

(DATE)

(NAME)
(NAME OF ORGANIZATION)
(ADDRESS)

Dear (NAME),

This letter is to confirm that in (YEAR), the (ORGANIZATION) contributed (AMOUNT) hrs of staff time at a rate of $ (AMOUNT) per hour for a total in-kind contribution of $ (AMOUNT) towards the (ORGANIZATION)  .

 Staff time was spent:
· contributing to conferences calls as a member of the advisory committee;
· accessing and exploring a sandbox version of __________
· strategizing (ORGANIZATION)’s role in implementing and disseminating the system within our network. 

(ORGANIZATION) has also contributed (AMOUNT) in (YEAR) to develop a module/feature that will benefit the system’s users, with support from a _____________ grant from _________. 

The total contribution can be summarized as follows,
In-kind: $ (AMOUNT)
Expenses: $ (AMOUNT)
Total Value: $ (AMOUNT)


Sincerely,



(NAME)
(TITLE)

