ON SCHOOL LETTER HEAD


November 2, 2017
Address Block
Dear AISD Supporter,
Start Letter with a statement about the school/department/organization EX: Oak Springs Elementary School is an East Austin school with the mission of developing a community of learners who are academically proficient, effective communicators and responsible citizens. Our student population is 65% low-income and students rarely have the opportunity for [purpose of event]. 

As a local business in our community, we invite you to join us for EVENT TITLE to support the SCHOOL NAME with a REQUESTED ITEM (event sponsorship/in kind donation). The EVENT TITLE will [DESCRIBE PURPOSE OF EVENT AND IMPACT]. The event will be held on DATE AND TIME at LOCATION.

Your contribution will assist in offsetting [EXAMPLE: event expenses, which will include transportation and food costs for the student performers and for use of audio/visual equipment]. As a supporter, your business will be recognized in [EVENT COLLATERAL i.e website, signs at event etc}. We hope that ________ will join the SCHOOL NAME community in supporting EVENT TITLE. 
 If you have questions or wish to make a donation, please contact me at NUMBER or at EMAIL.  Your support of our students is greatly appreciated.

With gratitude,
NAME
TITLE
