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Be Sure to CUSTOMIZE for Each Opportunity! 
 
 
Example #1 – Establishing the Sponsor Relationship 
 
 
 
Dear <potential sponsor>, 
 
We enjoy working with your company and 
confidently recommend your products (and/or) 
services.  In a previous conversation, the possibility 
of sponsorship opportunities had been mentioned.  
I would like to discuss further to determine how we 
can best help <company  name>  achieve its goals 
and which of our speaking topics and opportunities 
may be a good fit for your company. 
 
In addition to discussing sponsorship opportunities, 
we would like to brainstorm ways we can help 
drive traffic to your booth should you be exhibiting 
at these meetings.  We would be interested in 
working with a cross-promotion of some kind (for 
example, perhaps you would be interested in 
purchasing some of our products and we could do 
a give-away/signing at the booth after the speech 
or the next day).   
 
Thank you for your interest in sponsoring <speaker 
name> programs.  We look forward to hearing 
from you. 
 
Sincerely, 
 

Example #2 – Presenting Specific Opportunities for 
Sponsorship 
 
 
Dear <Potential Sponsor>, 
 
Thank you for your interest in sponsoring our 
speaking programs.  <Speaker Name> has been 
invited to speak for the <Meeting Name or 
Organization Name, and Location> on <date and 
time of presentation(s)>.   
 
• The meeting’s budget does not cover the full 

honorarium and we are seeking <dollar 
amount> in sponsorship to bridge the gap.   

• The presentation topic(s) are:  <list titles and 
attach course descriptions> 

• Anticipated Attendance 
• Demographic of Audience (What percentage 

will be decision makers?) 
• Sponsors are offered:  <What's In It For Them> 

o Exhibit space ( A booth?  A table at the 
back of the room?) 

o Marketing materials with each 
participant’s handout?  

o A representative in the room? 
o A placard at the door with company 

logo 
o Logo in PowerPoint presentation and/or 

handouts  
o ….etc…. 

 
We look forward to hearing if this opportunity is of 
interest to <Company Name>.  Please let us know 
how we can best assist you. 
 
Sincerely


