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1st October 2011

Dear Sir / Madam,

Our school is in your local area and we are hoping that you may be able to assist us with an exciting event that we are organising.

As a group of student leaders we have decided to hold an event called ‘Enviro Day.’ On this day we plan to do many things that will help our students to be more conscious of the environment.

As part of this event, one of the things we wish to do is plant 20 new trees at the school. This is where we are hoping you can please help. Would your business please consider donating to us 20 native trees from your nursery?
In return for your generous sponsorship would like to put an advertisement of your business in our school newsletter. We will also thank you in all of our event advertising.  

We have a detailed plan in place to make sure that our event is a success.

We would be grateful if you can please contact us by phoning our school office on (02) 1234 5678 to discuss this request or any other ideas you may have.
Yours faithfully,

The Senior Leaders at Smith Public School
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<Insert date>

Dear Sir / Madam,

Our school is in your local area and we are hoping that you may be able to assist us with an exciting event that we are organising.

As a group of student leaders we have decided to hold an event called ‘<insert name of event>.’ On this day we plan to <insert what it is that you hope to achieve>.

As part of this event, one of the things we wish to do is <insert what the actual thing is that their donation will do>. This is where we are hoping you can please help. Would your business please consider donating to us <insert what it is you are asking for them to donate>?
In return for your generous sponsorship would like to put an advertisement of your business in our school newsletter. We will also thank you in all of our event advertising.  

We have a detailed plan in place to make sure that our event is a success.

We would be grateful if you can please contact us by phoning our school office on (02) 1234 5678 to discuss this request or any other ideas you may have.

Yours faithfully,

The Senior Leaders at Smith Public School
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