Sponsorship Letter Format
[Date]

[Potential Sponsor Name/Address]

Dear [Name]:

On behalf of the ______________________ [INSERT NAME] Chapter of the Public Risk Management Association (PRIMA) Board of Directors, we appreciate your interest in sponsoring this year’s ___________________________ [INSERT NAME] PRIMA conference.  This year’s conference will be held (____________ DATE) at (_________________________ LOCATION.
[INSERT NAME] -PRIMA is one of the primary tools used by public entity risk and insurance managers to receive up-to-date training and information, locally.  ________________________ [INSERT NAME] PRIMA conference has been recognized as a leader in this category and has been deemed by our peers as one of the best programs providing educational topics in the Northwest.

Your support and contribution of $800 (or more) will add to the quality of our program, speakers and materials.  Your sponsorship also helps keep the costs affordable for our public partners.  Your contribution will co-sponsor one of the refreshment or meal breaks for conference attendees. 

In recognition of your generous support, your organization will be recognized in the conference program and other conference publicity.  As ___________________ [INSERT NAME] -PRIMA Chapter President, I will also identify and introduce you as a conference sponsor during the President's opening remarks. One sign identifying all conference sponsors will be displayed during the entire conference, and another will be posted at the specific sponsored function. Sponsors will also be identified in each participant binder with an 8½ X 11ad-sheet you will provide to our conference coordinator.

Sponsorships of $800 (or more) include two free conference registrations, which cover all meals and the annual banquet, which will be held on Thursday evening.  Our conference coordinator will send an invoice in August for the above pledged amount.

Please feel free to contact me if you have any other questions about your sponsorship or the conference.  Again, thank you for willingness to support __________________________ [INSERT NAME] -PRIMA and making this another successful conference.

 Cordially,

[_________________________ Full Name]

[Chapter] PRIMA 
