Chantal Lee/ U.S. Army Heritage and Education Center Museum Store	
PO Box 839
Carlisle, PA 17013
(717) 258-1102
museumstoremgr@armyheritage.org	

To Whom It May Concern:
My name is Chantal Lee and I am the Store Manager at the Army Heritage Museum Store, located within the U.S. Army Heritage and Education Center.  I have been informed that you are scheduled to come for a field trip visit in the next coming months.
Every year we have several school groups come to visit and one of the most popular items the students wish to purchase is a set of custom-made dog tags.  Typically, the groups are too large to make tags one at a time for each student; this process can be very time-consuming, so we now reach out to teachers and administrators ahead of time to see if there is any interest in having dog tags pre-made for their students.
If you think this would be something that you and your students would be interested in, just have them fill out the enclosed order form.  A few things to note and be sure the students understand:
· The machine only types in capital letters,
· We can only use numbers and letters (no special characters),
· Print clearly,
· Silencers are rubbery rings that fit around a dog tag; they come in various colors as listed on the order form.
Please review the enclosed order form with the students to ensure everyone understands how to fill it out.  If you have any questions don’t hesitate to contact me either by phone, (717) 258-1102, or via email, museumstoremgr@armyheritage.org.  
We ask that the teacher/administrator collect all monies from the students when they submit their order forms.  We accept cash only.  Order forms must be mailed to us at least one week prior to your scheduled trip.  Please mail order forms to the following address:

	             U.S. Army Heritage and Education Center Museum Store
		Attn: Chantal Lee		
P.O. Box 839
		Carlisle, PA 17013
Do not send cash with order forms.  Simply bring all collected monies with you on your scheduled trip date.  Larger denominations usually help to expedite the checkout process.
Again, personalized dog tags are a really fun souvenir for kids and are always a big hit.  I hope we can work together to create a tangible memory for your students.



Sincerely,

Chantal Lee
Museum Store Manager
