
[Your Name]
[Your Position/Title]
[Your Organization/Community Group]
[Address]
[City, State, ZIP Code]
[Email Address]
[Phone Number]
[Date]

[Recipient Name]
[Recipient Title/Position]
[Organization/Company Name]
[Address]
[City, State, ZIP Code]

Dear [Recipient Name],

I hope this letter finds you well. My name is [Your Name], and I am [your position, e.g., the coordinator of] [Your Organization/Community
Group]. We are reaching out to seek your valued support as a prospective sponsor for our upcoming community project, [Project Name].

The purpose of this project is to [briefly explain the aim and scope of the project, e.g., â€œrevitalize the local park and create a safe, inclusive
space for families and residents to enjoyâ€​]. We firmly believe that this initiative will bring significant benefits to our community, including [list 2-3
benefits, e.g., promoting healthy outdoor activities, fostering neighborhood unity, and supporting local youth programs].

We are seeking sponsorship assistance in the form of [be specific about your needs, e.g., financial contributions, materials, volunteer support].
Your support will play a critical role in helping us achieve our goals and create lasting positive change within our community.

In recognition of your generosity, we would be pleased to acknowledge your organization through [describe acknowledgment, e.g., event signage,
social media mentions, a feature in our newsletter]. We are also open to discussing other ways to showcase our valued sponsors.

We hope to discuss this partnership opportunity with you at your earliest convenience. Please feel free to contact me at [your phone number] or
[your email address] to arrange a meeting or to request further information.

Together, we can accomplish meaningful outcomes for our community. Thank you very much for considering our request. We look forward to the
possibility of working with you.

Sincerely,
[Your Name]
[Your Position/Title]
[Your Organization/Community Group]


