Sample "Delivery" Letter
Sample Delivery Letter

Dear Parents,

We would like to thank you for your support of our fund raising project.  The money we have earned will be helping to fund ____________________.

Your product will be delivered (insert day and date here).  It is important that you check your order IMMEDIATELY.  If adjustments need to be made, you must call the telephone number on your packing slip or you can go to www.kidsarefirst.com, click on ORDER ISSUES fill out and submit the Merchandise Replacement Form to report damaged or broken items. The correct product will be delivered to the school within 2 weeks. Be sure to include the school name, student name, teacher name and what the problem is.  Problems must be reported WITHIN 3 DAYS.  It is imperative that corrections be reported immediately.  Corrections will be shipped to the school and delivered to your student in the classroom.  If you have ordered magazines please look for a voucher in your order.

Again, thanks so much for helping.  We couldn't do it without you!

Sincerely,

Your Name

PTA, PTO, PTSA, Etc.

Product Customer Service # 1-800-258-3798

