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Month Day, Year

Dear <Facility Name Administrator/Manager>;

Re: Relay For Life of ______

I am writing this letter at the request of the School District Financial Services Department.  As the volunteer Event Chair for the American Cancer Society Relay For Life of _____ I spoke with _____ and ______, principal and asst. principal of _____ High School, to request use of the track and field for the purpose of the American Cancer Society Relay For Life event.  The Relay For Life of _____ will draw from the school boundaries of <these high schools>.  Several of our teams will come from this school district, including staff, students and families.  

Relay For Life is the American Cancer Society’s nationwide signature event, one that combines fundraising with education, advocacy and programs for those concerned about cancer.  From <time> on <weekday, month day> through <time> on <weekday, month, day>, teams of 8-15 people from corporations, civic groups, schools, and families who have spent the last few months concentrating on a variety of fundraising projects will participate in the event.  Throughout the night, team members will walk the track relay style, demonstrating that just as cancer never sleeps, for this one night, neither do they.  Participants will enjoy camaraderie, food, fun, games, prizes and entertainment as they make strides toward a cure.  This will be one of ___ Relays held in ___ county during the <year-year> school year.

We are requesting access to start set up by <time> on <weekday, month day> and plan to have the area cleaned up by <time> on <weekday, month day>.  We have a planning committee that is handling all matters of concern including security for the event.  The American Cancer Society has provided the insurance policy for the event as well.

I am requesting that the School Board waive any rental fees.  This is a ____ community effort of volunteers working together for the benefit of the American Cancer Society’s mission to provide funding for research, education, advocacy, and service.  Cancer has touched so many people in our community – this is our way of showing our support for the survivors and for those who have lost their battle to cancer.  

Please call me at <phone number> if you have any questions.  I appreciate your kind consideration of my request.

Sincerely,

<Name>

Volunteer Relay For Life of _____ Event Chair

