 [ your name ]




[ address ]


  


 [ contact numbers ]



       [ date ]
Your ref.:
Our ref.:
[ name and title of recipient ]
[ recipient’s address]
Dear [ name ],

Re :  Request for a gift donation for our [Christmas Party Celebration]

We write to you, on this occasion for a special reason.  As the year comes to an end we are planning for our Christmas Celebration for all employees.

Given your long-standing relationship with our company, we certainly hope that you will be able to contribute a small gift towards this important event.  All donations will be gratefully received.  Thank you in advance for your support.

If you would like to discuss this event further, please do not hesitate to contact our project coordinator, [name] by phone at [telephone number] or e-mail at [e-mail address].

Yours  truly,

[ your signature ]
[  your name ]
[  your title  ]
