Dear [Alumnus/a of ABC] [OLD DEFians] [Friends of GHI]: ...

I am writing to you as the U.S. Representative of Old ABCians.  As you probably know, ABC [has  launched an appeal] [is seeking to add a Technology Center/Library/Dormitory] ... [PLUS OTHER NEWS SPECIFIC TO ABC, AND YOUR OWN PERSONALIZATION].
We need to make ABC successful in this endeavor.  Our Appeal is already underway back in [Australia] [New Zealand] [the U.K.], and we very much hope that those of us in the United States will do what they can to support it.

To make a gift and take a U.S. income tax deduction, you may make a donation to the British Schools & Universities Foundation (Federal I.D. Number 13-616-1189), a charitable organization approved by the U.S. Internal Revenue Service under Section 501(c)(3) of their Code.  You should express "a preference for ABC" in your transmittal letter (sample on page 4), not on your check which is to be drawn to the order of the British Schools & Universities Foundation.  Such preferences are respected by the Foundation but all grants are made at its sole discretion, as required by the I.R.S.

NOTE TO U.S. REPRESENTATIVE: DEPENDING ON WHERE/HOW YOU WANT THE CHECKS MAILED, USE ONE OF THE FOLLOWING ALTERNATIVES:
[ALT. #1—TO HAVE THE CHECKS MAILED DIRECTLY TO THE FOUNDATION]; Their address is 575 Madison Avenue, Suite 1006, New York, NY 10022-2511.  You may use the enclosed, pre-addressed envelope.

[ALT. #2—TO HAVE THE CHECKS SENT TO YOU FOR BATCHING]; Please draw your checks to  the British Schools & Universities Foundation; however, you may mail them to me, and I will aggregate and forward them to the foundation, including an overall "expression of preference" for ABC in my letter of transmittal.

[CONTINUE AS FOLLOWS...]; The Foundation will send you a receipt.  If you wish the tax deduction in the current year, you should send your gift no later than four weeks before December 31st.

Certainly, I want to do all that I can to help you and our common interest in ABC.  If you have any questions, please call daytime at [123] 456-7890/evenings at [987] 654-3210.  It would always be good to hear your news, and I would be happy to pass it on to the [Old ABC Magazine][Gazette] .....

With many thanks in advance of hearing from you,

Sincerely,

Y.O. Name

U.S. Representative for Old ABCians in America







