CW Swim-a-Thon – Sending a Personal letter to Family and Friends

These letters should be addressed to those family members, friends, neighbors, and local small businesses who you think might be willing to support our swim club with a check/credit card donation. You can use the Swim-a-thon Sponsor Letter form (below), or write your own letters. Use the Pledge Form to record all of the donations and pledges that you receive, then make sure to give a Receipt/Thank-you to every donor you receive money from once you receive a donation.

The Pledge Form & Receipts will be available at the CW Welcome Back Picnic on September 13th, or print forms out from links on website. Sponsor Letter form, envelopes, and postage (along with Pledge Form & Receipts) will be available for pick up at any of the CW Letter Writing Events:

· U of M pool: Sept 9th from 5:45-6:45pm or Sept 10th from 6:15-6:45pm, before practices
· EMU pool: Sept 10th 7:30-9:30pm, after practice
· Brighton pool: Sept 14th from 5:45-7:00pm or Sept 15th 6:30-7:00pm, before practices
Ideas for Donation Letters to Send

· Family (e.g., grandparents, aunts, uncles, cousins)
· Neighbors that you know
· Co-workers or parents’ co-workers
· Dentist, Orthodontist, Doctors
· Family accountant/financial advisor
· Local businesses you visit frequently (e.g., coffee shops, dry cleaners, salons, restaurants)
· Baby sitters
· Teachers
HOW TO FILL OUT THE SPONSOR LETTER

1. Enter the sponsor’s name at the top of the letter (e.g., Dear Grandma) Fill out as many letters as you can to relatives, friends, neighbors, and local businesses.

2. Sign your letter below the “thanks” sentence. You might want to add a personal note thanking your sponsor for their support and enthusiasm.

3. Accurately address the larger envelope with the sponsor’s name and address.

4. Fold the letter into thirds (two folds) so it fits in the larger envelope.

5. Write your own address on the smaller envelope. This envelope is for your donors to use to send their donations or pledge forms back to you. Place the folded letter and the smaller envelope in the larger envelope and seal it.

ONCE YOU RECEIVE A DONATION OR PLEDGE

1. If at all possible, make sure to give a receipt to every donor you receive money from. You can use the provided Receipts or write your own thank you. On the Receipt/Thank-you, fill in the sponsor’s name, the dollar amount you received and sign your name.

Having trouble getting/printing forms? Contact Sue Whitener at suewhitener@hotmail.com and they will be mailed/emailed to you directly.

[image: image1.png]



Dear _________________________________,

Club Wolverine Swim Team (CW) is celebrating another year as one of the best swim programs in the nation. Swimming is a very important part of my life because I get to meet new friends, enjoy great exercise, and have lots of fun. I also learn important life skills like goal setting, self-discipline, and teamwork.

On November 8, 2015 we will be hosting our annual Swim-A-Thon fund-raiser. The money we raise from this event will be used to support our team including our CW Gold Group (Children with cancer and/or other illnesses in conjunction with Mott’s Children’s Hospital). Funds will also be used for need based financial assistance, relay fees, equipment, training expenses and mini meets for the team’s youngest members.

At this event I will swim as many laps as I can in two hours, but not more than 200 lengths. That’s 2.84 miles! I would love it if you could sponsor me to swim and help my team meet its fundraising goal. My goal is to raise at least $150, but I’d love to raise even more than that.

Please consider including a contribution for this event, or feel free to contact me in person. Your entire donation is tax deductible. If you would please send the form back to me before November 15, 2015, I would really appreciate it. Thanks for supporting me and my swim team!

Thanks!

This is your receipt. Club Wolverine is a tax-exempt organization under Section 501(c)(3) of the Internal Revenue Code.

The amount of your contribution that is deductible for federal income tax purposes.

--------------------------------------------------------------------------------------------------------------------------------------------

Swimmer name:_____________________________________________________________________________

Sponsor name:______________________________________________________________________________

Donation:

_________ $25
_______$50
_______$75
_______$100
_______$200
_______Other

Checks or MC/VISA Credit Cards
(please no Discover or American Express Cards)

Name on Card:___________________________________________________Amount:__________________

Credit Card Number:________________________________________________________________________

Expiration Date: __________________(mmyy)
Card Security Code CVV2/CID:____________

Phone Number: ____________________________________

Checks should be made out to Club Wolverine Swimming, Inc

