To:

All Residents,
Lake View Colony,
Brighton.

30th June, ’06.

Dear Residents,

This is a sincere appeal to all of you to kindly join me in the (voluntary charity drive).  The aim of this (Charity drive) is to collect (old or unused clothes, books, shoes etc) and donate them to the (poor and needy people).

As responsible members of the society I think you would all willingly help me in this cause.  I think we can set an example for others to emulate by taking up such activities.

I look forward to your cooperation.  You can contact me at the number given below.

Thanking you,

Yours Sincerely,

Jennifer Brown

Telephone No: 234567890

