
[Your Name]  

[Your Address]  

[City, State, ZIP Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Company/Organization Name]  

[Company Address]  

[City, State, ZIP Code]  

Dear [Recipient Name],  

Subject: Sponsorship Request for [Event/Project Name]  

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

reaching out to you on behalf of [Your Organization/Team Name]. We are 

excited to announce our upcoming event, [Event Name], scheduled for 

[Event Date] at [Event Venue].  

[Briefly describe the event/project, its purpose, and its significance.]  

We believe that [Company/Organization Name] would be a perfect partner in 

this endeavor. Your commitment to [mention values/causes aligned with the 

company] resonates with our mission, and we would be honored to have you 

as a sponsor.  

We are seeking sponsorship in the amount of [Requested Amount] to cover 

[specific expenses]. In return, we are pleased to offer [mention benefits 

such as logo placement, promotional opportunities, etc.].  

We would love the opportunity to discuss this proposal further and 

explore how we can work together for mutual benefit. Thank you for 

considering our request. I look forward to your response.  

Sincerely,  

[Your Name]  

[Your Title]  

[Your Organization/Team Name]  

[Your Website (if applicable)] 


