Sample Cover letter to send out with your order forms

This letter is intended as a template you can adjust however you wish :

Just adjust and add in the red bits, then delete this introductory paragraph for a ready to use letter, to print on letterhead or plain paper
OR

Cut and paste the relevant parts that you’d like to use in a letter or newsletter
Please phone Kytons on 8177 0156 if you’d like any help making this letter work of your group.  
<insert date if you wish>
Dear Members (or maybe students or families)
We are running a Kytons Bakery fundraising drive to raise money for <insert your item> and attached you will find an order form, on which we hope you will be able to collect some orders for us.

Kytons Bakery is a South Australian family owned business that has been helping people fundraise in Adelaide for over 20 years and are probably most well known for their award winning lamingtons.  Kytons Lamingtons have twice been awarded first prize at the National Baking Competition and taste sensational! 

They also won 1st prize at the National Hot Cross Bun Awards in 2010 for their delicious hot cross buns that contain no peel and are full of Australia grown top grade dried fruit (or fruitless if you prefer!). 

Kytons also bake a range of other fantastic products, which are all made with the best quality ingredients and cooked to their time-honoured recipes. 

Because Kytons products are so well known in Adelaide we encourage you to hand your order form around to friends, family and work colleagues.  You will probably find that they are enthusiastic to purchase from you, so they can enjoy the Kytons products and help out our group. <may need to change to “our school” etc..

Obviously the more products we sell, the more funds we will have to spend, so it would be great if every family could support us.  If every family could sell just 3 packets of lamingtons, we would raise in excess of $600 (change this comment to suit your group’s size –contact us if you need a hand working out the maths)
Please return orders together with the relevant money to <insert location or person> by <date>.
Orders will be available for collection on <date> <insert location, time etc if you wish>.

Thank you in anticipation of your support for our Kytons Drive.

Sincerely

<insert organisers name>
PS – If you would like to know more about Kytons Bakery’s products, including ingredient lists and serving suggestions, you’ll find their website at : www.kytonsbakery.com.au.
