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[Date]


[Partner’s Address]





Dear [Contact]:


During the month of October, [name of organization] will be celebrating National NeighborWoodsTM Month.


This is a time when organizations all across the country will engage in tree planting and other greening efforts that beautify their communities while providing other social, environmental and economic benefits.  This is a wonderful opportunity to involve our partners in our ongoing work. [If the potential partner participated in the previous year’s NeighborWoods Month, include a sentence or two here thanking them for their previous assistance.]


This year NeighborWoods Month activities in [name of your city or community] will include [describe your local plans, giving specific times.]


We are asking for your assistance in these plans. We request [describe exactly what you want — e.g., how many volunteers on what date, for how long, to do what; how much money for what purpose; who to speak where, when, about what].


We appreciate your consideration of this request and would be happy to answer any questions you have regarding our plans for NeighborWoods Month. [Name of employee] is serving as our partner coordinator for this event and can be contacted at [phone number].


Enclosed is a NeighborWoodsTM Month Fact Sheet to more fully describe the scope of this national activity. I look forward to speaking with you soon.





Sincerely,





[Name]


[Title]
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