National School Backpack Awareness Day™ Sample Scheduling Request
[Print on letterhead of event organizer]

[Date]
[Name, Title, Address]

Dear [Name]:

On [Date], the American Occupational Therapy Association (AOTA), my professional organization, is sponsoring National School Backpack Awareness Day™, an annual national educational event to call attention to health problems in children and adults caused by backpacks that are too heavy or worn improperly. The U.S. Consumer Product and Safety Commission reported that in 2007, more than 23,000 emergency room visits resulted from injuries related to backpacks and book bags. 

The School Backpack Awareness Day events educate students and parents about how to pack and wear school backpacks, and consist largely of “weigh-ins” of children and young adults nationwide. They are weighed with and without their backpacks or bags to see whether they are carrying more than 10% of their body weight. If they are, occupational therapy practitioners suggest ways to reduce the weight, pack bags to decrease stress and injury, and carry bags to evenly distribute the weight.

I am requesting permission to hold a weigh in at your facility on [date], from [time]. I anticipate [X] participants. In addition to myself, there will be [X] additional facilitators [describe their profession, affiliation with the facility if any, etc. Also describe the ages or grades of children involved (if at a school), and the specific area, if applicable, where you would like to hold the event.]
I will organize the event, bring all necessary equipment and materials, and work within your recommendations to secure all necessary permissions. 
Thank you for your consideration. You can contact me at [phone number] or [e-mail]. I look forward to hearing from you
Sincerely,



[Name, credentials]
[Title]
