
 
 
 
 
 
 
 
 
 
 
 
         October  
 
Manager 
Fresh & Easy  
Address 
_______________, CA ________ 
 
Dear Manager: 
 
As per your telephone conversation with our staff, _______, the _________Public Library Adult 
Literacy Program is seeking donations for our annual ____________________ which will be 
held on __________.  We would appreciate a donation of ____________________ 
 
The Adult Literacy Program offers free literacy services to adults who want to learn and/or 
improve their basic reading and writing skills through its Adult Literacy Program.  Volunteer 
tutors contribute their time by meeting with adult students for free one-to-one instruction.  The 
__________________________ is one of our social events for the tutors and learners in the 
literacy program.  Their families are invited and we anticipate an attendance of at least ___ 
people.  We give prizes to the winners of the _______contest and we also give away door prizes. 
 
The ____________ Public Library is a non-profit organization and your contribution is tax 
deductible.  The identification number is ____________. 
 
Thank you for your generosity and continued support. 
 
 
Sincerely yours,  
 
 


