Sponsorship request letter template for B2B events
Four letter versions, two follow-ups and a closing note, plus a pre-send check for conferences, trade shows and association congresses. Replace everything in [square brackets]; delete what you do not need.
How to use this template
Pick the version that fits the situation: a first letter to a new sponsor (A), a letter after a warm introduction (B), a renewal letter to last year's sponsor (C) or a request for in-kind support (D).
Keep the letter under 200 words. The sponsorship prospectus does the selling; the letter only has to earn a 20-minute call.
Write the first line about the sponsor, not about your event: a launch, a market entry, a hiring push or a customer group they want to reach.
Recommend one package that fits that goal and name its price or price range. A menu of every tier belongs in the prospectus.
Ask for one thing: a call on a specific day. Send from a named person with a direct phone number, never from a no-reply address.
Check the consent rules for emailing business contacts in your country before the first send. This template is not legal advice.


Version A: first letter to a new sponsor
For a company you have researched but never spoken to. Works as an email or as a one-page PDF letter.
Subject line options
[Event name]: [number] [buyer role] in [market], and your [launch/goal]
Meeting [number] [buyer role] at [Event name] in [month]
[Sponsor company] at [Event name] [year]: a 20-minute call?
Letter
	Dear [first name] [last name],
[One sentence about the sponsor: you are launching [product] in [market] / hiring [team] in [region] / expanding your [segment] business, as [source: press release, LinkedIn post, trade press] reported in [month].]
At [Event name] on [dates] in [city], [number] [roles, e.g. heads of procurement] from [industry/market] will be in the room. [Number or share] of them [buying responsibility, e.g. sign off budgets above EUR 100,000], according to our registration data from [last edition/year].
For your goal, the [package name] package fits best: [main asset, e.g. a guaranteed set of [number] pre-scheduled meetings with attendees who match your target profile], plus [one or two supporting assets]. It costs [price or range] and [number] are available.
[Proof: last year, [sponsor type or anonymised example] held [number] meetings / [number] people attended their session / [renewal rate or quote].]
Could we speak for 20 minutes on [weekday, date] or [weekday, date]? I have attached the prospectus with the full audience profile and all packages.
Kind regards,
[Name]
[Role], [Event name]
[Direct phone] | [email]
[Short note on how you got the contact, if relevant, and how to opt out of further messages.]





Version B: after a warm introduction
When a speaker, board member, exhibitor or existing sponsor knows the person. Step 1 asks the connector; step 2 is the letter itself.
Subject line options
[Connector name] suggested I get in touch
Introduction from [connector name]: [Event name] [year]
Step 1: request to the connector
	Hi [connector first name],
We are talking to companies that want to reach [audience] at [Event name] in [month]. [Sponsor company] looks like a strong fit because [reason]. Do you know [contact name] well enough to introduce us? Below is a three-line summary you can forward as it is.
[Three-line summary: event, audience in numbers, why it fits the sponsor.]
Thank you, [your first name]



Step 2: letter after the introduction
	Dear [first name],
Thank you, [connector name], for connecting us. [Connector first name] mentioned that you are [goal or current priority].
[Event name] brings together [number] [roles] from [market] on [dates] in [city]. For [goal], our [package name] package is the closest fit: [main asset] for [price or range].
[One proof point from the last edition.]
Would [weekday, date] or [weekday, date] work for a 20-minute call?
Best regards,
[Name], [role], [direct phone]





Version C: renewal letter to last year's sponsor
Send within three weeks of the sponsor report, while the results are fresh. Lead with their own numbers.
Subject line options
Your results from [Event name] [year] and a first look at [next year]
[Sponsor company] at [Event name]: [number] meetings last year, and next year
Letter
	Dear [first name],
At [Event name] [year], your team held [number] meetings with [roles], [number] people attended your session and [number] attendees agreed to be contacted afterwards. The full report is attached.
For [next year], we expect [number] attendees, [change, e.g. a new track for X / more buyers from Y]. Based on what worked for you, I would suggest [package name or adjustment, e.g. the same package with [number] extra meeting slots].
As a returning sponsor, you have first choice of [asset, e.g. the session slot / the meeting lounge] until [date].
Could we review the year together on [weekday, date] or [weekday, date]?
Kind regards,
[Name], [role], [direct phone]





Version D: request for in-kind support
For products or services instead of cash: technology, catering, transport, printing. State the value and the counter-performance clearly.
Subject line options
[Product/service] for [Event name]: visibility with [number] [roles]
In-kind partnership at [Event name] [year]
Letter
	Dear [first name],
[Event name] on [dates] in [city] needs [product or service, quantity, e.g. 400 coffees per day / meeting-room AV for 12 rooms]. We would like that to come from a company our [number] [roles] should know.
In return, [Sponsor company] would receive [counter-performance, e.g. naming of the coffee bar, a product demo area, [number] tickets]. We value the package at [amount] and will report [metric, e.g. visits, demos, contacts with consent].
Could we discuss quantities and logistics on [weekday, date]?
Best regards,
[Name], [role], [direct phone]





Follow-up messages
Two follow-ups are normal; more become a nuisance. Each one adds something new.
Follow-up 1 (after 7 to 10 days)
	Subject: Re: [original subject]
Dear [first name],
A quick update since my last message: [new information, e.g. registrations passed [number] / [speaker name and role] is now confirmed / [number] of the [package name] packages are left].
Is a short call on [weekday, date] possible?
[Name]



Follow-up 2 (about two weeks later)
	Subject: Re: [original subject]
Dear [first name],
If sponsorship at [Event name] is handled by someone else in your team, I would be grateful for the right name. If the timing is wrong for this year, we can talk again when you plan [next year].
[Name]



Closing note
	Subject: Closing the loop on [Event name]
Dear [first name],
I will not follow up again on this edition. Our [next year] prospectus will be ready in [month]; I will send it then unless you tell me otherwise.
Thank you for your time, [Name]





Before you send: the forward test
The person who opens your letter rarely decides alone. Read the letter as their head of marketing would, without the prospectus attached.
	Done
	Check

	☐
	The first sentence is about the sponsor's goal, not about our event.

	☐
	The audience is described in numbers: roles, seniority, industry, market, from real registration data.

	☐
	One package is recommended, with the main asset first and a price or price range.

	☐
	There is one proof point from a previous edition (or, for a first edition, from the organising team).

	☐
	There is exactly one ask: a call on a specific date.

	☐
	The letter makes sense if it is forwarded without the attachment.

	☐
	It is under 200 words and signed by a named person with a direct phone number.

	☐
	Names, company, product and dates are spelt correctly; no placeholder is left in brackets.

	☐
	The consent rules for business email in the recipient's country have been checked.



Outreach log
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