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 [Your Name Here]
[Your Address]
[Recipient’s Name],

[Designation],

[Recipient’s Address]

[Date]

Sub: - Request for granting Donation (mention the amount and reason)

Dear Mr. [Name],

We are a globally known company, (Company’s name), dealing in [state here what the company deals in].
Our company organizes a business fair, giving a platform to all reputed companies of the world to take part and, display and promote their products & services. We have been successfully organizing this fair for the past ten years.

Every year, hundreds of companies take part in this fair and benefit from this world stage.

You are heartily invited to take part in this business event. In order to participate, you are requested to fill in the attached form and send a donation of $1500 in favor of our company. The donation we collect from the participants goes to the country’s largest charity house ‘Happy People’

This business fair is going to be held on [date here] at the [venue].

We look forward to your response. In case you have any kind of questions, please feel free to contact us on – [no. here].

Regards,

[Your name]
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