Inquiry Letter for Event Sponsorship — Sample Format

[Your Name]

[Your Position/Title]
[Organization Name]
[Organization Address]
[City, State, ZIP Code]
[Email Address]
[Phone Number]

[Date]

[Sponsor's Name]
[Sponsor's Position/Title]
[Sponsor's Company Narne]
[Company Address]

[City, State, ZIP Code]

Dear [Sponsor’s Name],

I am writing to you on behalf of [Organization Name] to kindly inquire about the possibility of your esteemed company sponsoring our upcoming
event, [Event Name], scheduled to take place on [Event Date] at [Venue/Location].

The purpose of this event is to [briefly describe the event purpose, e.g., raise awareness, support a cause, celebrate, etc.]. We expect to
welcome approximately [Number] participants, including [describe target audience, e.g., students, professionals, families, etc.].

Your support as a sponsor would not only help us ensure the success of this event but also offer [Sponsor's Company Name] visibility and
branding opportunities among our audience. We have outlined several sponsorship packages, which include benefits such as:

Your logo and name in all event materials and promotions
On-site branding and exhibition opportunities

Social media and press coverage mentioning your conpany
[Any other specific benefits relevant to your event]

Please find the detailed sponsorship proposal attached for your review. We would be delighted to discuss this further at your convenience and
tailor a package that maximizes value for your organization.

Thank you very much for considering this opportunity. We look forward to the possibility of partnering with [Sponsor's Company Name| for the
success of [Event Name].

Warm regards,

[Your Name]
[Your Position/Title]
[Organization Name]
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