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[Address]

[Date]

Dear [Name]:

Thank you for your commitment to sponsor the upcoming Science Atlantic [conference] which will be held at [university] on [date].

This letter confirms your sponsorship benefits.  Your [platinum/gold/silver/bronze] contribution entitles you to: 

[paste appropriate information from sponsorship package].

Please forward a high resolution version of your logo to [email address] as soon as possible.  As well, if you wish to include brochures or promotional items in the delegate registration kits, please send [number] by [date] to [address].  

[For Platinum, gold, silver sponsors:  

Since your package includes a space in our trade show, our show coordinator, [name], will be in touch with you to arrange details of your participation.]

If you have any questions, please contact me by phone at [number] or by email at [email].

Thank you once again,

[Name]

[Position in conference]

[Conference name]

[School]

