SAMPLE LETTER FOR CORPORATE INVOLVEMENT
April 23, 2001

Ms. Name Omitted 
Essence Communications

Address
City, ST 88888
Dear        :

We are so excited that Essence is coming on board as a $5,000 sponsor of our “Relay for Life” event in Harlem. On behalf of the volunteers and staff of the American Cancer Society, and especially on behalf of cancer patients and their loved ones, I would like to thank you for your continuing support in the fight against cancer.

As I mentioned earlier, this particular “Relay for Life” event is a vehicle to help the American Cancer Society increase cancer awareness and address increasing cancer rates among black Americans. The Harlem “Relay for Life” will be celebrated at Riverbank State Park at 145th Street and Riverside Drive, starting on June 22nd at 7:00pm and continuing until June 23rd at 12:00pm.

I have enclosed some registration brochures event and although it is such a busy time for Essence communications we would love to work with you to get representation from your company to participate in the event. Within the next couple of weeks we will have a schedule for the event and the visibility opportunities that we will provide for Essence. 

Considering that this is the first “Relay For Life” event in the Harlem community we are thrilled to have both Verizon and Essence on board as sponsors as well as Citibank, which is an Eastern Division “Relay for Life” sponsor. I look forward to working with you to make this an extremely successful event for the American Cancer Society and the Harlem community in addition to a very fulfilling experience for Essence Communications. 

Please feel free to send your sponsorship commitment form directly to me or to our local American Cancer Society office at your earliest convenience. If you have any questions or need any additional information me please let me know. We have a “Relay for Life” video available for you to view if you are interested. Most importantly at this time we will need an Essence logo for our event banner and additional day of signage. If possible you can have it e-mailed to me in a TIF or EPS file that would be the easiest. 

I can be reached at 555-555-5555. I will be in contact with you to discuss further planning for the event.  Thank you again for your support.
Sincerely,

Volunteer Event Chair
