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[Corporate/Organization name]

[Your Name, Your Title]

[Today’s Date]

Dear Staff/Sir/Madam:

Good day! Here at [Corporate/Organization name], we always strive to generate programs to help enhance the well being of our [staffs/members]. [Corporate/Organization name] had partnered with RECYCLE4KIDS.ORG and is taking part in a unique fundraising program designed to conserve scarce and finite resources of mother earth by collecting inkjet and toner cartridges for recycling. This program will encourage our [staffs/members] to recycle and at the same time help them be aware that by doing so, it extends the use of earth’s non-renewable resources and consequently life on earth.  The proceeds of the fundraising will benefit [organization name/charity/cause name].

Over 90% of empty cartridges are incinerated or dumped in our landfills, which add to land and air pollution. These cartridges contain residual toner powder, ink, plastic casing, aluminum and other toxic materials harmful to our environment. By collecting these cartridges you can help us turn these wastes into cash. It saves our environment and helps [organization name/charity/cause name] raise much-needed funds for a noble cause.

If your are currently recycling by returning these empty inkjet and toner cartridges to Canon, HP, Lexmark and the like, consider donating them to us instead. You can start collecting these cartridges and dropping it off to a bin that we had set-up in the [school/office/or any place]. You can also request recycle containers, poster, flyers, newsletter to put-up in your own [Office/ Establishments/ other work place], making it easier and more effective to gather empty cartridges.

If you have any inquiries about the program or would like to request recycling resources, please don’t hesitate to call me at [your telephone number] or email me at [e-mail address]. You can also contact RECYCLE4KIDS by visiting their website, recycle4kids.org, for further information.
Sincerely,

[Your name]
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[Title]

This program has been made possible by  
