
[Your Name/Organization Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient Name] 

[Recipient Title] 

[Company Name] 

[Company Address] 

Dear [Recipient Name], 

I am writing to you on behalf of [Organization Name] to invite [Company Name] to 

become a key sponsor for our upcoming event, [Event Name], taking place on [Date] 

at [Location/Platform]. 

[Event Name] is designed to [Brief Statement of Event Purpose/Mission]. We are 

expecting an attendance of over [Number] participants, primarily consisting of [Target 

Audience Demographic]. 

We believe there is a natural synergy between [Company Name]'s commitment to 

[Recipient Industry/Value] and our event's goals. As a sponsor, your brand would gain 

significant exposure through: 

• [Benefit 1: e.g., Logo placement on all marketing materials] 

• [Benefit 2: e.g., Speaking opportunity or VIP table] 

• [Benefit 3: e.g., Social media mentions to our X followers] 

Attached to this letter is a detailed sponsorship prospectus outlining the various levels 

and benefits available. We are also happy to tailor a package specifically to meet your 

marketing objectives. 



I will follow up with you next week to see if we can schedule a brief call to discuss how 

this partnership can benefit [Company Name]. Thank you for your time and 

consideration. 

Sincerely, 

 

[Your Signature (if sending by mail)] 

[Your Printed Name] 

[Your Title] 


