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SPONSOR LETTER


SPONSOR LETTER
Top Header:

· Use the NEW WPI logo

· Put your names up top

· Use WPI’s main address (100 Institute Rd.) and IGSD as your address
· Create a team alias for email replies and put it after the address

Liaison’s Name and Address

·   Be sure to spell your liaison’s name and title correctly (Dr., Mr., Ms. etc.)

·   Include his/her mailing address even if the letter is sent by email

·   List his/her email address after the mailing address

Date

·   Don’t forget the date

Salutation

·   Again, be sure to spell your liaison’s name and title correctly (Dr., Mr., Ms. etc.)

Body

· Express your delight in the prospect of working with the agency on such a challenging and interesting project…

· Introduce yourselves briefly

· Restate the project’s mission in your own words and ask for confirmation of your interpretation of the project description

· Inform him/her of your plans for this term

· Ask to be allowed to contact him/her over the term for clarifications

· Ask a few key questions if needed

· Ask for supporting materials that you may be able to use to prepare the proposal (databases, brochures, maps, drawings, samples of permits/forms, etc.)

Ending

· Thank him/her for the opportunity to help the agency and the city

· Ask for a reply by email at the group’s alias address

· Sign/print names at bottom (include majors)

Examples

You can find examples of “good” letters under ASSIGNMENT #3 in my.wpi.
PAGE  
2

