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1 a Work in pairs. Have you ever taken partin a big
organised charity event? Or have you ever given
money to someone you know who has done one?

b Look at charity events a-d below and answer
the questions.
1 How would each event raise money for charity?
2 Which one(s) would be the easiest to organise?
3 Which one(s) would probably be the most successful in
raising money?

a afunrun

b aconcert

¢ anauction

d anartexhibition

c Canyou think of any other ways to raise money for
charity? Have you or has anyone you know been
involved in events like these?

2 a Read the three emails from charities to local
business owners asking for support. Answer
the questions.

1 Whatis the name of each charity?
2 What does each charity do?
3 What event has each charity decided to organise?
4 What help are they asking for from the business or
individual?
b Circle the numbers to show which emails:

use the recipient's name. 1 2 3

explain the problem the charity is trying to tackle. 12 3

explain why the recipient's help isimportant. 12 3

explain what the charity eventis. 1 2 3

explain what the charity is asking for. 1 2 3

suggest different ways for the recipienttohelp. 1 2 3

emphasise the importance of acting quickly. 12 3
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Mailbox Inbox v VIPs v Drafts v

from: collette@fanfitforeveryone.net
to: Jolene_Khan@khansportsclothing.net

Dear Ms Khan,

As a successful local business owner in the sports sector,
we know you understand the need to help everyone in the
‘community stay fit and healthy.

Our organisation, Fantastic Fitness for Everyone, is actively
trying to raise awareness and tackle the problem of the lazy
lifestyle that many people these days have.

However, our efforts won't be successful without the backing
of the community. That's why I'm writing to you.

We're holding a Fitness in the Park day and we need your
support. Would you consider sponsoring our event?

The endorsement of a well-known sports brand such as
yours would raise the profile of our event as well as help us to
achieve our goal. It would also be a great opportunity for you
to promote your business.

There are a number of sponsorship opportunities:

- be our main corporate sponsor and have your name
prominently displayed at the event

- sponsor an individual race at the event and get your
ccompany logo in the programme and on our website

- provide gifts that can be used as prizes

If you are interested in helping us to get everyone fit, please
get in touch with at me at collette@fanfitforeveryone.net or on
07438 612 99.

We're looking forward to hearing from you!
Kind regards,

Collette Edwards

Director, Fantastic Fitness for Everyone

P.S. There are only five weeks to go ill the event so please
get in touch as soon as possible!
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from: janine@kidsgroup.net
to: ina_passard@ina_passard_catering.net

Dear Ina,

Like you, we are concerned about the fact that local
disadvantaged children sometimes go to school hungry.
Here at Kids Group, our goal is to ensure that no local
children ever have to go to school without a good healthy
breakfast. We also provide support for those children with
emotional and psychological needs.

An organisation like ours relies on the support of high-profile
individuals like you.

Qur tenth annual auction is coming soon and we badly need
your help. Will you offer us and local children your support?
Last year we raised over €1,000 and this year we're hoping
to do even better. It would mean a lot to us to receive
donated items from respected members of our community
like you. Would you be able to help us by donating an item
for our auction?

We're spegcially looking for items which are:

- greater in value than €25

- new or hardly used

- unique or special in some way

Alternatively, if you don't have any suitable items to donate,
perhaps you would be willing to provide an ‘experience’
that can be auctioned, for example, learn how to cook with
famous local chef, Ina Passard.

If you are able to help us at Kids Group, please get in touch
with me at janine@kidsgroup.net or 07384 713 23.

Thank you in advance for your generosity!
Kind regards,

Janine Govely,

Director of Kids Group

P.S. Please don't delay in contacting us. There are only six
| weeks to go til the auction!
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from: keith@localseniorsupport.net

to: info@niceandhealthysnacks.net

Dear Sir or Madam,

We are organising a charity event in order to raise money for
Local Senior Support and we need your help.

Can your company support us?

The event will take place on Saturday 23rd July in Bigly Park.
Last year over 200 people took part and we are expecting a
similar number this year.

If you are able to help us, please get in touch with me as
soon as possible.

Kind regards,

Keith Barra

Director of Local Senior Support
keith@localseniorsupport.net
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3 a Work in pairs. How do emails 1 and 2 build a rapport
(acloser connection) with the recipient?

b Read the Focus box and check your ideas. Find
examples of the ways of building rapport in email 2.

i P 4

Building rapport with an email recipient

When you ask someone to do something for you by email
(or letter), it is important to establish rapport by making
the recipient feel important and valued. This makes them
more likely to agree to your request. You can establish
rapport by email in several ways.
1 Personalise your emails to each recipient by including
their name.
Dear Ms. Khan
2 Show that you believe the recipient shares your goals.
we know you understand the need to
3 Emphasise that the recipient’s help is important.
our efforts won't be successful without the backing..
4 Compliment the recipient.
The endorsement of a well-known sports brand such
asyours...

4 Add the phrases in the box to the sentences below in
order to build rapport with the recipient. Use at least
one phrase in each sentence.

asalocalcitizen likeyou ofours respected
successful suchasyours well-known

1 Weare worried about the lack of green spaces in this
unique city.
Like you, we are worried...

2 You will know that litter is a big problem.

Our charity relies on the support of local people.

4 Securing the sponsorship of a local company would
really help.

5 Lastyear we received alot of support from leaders of
the community.

Prepare

5a You're going to write an email to ask for sponsorship
from a local business. Choose a goal from the list
below and a name for your charity.
* provide warm meals to homeless people
* build more cycle lanes
* helpolder people learn to use technology
* promote a healthy lifestyle
* your choice

w

b Choose an event to organise from Exercise 1b. Plan
what you will ask the local company to donate or do.

Write

6 a Write the first draft of your email to the company.
Use the checklist in Exercise 2b to help you.
b Work in pairs. Read your partner's email and check
thatit builds rapport with the recipient.

7  Exchange feedback with your partner, then write the
second draft of your email. Y




