Sample Letter – Time Sponsorship
_________________________________________________________________________________________________________
(Company Stationery)











(Date)

Christine Mayer
Director of Admissions 

Executive MBA Program
James L. Allen Center

2169 Campus Drive

Evanston, IL 60208-2800

Dear Christine,
(Name of candidate) is employed with (name of company) as (title). (First name) has been in our employ for (number of years). 

I have read the Kellogg resources that describe the Executive MBA Program at Northwestern University’s Kellogg School of Management and can verify that (name of company) approves the time sponsorship of (name of candidate) in your class to be admitted (month, year). As (title of sponsor), (name of company), I authoriz​​e (name of company) to provide the time away from work as described in your materials.
(Name of candidate) is a valued employee, and we are pleased to provide this support.

Sincerely yours,
(name, title of sponsor)
