Event Proposal Introduction Letter
To,
Ms. Sally Fernandez
ABB Private Limited
433, N. Sims Street
New York, SA 68288
Date: 8th October 2014

Sub: Sponsor request letter
Dear Ms Fernandez,
I am writing to you regarding a sponsorship offer for you organization to be a part of the event ‘A workshop on Time management skills ‘for professionals from different organizations. My name is John Brown and I am working as HR Manager in ABC Ltd, New York. We have met in 2013 January, in the annual HR meet conducted in New Jersey.
We have been organizing such workshops from time to time in order to empower our employees with new skills and potential. Many organizations which are members of this program have contributed their financial support to run this workshop.
As your organization has been an active participant of this program in the past years, we hope that you will provide your support to this program this year as well. During the event your sponsorship would be highlighted by announcement during the introduction of the event itself and also your company banner will be showcased.
We are planning to conduct this workshop on the 1st of December, 2014 in New York at our office premises. The estimated cost of the event and the individual contribution expected from your organization are specified in the enclosed document with this letter.
We appreciate your consideration of this proposal. Please feel free to contact me for any further information on this.
Yours Sincerely
Signature
John Brown
HR Manager
ABC Ltd
New York, SA 42335

