[NO LETTERHEAD OR USE THE NAME OF THE PO or UO ONLY]
Name of Private Organization (PO) or Unofficial Organization (UO)
C/O POC for the event

Home address (do not use a duty address)

Personal phone number (if you choose to include it)

To:  _______________

       _______________

       _______________

Dear _________, 

The [NAME OF PO/UO] is a [private organization/unofficial organization] composed primarily of military members stationed at Grand Forks Air Force Base.  The [NAME OF PO/UO] is not a part of the Department of Defense or any of its components and it has no governmental status.  Therefore, we are not officially endorsed by either Grand Forks Air Force Base or the United States Air Force.  We are raising money to support [EVENT].  DESCRIBE THE EVENT AND WHO THE EVENT BENEFITS, i.e. to benefit a scholarship fund, to defray the cost of tickets to the Air Force Ball for younger airmen, to benefit needy military families in the local area.


FOR GIFT DONATIONS:  We would like to invite your organization to become a donor to the [NAME OF PO/UO] to help us support [NAME OF EVENT].  Any donation should not be considered a gift to the United States Air Force.  Our hope is your organization will donate an item to be [AUCTIONED OFF]  In return, your organization will receive acknowledgement in the [PROGRAM or FLYERS] to be distributed at the event.


FOR MONEY DONATIONS:  If you organization chooses to make a donation, please make it payable to [NAME OF PO].  We will ensure your donation is used in the best possible way to make [NAME OF EVENT] a huge success.  
You may contact [NAME AND PERSONAL PHONE NUMBER OR PERSONAL E-MAIL ADDRESS] to arrange for pick up.  


On behalf of [NAME OF PO/UO], we thank you for your time concerning this matter and look forward to hearing from you.








Sincerely








POC of PO/UO







NAME OF PO/UO
