Your organisation name

Your address

Your phone

Your email address

The Manager

Insert organisation

Insert address

Insert date

Dear (insert name),

As you are aware the (insert representative group name) commenced the (insert program name) activity on (insert date) at (insert venue)

The leaders of the program would like to take this opportunity to thank you for (insert service or goods provided). Your kind donation was greatly appreciated by everyone involved.

The (insert program name) is a great success with around (insert number of participants) attending and having a great time participating in games such as (insert activities conducted).

As a group our challenge now is to maintain the enthusiasm and further promote the program so that we can continue to provide opportunities for families in our local area. We are sure that with the support we have been shown by local business such as (insert sponsor name) and the community that we will be able to achieve this.

Again, on behalf of the program leaders and the (insert representative group name) thank you for your support. We hope to be able to work together with you in the future.

Kind regards

(insert name)
Program Leader

