
Put on letterhead:

Letter for School Talks

<Name>

<Address>

<City, State ZIP>

Dear <Title><School Principal>,

Did you know that more than 50,000 people are diagnosed annually with some form of head and neck cancer? Did you know that most of these types of cancer are caused by tobacco products and that unfortunately these habits begin during childhood?

The week of April 22-28, 2012 is Oral, Head and Neck Cancer Awareness Week®. We would like to schedule a talk at your school to educate your students about the dangers of tobacco products.  

The talk will be presented by a local healthcare professional and a head and neck cancer survivor. Their mission is to give your students a greater understanding of what head and neck cancer is and how it can be prevented.

Please let your teachers know about the possibility of having our speakers come into their classrooms. While we are available to give a talk at your school at any time, we would like to schedule many of these talks during the National Oral, Head and Neck Cancer Awareness Week.

If you are interested in having speakers come to your school or have any questions about Head and Neck Cancer Awareness Week please call me at <Phone Number>. The Week is sponsored by the Head and Neck Cancer Alliance.  For further information, you can log onto their web-site at www.headandneck.org.

Thank you for your time, and we hope to hear from you soon.

Sincerely,

<Name>
<Org Name>

<Contact Info>
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