Further Notes for Formation of Good Neighbors Groups. 

· United Way registration. In your fund-drive letter, encourage residents to give through their United Fund programs at work. When they do, you will receive an application form from the appropriate United Fund, requesting information on your organization. Once that is filed, the United Fund forwards payroll contributions made by residents. 

· Bulk mailing permit. To get the least expensive rate for mailing your fund-drive letter, apply to the local post office for a bulk mailing permit. This is not a complicated process, but it must be renewed each year, so someone should be put in charge of carrying out this activity. 

· Steps in launching the fund-drive letter. 

· Writing the letter. We recommend that the letter be confined to a single page. We like to use examples (anonymous) of how neighbors are helping neighbors through our organization. Ask for volunteers for the important task of writing the fund-drive letter. Select a person who has writing skills, perhaps someone who has published his or her work, an English teacher, an editor or other person familiar with communicating with the general public. 

· Approving the letter. The letter should be completed at least six weeks before you intend to mail it. The Board as a whole should review, suggest changes and approve the final document. 

· Addresses. Obtain a list of all the residences, including apartment complexes, and all the businesses in town. It is not necessary to name each person or business, so long as you have a complete list. For example, the address can read: "Resident - 123 Smith Lane, Sleepy Hollow, New York xxxxx."

· Printing the letter. A local printer who is familiar with the cause is recommended. 

· Thank-you notes. We do not advise that you go through the expense of sending thank-you notes. Limit your responses to donors who request a receipt or acknowledgment  

