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Note: Your final letter should be one page 




MACROBUTTON DoFieldClick [Your Name]
MACROBUTTON  DoFieldClick [Street Address]
[City, Provice, Postal code]

January 23, 2009
MACROBUTTON  DoFieldClick [Recipient Name]
MACROBUTTON  DoFieldClick [Title]
MACROBUTTON  DoFieldClick [Company Name]
MACROBUTTON  DoFieldClick [Street Address]
[City, Provice, Postal code]

Dear MACROBUTTON  DoFieldClick [Recipient Name]:

(Short Paragraph describing who you are and idea of the project you’re working on) 

ex. The Toronto Renewable Energy Co-operative is a not-for-profit organization founded in 1999 that aims to educate the citizens of Toronto about renewable energy and energy conservation and to develop renewable energy projects within the GTA. The Youth Energy Network, our newest education initiative, engages high school students in energy conservation through the facilitation of high school energy conservation action projects and an online  blog which can be found at youthenergy.ca. 

(Short paragraph outlining your project in more detail, provide information on how many people you will outreach to and how you will be using the proposed in-kind donations from the organizations. Be sure to state if you have charitable status, ngo status and any other unique or special consideration of your organization/project.)
ex. The student groups we are working with have worked hard to develop exciting ideas for engaging their peers, from a sticker campaign urging students to T.M.O (turn me off!), to creating a used items Swap Shop and running a school-wide film screening. In total we are estimating that the Youth Energy Network campaigns will send a message of energy conservation to approximately 6000 students. To support our students in their school based initiatives we are asking for in-kind donations to be used in school raffles. These raffles will serve to complement the school projects and motivate the student body to participate. 

(Create a clear list stating what and how much you are asking them to donate. All items should connect with what that business/organization provides) 

ex. Your business/organization can help us by donating any of the following goods for the corresponding school projects. 

	Re-use Campaigns 
	Water Campaigns
	Lights Off Campaigns 

	 Canvas bags 
	Metal Water Bottles 
	Power bars 


(Close by outlining what the business/organization will gain by contributing to your project/initiative. There also should be a short paragraph outlining what the business/organization will gain by contributing to your project/initiative, as in potential promotion, logo placement, honourable mention etc.  Following that, a sentence highlighting the critical importance of what they are supporting and why they should.  This sentence will likely change for each organization as you want to be able to reflect their particular industry/mandate.)
Ex. By supporting these exciting youth initiatives your organization will be given an honourable mention during each school event that you support as well as promotion on our blog youthenergy.ca where appropriate. Helping youth engage in energy conservation issues is a critical step in building a brighter, greener future for Toronto. Through providing this donation your organization helps bring us closer to this reality. 

Thank you in advance for your support.  If you have any further questions please contact (contact details) 

Sincerely,

 MACROBUTTON  DoFieldClick [Your Name]
MACROBUTTON DoFieldClick [Title]
