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[Your Name]
[Street Address]
[City, ST ZIP Code]
[Date]
[Recipient Name]
[Title]
[Company Name]
[Street Address]
[City, ST ZIP Code]
Dear [Recipient Name]:
[Insert organization name] is hosting a health and wellness fair as part of our effort to improve health awareness in our community. This fair is scheduled on [day/date] from [time] at [location-including address]. 
We would like to extend the invitation to your organization to participate in this event by providing [describe service needed as well as any giveaways you would like]. We are looking to make this health and wellness fair as informative and interactive as possible so that our community members will learn about the various options they have for finding reliable health information and services locally.  
During this fair we will hold an attendee raffle for all who attend. If your company would like to donate a raffle time, this is encouraged and would be appreciated. We anticipate approximately [# of people] will be in attendance at the fair this year. We will provide you with a table and 2 chairs or space is available for you to bring a [insert size table and chairs] for use on site. 
We would like the opportunity to discuss with you, or with a member of your staff, the avenues by which you could assist us. Also, we look forward to providing you with information about resources that would be available to your organization from the library as a part of our partnership. 
If you are interested in participating in this event, please contact [insert contact name] at [insert email address and/or phone number] by [insert deadline date]. I will contact you within the next week, at which time I hope we can set a date for our discussion. Or, you may reach me at [insert phone] and [insert email address]. I look forward to our future work together to mutually benefit the members of our community in regards to health outreach. 
Thank you for your consideration of this request. Please feel free to contact me with any questions or concerns you may have about the fair. We look forward to hearing from you! 
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