Individual Sponsorship Letters: Instructions
Individual Sponsorship Letters are letters that you can send to family and friends asking for financial support as a means to help defray the cost of our trip to Europe.  It is OPTIONAL; you may send as few or as many as would like.  But remember, you won’t get anything if you don’t ask!  These are the steps to follow in case you missed the meeting:

1. Go to my travel page (http://kmcguiness.yolasite.com/travel-2012.php) and click on the link to the Individual Sponsorship Contact Form for France and Spain 2012. 
2. Fill out the Contact Form with names and addresses of friends, family, and anyone else that you think would help support you.
3. Once you have all those names collected, you’re ready start editing your Sponsorship Letters.  You can access it from my travel page. It is a MS Word Document and is open to save and edit on your home computer.  ONLY change the sections highlighted in YELLOW.  Make sure to do this for both the letter on page 1 and the receipts on page 2.  You’ll also have to do this for each sponsor on the list (unless you want and know how to use Mail Merge).
4. Save at least one of the copies to your home computer for future reference.
5. Print of the letters/receipts out and make sure to sign your name BY HAND at the bottom of each letter!

6. You will need two types of envelopes: a large envelope (approx. 4 1/8 in. X 9 ½ in.) along with a smaller envelope (approx. 3 5/8 in. X 6 ½ in.).  You need to put stamps on both (the smaller one is for returning a check).  

7. On the smaller envelope, write your sponsor’s home address in place of the return address and this in the mailing address:

Croatan High School

Attn: Karen McGuiness
1 Cougar Lane

Newport, NC 
28570

8. On the larger envelope, write your home address (or the school address) in place of the return address, and the sponsor's home address in place of the mailing address.

9. Put the letter, receipts, and return envelope in the larger envelope and take them to the post office and hopefully…

10.  You’ll receive some money soon!  We’ll keep track of it and keep it in the school account until it’s needed for payment or reimbursement.

Questions???  Just contact Ms. Fredenburg, Ms. Horner or me! (
