
Congratulatory Letter Request Form 
 
Please complete all sections of this form. 
 
To Be Completed by Person Requesting Letter/Card/Award 
First Name : ___________________________________________________________ 
Last Name: ____________________________________________________________ 
Address: ______________________________________________________________ 
City, State & Zip: _______________________________________________________ 
Phone: ___________________________  Email Address: _______________________ 
 
Indicate Letter Type and see Instructions Below: 
____  Birthday   _____ Anniversary  _____Military Retirement 
____ Eagle Scout  _____ Gold Scout Award _____ Community Award 

 
Mailing Address and Contact Name: 
_____________________________________________________________________ 
_____________________________________________________________________ 
_____________________________________________________________________ 
             

! Birthday 
Name of Honoree: ______________________________________________________ 
Age: __________________ Date of Birth: __________________________________ 
 

! Eagle Scout /Girl Scout Gold Award 
Full Name of Eagle/Girl Scout: ___________________________________________ 
Date of Ceremony: ________________________  Troop Number: _______________ 
 

! Anniversary 
Name of Couple: ______________________________________________________ 
Anniversary Date: _____________________________________________________ 
 

! Military Retirement 
Name of Retiree: ______________________________________________________ 
Branch of Service: __________________________ Retirement Date: ____________ 
(Please include a brief summary of the retiree’s service) 
 

! Community Award 
Name of Award Recipient: ______________________________________________ 
Name of Award: ______________________________________________________ 
Sponsoring Organization: _______________________________________________ 



 


