Attachment D

Sample Media Release Cover Letter
Date

Name of Newspaper

Name of Contact (if you have one)

Address

City, State, Zip

Dear ___________:

The ______________________(name of sponsor) would like to submit the following information under the “community service” section.  We will be offering a summer feeding program to children in the area and need your help in increasing awareness of the program.

If you have any questions, please feel free to contact me at _________________(phone).

Sincerely,

Name

Sponsor Name

Address

City, State, Zip

OSPI/Child Nutrition Services
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