipient Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

I hope this message finds you well. My name is [Your Name], and I am 

[Your Position] at [Your Organization]. We are excited to announce our 

upcoming event, [Event Name], which will take place on [Event Date] at 

[Event Location]. This event aims to [briefly describe the purpose of the 

event].  

We believe that a partnership with [Recipient Organization Name] would be 

mutually beneficial, given our shared values and goals. We are seeking 

partners who can [describe what you seek from the partnership - 

sponsorship, co-hosting, etc.].  

In return for your partnership, we are pleased to offer [describe the 

benefits to the potential partner, such as logo placement, marketing 

opportunities, etc.].  

We would love the opportunity to discuss this partnership further and 

explore how we can work together to make [Event Name] a success. Please 

let us know a convenient time for you to meet or have a call.  

Thank you for considering this partnership opportunity. We look forward 

to the possibility of collaborating with you.  

Warm regards,  

[Your Signature (if sending a hard copy)]  

[Your Printed Name]  

[Your Title]  

[Your Organization] 


