To: Michael Johns 
ABC
Los Angeles, CA 22300

From: Alexis Jonathan
XYZ NGO
27th May 20XX
Dear Mr. Johns,
[bookmark: _GoBack]My name is Alexis Johnathon and I work for the XYZ NGO. As you must be aware of the floods in Vietnam, caused by torrential rain, we are looking to travel to 5 cities of Vietnam to help the flood victims. We have previously worked with local organizations in various regions and achieved great results.
This time we are planning to travel in October and seek your support in terms of sponsoring our travel for this great cause. We anticipate making more awareness for your esteemed organizations as well.
We look forward to your suggestions for making this tour more successful.
Regards,
Alexis Jonathan
XYZ NGO
233-2232322
Email
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