[Place coalition/group logo here]
[Enter Date]
Re: Request to install park signage
Dear [Township/City] Board Members:

[Coalition or group name] is a coalition of countywide collaborative partners that has met monthly for many years.  [Enter groups focus/mission and targeted area].  Tobacco use impacts chronic disease and, as such, [Enter coalition/group name] is committed to helping community partners in their efforts to create environments where those who choose not to use tobacco products can do so easily. The coalition also promotes programs and services of organizations and agencies that help those who use tobacco products quit if they choose to do so.
[Enter grant information &/or goals]
The signage is educational in nature and enhances the opportunity for kids to play in these parks in a safe and healthy manner.  There should be no township ordinance changes required or proposed sanctions related to this signage, unless the board is interested in doing so. A picture of the proposed signage is included with your packet along with letters of support for this project expansion [enter partners names], all of which are coalition partners. There is also a resolution which will be required with signatures from your board to allow us to proceed with the signage installation.     
[Enter any additional information (i.e. money for marketing)]
[Coalition or group name] is asking for your approval to install [#] sign(s) at [enter park name(s)] near the playground equipment.  There will be no cost to your township for either the sign or installation.
Thank you for your consideration and your important role in helping us [enter mission statement].
Respectfully,

[enter coalition/group name] Members
