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Dear Sir/Madam (replace with the name of the contact for renting/using the facility):
It is our pleasure as a cancer survivor (or it is our pleasure as the Event Chair) and American Cancer Society staff partner to announce that we are planning the American Cancer Society Relay For Life for 2007.  Relay For Life is the national signature activity of the American Cancer Society.  It is a team based event that brings together neighbors, friends, work associates, and families to celebrate those who have survived cancer and remember those we have lost.  In 2006, relays took place in over 4,000 communities nationwide and raised over $300 Million in funds for cancer research, education and patient services.
This brings us to why we are writing – we are attempting to secure a site at which to hold our event for 2007.  We are inquiring as to whether the _______________________ would be available for usage for the event, and what dates might be available.
We would like to meet with you to understand

· what is required to book the site (paperwork, costs, etc.)

· restrictions for the site

Thank you in advance for your help and support.  
There Is No Finish Line Until We Find A Cure!
Sincerely

______________



_________________
Event Chair (or Cancer Survivor)

Staff Partner, American Cancer Society
_________________ (home phone #)
_________________ (work phone #)
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