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"Project Playspace:Giving Kids a Place of Their Own" 
Project Playspace 
123 Main St. 
Anytown,USA 12345 
Phone:(888) 555-2222 
Email:project.Playspace@yahoo.com 
Web:www.projectPlayspace.org 

Month,Date,Year 

Dear Joan, 
Project Playspace and the Anytown Parent Teacher Organization are pleased to invite 
your business to participate in Cookout for Kids on Saturday, September 25, a 
fundraiser to help Project Playspace meet its goal of raising $50,000 to provide our 
community's children with a safe place to play. 

As an important part of our community, we are sure that you appreciate the value of 
providing our children with a place to jump, run, swing and giggle. And we need your 
support!  

Please Help Make Cookout for Kids a Success By: 
• Donating a service or product for the Cookout Raffle! All proceeds will go 
towards purchasing playspace equipment. 
• Donating food items for the cookout. 
• Distributing cookout flyers to your customers and associates. 
• Being a volunteer cook! 

How Your Business Will Be Recognized: 
We are expecting 450 guests including community leaders. Your generous support will 
be recognized in a variety of ways, including: 

• Listing the name of your business in the event program. 
• Announcing and posting the name of your business at the event and on 
event banners. 
• Listing your business as a "2004-2005 Project Playspace Supporter” on 
our website. 
• Listing your business as a "2004-2005 Project Playspace Supporter” in our 
newsletter. 

 

There’s lots to get done before the big Build Day! Use the task sheet below as a jumping-off point for a time-

line. Write in deadlines for each task and add in other tasks that aren’t listed.

 

Your Deadline Tasks To Be Completed

By: _________________________ Estimate Number of Volunteers Needed  

By: _________________________ Create Recruitment Strategy 

By: _________________________ Recruitment Team Meeting #1 

By: _________________________ Post Flyers for Playspace Community Meeting 

 

By: _________________________ Approach Selected Businesses, Organizations 

 

By: _________________________ Playspace Community Meeting 

By: _________________________ Follow Up with All New Volunteers 

By: _________________________ Recruitment Team Meeting #2 

By: _________________________ Schedule Regular Volunteer Activities 

By: _________________________ Get Approval for Information Booths at Local Events 

By: _________________________ Playspace Recruitment Event/ Volunteer Activity 

By: _________________________ Recruitment Team Meeting #3 

By: _________________________ Order Build Day T-Shirts for Volunteers 

By: _________________________ Pre-Assign Volunteers to Teams 

By: _________________________ Create Volunteer-Registration System for Build Day(s) 

By: _________________________ Complete Recruitment Process 

By: _________________________ Purchase Build Day Supplies 

By: _________________________ Place Volunteer Confirmation Calls 

By: _________________________ BUILD DAYS!! 

By: _________________________ Send Thank You’s 

Sample Recruitment Timeline

From the KaBOOM! Toolkit: Volunteer Recruitment 
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• Listing your business in a post-event "Thank You" newspaper advertisement. 

It's Easy to Donate an Auction/Raffle Item: 
To donate an item or to volunteer,visit www.projectPlayspace.org,or call or email 
Brian Bounce at (888) 555-2222 or Playspace@yahoo.com. Project Playspace also 
accepts cash donations! 

If you would like more flyers and pamphlets or have questions,please call or email me. 
We are making good things happen and we appreciate your generous support. 

Sincerely, 

Brian Bounce 
Food Team Captain 
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