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Mr./Mrs./Ms. <Name>
<Address 1>

<Address 2>

<City, State, Zip>
February 19, 2006
Dear <Name>:

I have enclosed the following invoices/receipts for the <year> Hollis Strawberry Festival:

· Lull Farms: Strawberries

· Brookdale Farms: Strawberries
· Doc Davis Ice Cream: Cream, ice cream, and cones
· Hollis Police Department: Officers

· <Publicity Chair>: Flyers and posters
· <Supplies Chair>: Miscellaneous receipts for supplies and services

I am thrilled that our festival was such a success this year. Thanks to mother nature, we had a wonderful weather day and terrific strawberries. [Modify previous sentence if necessary.] The community and its members benefit from the joint efforts of our two organizations, not only by the funds we can donate, but by the obvious collaboration and sharing attitude that comes from the event. Please thank all those involved from the band for their efforts and eagerness to make this year’s festival such a success!

Sincerely,
<Name>
Treasurer, Hollis Women’s Club
Enclosure: Invoices/Receipts
