
March 8, 2005

Ms. Jennifer Smith, Principal

Any School

1111 Any Street

Anytown, Illinois 6xxxx

Dear Ms. Smith:

Once again, the Village of _______ Public Works Department is planning to present Arbor Day programs to the fourth grade students in the _______ public school system.  This year our programs will run during the week of April 22nd thru April 26th.  We will present a 45-minute program and each student will receive a tree seedling to plant at home.

At this time I need (1) your permission to realize this program at your school (2) total number of 4th grade students and (3) a date and time that would fit your schedule for the program.

Please call the ______ Public Works Department at 555-5555 and leave this information with our secretary.

I will contact you at a later date to confirm the scheduled activity.

Thank you for your cooperation. 

Sincerely,

VILLAGE OF ______________

John Doe

Village Forester

