<Date>
John Smith, President

Cycling Club

P. O. Box 555
City, MI 48888
Re: Smart Commute Week funding request

Dear <Name> and the Board of Directors,

The Smart Commute planning committee, including <organization>, has begun preparation for the 14th Annual <City> Smart Commute Week. This year’s event will take place <date>.  As you know, the original event was born out of the Transportation Alternatives section of the bike club. The event has evolved over the years and has been managed by <organization> since 2002.
The event is a tribute to alternative transportation. It features daily breakfast stops, a commuter cup challenge, Try Transit Day, bicycle-commute training classes, an award ceremony and fun! We are working with <business> to incorporate carpooling in a bigger way this year. We will also be debuting a new logo this year as well as increased marketing and advertising. We have tentative plans for an evening alternative transportation expo event downtown in coordination with a bike-themed movie at the <theater>. So, expect a bigger and better Smart Commute Week this year. 
We truly appreciate all of the support the Cycling Club allocates to <organization>. We thank the bike club for their incredible generosity in 2007 supporting our Smart Commute Week efforts as well as the <$X> proceeds from the <event>. With that, we respectfully request your consideration of a gift of <$X> to help us host this great community event. Smart Commute Week sponsors will be listed on our Smart Commute web site, on our event brochure and on a poster that will be displayed at the daily breakfast stops.

As an added bonus, your <$X> sponsorship will also qualify <business> to be a member of our Sustainer’s Circle. The Sustainer’s Circle is a group of businesses and individuals committed to support the legacy <organization> is building in our community. 

Thank you for your consideration. A donation form has been enclosed for your convenience. <Name> will present the Club with this request at the April board meeting. 

Very truly yours,

<Organization>
John Smith
Program Specialist

cc. <Name>
