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(date)

(business)

Dear ___________ or To Whom it May Concern:

Thank you for your interest in our Parent Teacher Association.  (School) is located in the Ferndale School District and has approximately ______ students in __________ through ____ grade.  (Explain event—e.g., each year we have an annual June Fair which is attended by approximately 600 people).
Each year, we solicit local businesses for donations, and we appreciate your willingness to supply us with _______________________ (gift certificate, food, services, etc.)  We very much appreciate your generosity!

Please forward the __________ (item, letter, gift certificate, etc.) to _________________ c/o ________________(school) at the address above, or call them directly at ___________ and we will be happy to pick it up from you at your convenience.  If you need any additional information, please do not hesitate to contact me.

Again, thank you for your generosity for our _______________ event!

Sincerely,

(name)

President

_______________ PTA

c/o John F. Kennedy School
24220 Rosewood
Oak Park, MI 48237

248-547-0880
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