Your organisation name
Your address

Your phone

Your email address

The Manager

Insert organisation

Insert address

Insert date

Dear (insert name),

The (insert representative group name) is planning an initiative called (insert program name) that will aim to provide free sporting activities for children and families in the local area.  We believe this will be a great program and through its implementation we hope to achieve (insert positive program outcomes) for the local community.
We are seeking assistance from local businesses who would be willing to support the community program and would appreciate if (insert business name) would support the program by providing (insert item/sponsorship requested) which will be used to (insert use of requested item).

Alternatively if you are not able to meet this request but would like to support the program in another manner we would greatly appreciate any support you could offer. If you are able to assist in another way please contact me on the number below.

In return for your support the (insert representative group name) would like to acknowledge your business name through (insert how business will be recognised).

I thank you for your time in considering our request and sincerely hope that you respond favourably.

Kind regards

(insert name)

Program Leader

(insert contact phone number)
