
Community Service Project Briefing 

Date: [Insert Date] 

Dear [Sponsor's Name], 

We are excited to share with you details about our upcoming community service project, [Project 

Name], aimed at [briefly describe the aim of the project]. This initiative is set to take place on 

[date(s)] at [location]. 

Our goal is to [describe the primary objective, e.g., support local families, improve park 

facilities, etc.]. We believe with your support, we can make a significant impact in our 

community. 

We would like to invite you to a briefing session on [insert date and time] at [insert 

location/virtual link]. During this session, we will discuss: 

• Overview of the project 

• Collaborative opportunities for sponsors 

• Expected outcomes and community benefits 

• How your support will be acknowledged 

Your involvement in this project could greatly enhance our efforts, and we hope to explore ways 

we can work together for the benefit of our community. 

Thank you for considering this opportunity to partner with us. We look forward to your positive 

response and to seeing you at the briefing. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Organization] 

[Contact Information] 


