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Name

Address

City, State, Zip

Date

Dear Unit President:

I would like to introduce myself to you.  My name is (name) and I am the District President of (county). I am scheduling installations for the fiscal year.  Please advice when it would be convenient for me to install your Unit officers. If you are not planning an installation, please let me now when it would be convenient for me to visit your Unit and present the programs and answer any questions that you might have.

This year our member chairman in council is (name).  She will be giving out certificates to the Units who reach their percentage goal on the designated target dates. Awards will also, be given to each Unit when they reach their 100% Department goal.

Don’t forget to send in your council dues which are (???) assessment based on membership at the close of books.  This obligation must be paid thirty days prior to the Annual meeting if your Unit wishes to vote for or run for a Council office.  Also, please remit the officer’s gift of $6.00.

The first council meeting is at Post ???, city on day, date and time.

Sincerely, 

Name
District President

Address

City, State, Zip

Phone & cell phone

Email address
