SAMPLE LETTER REQUESTING LOCAL NOMINATION FOR

YOUNG CAREERIST REPRESENTATIVES

Note: Make every attempt to “personalize” your letter for solicitation for a nomination of a Young Careerist Representative.  You may be able to obtain the name of the Human Resources Director or Officer of a company just by a phone call inquiry.  Include any “benefits” to the company.  For example, include any special considerations that sponsors might receive, such as mention in the Young Careerist Program, a banner for a donation, or any other items that might be of interest and importance for the company and its role in the Young Careerist Program.  Tailor your letter to your event.  For example, if it is a luncheon or dinner function, offer the sponsor a table or an opportunity to attend.  You may want to ask for a flat sponsorship fee, e.g., $100, half of which might go to a fund to help the selected Young Careerist Representative go to the next level and the other half to pay for a certain number of meals.

(Date)

(Name)

(Business)

(Address)

(City), (State) (Zip Code)

Dear (name of contact at business or use “Dear Business Associate” if letter is not personalized):

The (name of Local Organization) is pleased to invite you to nominate one of your employees or business associates for our Young Careerist Program.

To be eligible, your nominee must:

1. be between the ages of 21 and 35;

2. have been employed in business or the professions with at least one full year of full-time work experience;

3. sign the agreement to not speak against the legislative platform of BPW/FL.

Your nominee must complete the following steps:

· Complete the enclosed biographical form and return it to me by (insert date) at (insert address).

· Prepare a four-minute speech on one of the following topics (insert topics).

The Young Careerist Program will take place on (insert day and time) at (insert location).  The program will include an interview with a panel of judges, and the Young Careerist Representatives will deliver speeches before our members and guests present and the panel of judges.  You and your business associates are encouraged to attend to support your nominee.

We will have a brief meeting (insert date, time and place) with your nominee to provide information about BPW programs, to offer assistance with speech preparation, and to assist your nominee in any other possible way.

A copy of the BPW/FL Legislative Platform is enclosed (add any other enclosures you may wish to provide).

Please feel free to contact me at (insert telephone number), if you have any questions or require additional information.

Sincerely,

(Name)

Young Careerist Program Chair (Name of BPW Local Organization)

Enclosures: 
Fact Sheet about Young Careerist Program 

BPW/FL Legislative Platform
