Date
Your name (no rank)
Name of Private Organization 
Your Address (not military address) 

City, TX,  Zip Code
Company Name 

Address
San Antonio TX zip

I am writing to you on behalf of the (insert name of private organization), a private organization made up of members and supporters of the (insert name of squadron/unit) at Joint Base San Antonio.  We do not operate in any official capacity, but rather provide unofficial support of a morale building nature to members of the unit.  On (insert date) our private organization is hosting picnic for all members of the unit.  There will be an estimated 500 participants at this event.  As the coordinator it is my privilege to ask if your company would be gracious enough to donate a gift or gifts to be used as prizes for at our picnic.  This request is being made by the private organization and should not be construed as solicitation any squadron/unit on Joint Base San Antonio, or any part of the Department of Defense.

I appreciate your consideration and welcome any donation, no matter how big or small.  We appreciate your support and truly enjoy living in a military-friendly community like San Antonio and its surrounding areas.  Businesses such as yours, who give so generously, only strengthen the relationships shared within the community.


Once again, thank you for your time and consideration in this request.  If you have any questions or would like to contact me for any reason, I can be reached via e-mail and/or phone number (these should be personal, not official).

Sincerely,






John Doe






Treasurer, Some Private Organization
THIS IS A PRIVATE ORGANIZATION. IT IS NOT A PART OF THE DEPARTMENT OF DEFENSE OR ANY OF ITS COMPONENTS AND IT HAS NO GOVERNMENTAL STATUS.
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