 [SPONSORSHIP SOLICITATION LETTER]

[EVENT ORGANIZER’S LETTERHEAD]

[Date]
[Name of Prospective Sponsor]

[Organization/Company]

[Street Address]

[City, State, Zip Code]

[Dear Sir/Madam][Dear [Name of prospective sponsor]:
 [Name of event organizer], [a tax exempt 501(c)(3) organization, ]has an exciting opportunity for [you][your company] to help support EVENT, which is taking place on _________ __, 20____ in [location of event]. The huge success of EVENT [is][will be] credited in large part to our sponsors, who [will] lend their names and financial support to EVENT in exchange for valuable sponsorship benefits. We hope you will consider [becoming a $____________ level sponsor][committing $____________ to EVENT].
EVENT was established by [name of event organizer], a[n] _______________________________ [briefly describe event organizer (e.g., top ranked pediatric cancer hospital in the United States)], with the goal of _____________________________________________ [briefly describe purpose of event (e.g., funding the Lymphoma research center at XYZ Hospital’s cancer clinic)]. [Your][Your company’s] sponsorship will be used to help fund ___________________________________________________________________ [briefly describe what sponsorship will support]. 
As a [$____________ level] sponsor, [you][your company] will receive benefits designed to increase [your][your company’s] visibility and provide a return on [your][your company’s] investment, including:[briefly highlight 4 or 5 significant benefits of sponsorship (see example below)]
· Exposure to an audience of over _____[insert #] __________________[describe audience (e.g., marathon runners and spectators from across the United States)].  
· Name recognition in all press releases and media coverage.
· Inclusion of your name and logo in all promotional materials.

· Reserved premium table seating and complimentary parking.
· [OTHER BENEFIT(S)]

You can find additional information about sponsorship benefits [and the levels of sponsorship packages] in the enclosed [sponsorship benefits flyer][brochure]. [You can also visit EVENT website at ________________.]
 [Contact name], [Title] of EVENT will be contacting you with a follow-up phone call in the next week. In the meantime, if you have any questions, please feel free to contact __________________ at [email address] or [phone number].
We appreciate [your][your company’s] consideration.[ Sponsorships are limited and are awarded on a first committed basis.] If [you are][your company is] interested in sponsoring EVENT, please [contact __________________ at [email address] or [phone number]][complete and return the enclosed sponsorship commitment form by mail[ in the envelope provided] to ________________________________ or by fax to ________________ [or register online at [website address]] by _________ __, 20____]. Thank you and we look forward to hearing from you soon.







Sincerely,








_________________________








[Name]








[Title]








[Company/Organization]
[SAMPLE 1]

[EVENT]

[Date of event]

[Location of event]

SPONSORSHIP BENEFITS
Sponsorship Levels. As detailed in the table below, we have _________[insert #] levels of sponsorship. Once your total financial commitment reaches the amount associated with a sponsorship level, you are eligible to receive the corresponding benefits. All sponsorships are available on a first committed basis[ and limitations for specific levels are noted in parentheses].
	[Name of level] [(Limit __)]
$ _______
	[Name of level] [(Limit __)]
$ _______
	[Name of level] [(Limit __)]
$ _______

	· Company logo and link on top banner of EVENT website
· ______ name mentions in media coverage

· Company name and logo on ________ signs
· Full page advertisement in the program

· Mention in all promotional materials
· Inclusion in all press releases

· Option to include company merchandise in gift bag
· ________ tickets

· Hospitality tent access
· [OTHER BENEFIT(S)]
	· Listing as a sponsor on EVENT website

· Company name and logo on ________ signs

· ____ by _____ advertisement in the program
· Mention in select promotional materials

· Option to include company merchandise in gift bag
· ________ tickets

· [OTHER BENEFIT(S)]
	· Listing as a sponsor on EVENT website

· Company name and logo on ________ signs
· ____ by _____ advertisement in the program

· Option to include company merchandise in gift bag

· ________ tickets
· [OTHER BENEFIT(S)]

	[Name of level] [(Limit __)]
$ _______
	[Name of level] [(Limit __)]
$ _______
	[Name of level] [(Limit __)]
$ _______

	·  [BENEFIT]

· [OTHER BENEFIT(S)]
	·  [BENEFIT]

· [OTHER BENEFIT(S)]
	·  [BENEFIT]

· [OTHER BENEFIT(S)]


Additional Benefits. In addition to the sponsorship benefits listed above, all sponsorship levels will receive the following benefits:
· Exposure to over ___________ visitors per day through the website 
· Opportunities to build relationships and partnerships with other sponsors
· The gratification of supporting a worthwhile event
·  [OTHER]
[Select only one]

Option 1

If you have any questions about sponsorship benefits or if [you are][your company is] interested in sponsoring EVENT, please contact ________________ at [email address] or [phone number]. 
Option 2
If you have any questions about sponsorship benefits, please feel free to contact ________________ at [email address] or [phone number]. If [you are][your company is] interested in sponsoring EVENT, please complete and return the enclosed sponsorship commitment form [ in the envelope provided][ or register online at [website address]] by _________ __, 20____].

[SAMPLE 2]

[EVENT]

[Date of Event]

[Location of Event]

SPONSORSHIP BENEFITS

In addition to the gratification of supporting EVENT, participating sponsors [that make a total financial commitment of $_____________] will receive the extensive sponsorship rights and benefits detailed below.
	Visibility Benefits

	· Listing as a sponsor on EVENT website

· Signage
· Mention in all promotional materials

· ____ by _____ advertisement in the program

· Inclusion in all press releases

· With prior approval of __________________________[name of event organizer], use of EVENT images and logos in promotional activities
· Option to include company merchandise in event gift bag

· [OTHER BENEFIT(S)]


	Admission and Hospitality Benefits

	· Invitations to special events, press events, and receptions.

· ________ tickets
· Hospitality tent access
· Complimentary parking
· [OTHER BENEFIT(S)]


	Other Benefits

	· Right to purchase merchandise at a ____% discount

· Exposure to over ___________ visitors per day through EVENT website 
· Opportunities to build relationships and partnerships with other sponsors
· [OTHER BENEFIT(S)]


[Select only one]

Option 1

If you have any questions about sponsorship benefits or if [you are][your company is] interested in sponsoring EVENT, please contact ________________ at [email address] or [phone number]. 

Option 2

If you have any questions about sponsorship benefits, please feel free to contact ___________________ at [email address] or [phone number]. If [you are][your company is] interested in sponsoring EVENT, please complete and return the enclosed sponsorship commitment form [ in the envelope provided][ or register online at [website address]] by _________ __, 20____].
1
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