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[name of company/contact] [address of company]
Dear [company/person],
[your school name] is currently establishing a [type of activity] a paper recycling program at our school. With the help of students and staff, we aim to significantly reduce the amount of paper that goes into the trash by recycling paper. We currently have a dumpster that will hold the paper recycling, but we need containers for [individual classrooms/pods] to meet our goal. We would like to request [number and type of container...you can find this on their website or visit the store] containers. We also need [number/size] clear trash bags in order to allow the custodial staff and students to get the paper to the recycle dumpster. We estimate that these items will cost [price].
We are asking your company if it will donate these items so that we may succeed in conserving our natural resources. Our school tax ID is [put id number here] Please do not hesitate to contact me if you have any questions. We look forward towards establishing a partnership with [name of company]. We know that these types of partnerships help us give back to the community and enhance actions our students can take towards helping the environment.
Sincerely,
[name] [title] [address]
[telephone]
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