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[Address]
[Date]

Dear [Name]:
In [month, year], the [number] annual Science Atlantic [conference namej] will be held at [university] in [city, province]. We expect over [number] students, faculty, and industry representatives from around the region to attend this two-day academic conference.  At the conference, students will share their current research projects, listen to keynote speakers, and attend a [select appropriate name:  grad fair/career fair/trade show] of prospective employers and grad schools.  The event will conclude with a banquet and awards presentation.  

To keep the conference as affordable for students as possible, we rely heavily on sponsorship.  Science Atlantic is a charitable organization committed to connecting science education and research across the region.  Each year, students and professors volunteer to coordinate academic conferences in nine science disciplines, lecture tours by notable scientists, and awards recognizing outstanding student research and science communication skills.  
I have included a sponsorship package outlining sponsorship levels for the upcoming conference and the benefits associated with each.  Please feel free to contact me by phone at [number] or by email at [email] with any questions you might have.

Thank you in advance considering our proposal.  I look forward to your reply.

Sincerely,

[Name]
[Position in conference]
[Conference name]
[School]
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