Procurement Cover Letter Sample

Dear ______, 

I am writing to you on behalf of Seattle Children’s Hospital to request your support of Event Name, a very special event to describe event’s goal. The Event Name will be held on date. Brief description of the event. 

Last year’s Event was a tremendous success, raising amount for uncompensated care, which provides quality medical care to all children in the Northwest, regardless of their families’ ability to pay. 
We hope you will join us in support of the Event Name this year through a donation of donation name/item. This would be a wonderful addition to the event and would certainly enhance the dollars that are raised.  

In return for your donation, we would like to offer Company Name the following promotional consideration:

· Recognition in the pre-auction mailer

· Recognition in the auction catalog

· Recognition on auction item signage

If you are interested in participating, please complete the enclosed procurement form and return it in the envelope provided by date. Please keep a copy of the form as a receipt for your records.

Thank you very much for your consideration of our request. Please feel free to contact me at phone or at e-mail address if I can be of assistance.

Sincerely, 

Your Name

Guild Name
Seattle Children’s Hospital Guild Association
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