Date

Dear [Recipient]

We welcome the opportunity to work on our Child labourers project with you. 

[Brief introduction of organisation]

The over all goal of this programme is to establish a driving school for providing driving training for the slum young boys and girls on three wheeler and four wheelers to make them enable to get employment opportunities in the private and public vehicles in the city to make them to get a decent salary to lead a dignified life. 

Our regular programme is to bring back the child labourers in to the regular school. We also conduct campaigns to enrol the children in the schools when they attain the age of five. Child labourers who are in the above age could not be made to rejoin the school. For the children who could be motivated to rejoin the school, we need uniforms note books and other necessary items to keep them in school. 

However, we do realise that it is not possible to have all the children rejoining the school. For such  children, we plan providing them with training on driving. 

As state above, two separate projects will be conducted by the same organization in the same area for different categories of children.

(Comment: Clearly identify the end product... like the paragraph above beginning, “The over all goal of this programme is to establish......” In fact if well identified, you can remove the paragraph above)

In order to facilitate communications and meet deadlines, we would be glad to report to person in your office regularly to update you on events. 

Briefly this is the proposed plan of action we have set for ourselves.

[Here u might want to make  a brief outline incase the recipient does not have time immediately to go through the details in the supporting documents]

We are faxing/emailing.... (as the case may be) these documents to you but will follow with a hard copy via post. 

Thank you once again for the support.

Faithfull,

(name)

