Sample Letter for Sponsorship Request for An Event
Date: 12-11-2014

To,

Mr. Johnthon

Director In-chief

XYZ Organization

Dear Mr. Johnthon,

Good afternoon. 

This is to write you that we, Team ABC at Zeal Tech (For eg.), are looking \for sponsorships for organizing a conference on ‘Importance of Technologies in present’. Till now, we have decided the dates of the events i.e. ****** to ****** and the venue is Auditorium II at the Company premises. A file with the overview of the coming event has been attached in this mail for your convenience. Mr. Johnthon, we are looking for a share of sponsorship from you to implement our planning in time. We really are looking forward toyou as we won’t be able to do this job on our own.Please have a look on overview and let us know what you might be expecting or missing in the event. Any of your 

suggestions are valuable to us. 

Thank you so much.

With Regards,

Zara Wilson

12/8 Plymouth Street

Halifax MA 6565
