
Proposal for Hospitality Suite Allocation 

Date: [Insert Date] 

To, 

[Recipient's Name] 

[Recipient's Position] 

[Organization's Name] 

[Organization's Address] 

Dear [Recipient's Name], 

I am writing to propose the allocation of a hospitality suite for our upcoming Charity Gala, 

scheduled for [insert date] at [insert venue]. This event aims to raise funds for [insert 

cause/organization], and we anticipate an attendance of [insert number] individuals, including 

key stakeholders and community leaders. 

We believe that providing a hospitality suite will not only enhance the experience of our guests 

but also create an opportunity for networking and engagement in a more intimate setting. We are 

requesting your kind support in securing a suite that can accommodate our VIP guests, allowing 

for a comfortable and welcoming environment. 

In return, we would be delighted to acknowledge your generous contribution through our event 

marketing materials, website, and during the gala itself. This partnership can illustrate your 

commitment to the community and create positive exposure for [Recipient's Organization]. 

We are excited about the potential of collaborating with you for this noble cause and look 

forward to discussing this proposal further. Please feel free to reach out to me at [your phone 

number] or [your email address] to set up a meeting at your earliest convenience. 

Thank you for considering our request. Together, we can make a significant impact. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Organization's Name] 

[Your Phone Number] 

[Your Email Address] 


