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                 INSERT ORGANIZATION OFFICIAL LETTERHEAD

DATE OF REQUEST


Lt Col Jay Brookman
Joint Task Force Domestic Support-Counterdrug
California National Guard
10620 Mather Blvd.
Mather, CA 95655

ATTN: Lt Col Jay Brookman,

In order to provide greater support our school’s Drug and Tobacco Prevention Program and Red Ribbon Week presentations, we are requesting support from the California National Guard. 

I am writing to request the California National Guard provide:

[image: image1.jpg]Drug Demand Reduction specialist with a presentation focusing on: _________________________________________________________________________________________________________________________________ example: Healthy Life Choices, Drug Free Choices, Gang Awareness.

Low ROPES course


Military tactical equipment support for presentation at ________________________________(location).

G.I. Johnny suit


Other Please describe request: _______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

The presentation should be provided from _(start time)_ to _(end time)_ a.m. on _(insert date, month, year). The presentation will take place at   (insert name of school)   located at   (insert address, city, street, zip code) .

The point of contact for this request is (name of coordinator) at (555)555-5555 or via email at insertemail@here.com. 

Sincerely,

Signature here

Name of Administrator
Title
Organization
Complete address 
