RED Day Proclamation Request Guidelines

A proclamation is an official declaration by your local, state or federal government to honor or memorialize an event or person. Receiving a proclamation from your city and/or state/province is a great way to bring awareness to RED Day and your RED Day event.

How to Request a Proclamation

Start the process as soon as possible.  It can sometimes take up to six to eight weeks; however, some places can take more than eight weeks.

Step 1: Search online to locate the appropriate state/province or city government Website. Try using the site’s search feature and search for “Proclamation” or “Request a Proclamation.”  Some Websites may include all the information you need for submitting a proclamation request and others you may need to request information from someone in the official’s office.
If you can’t find any information about requesting a proclamation on the Website, you may want to use the “Contact Us” link. You can submit a query such as “How do I make a request for the governor (mayor) to issue a proclamation declaring May 8, 2014, as RED Day?”
When communicating with the official’s office about the steps for requesting a proclamation, these are some of the things you may need clarification on.

· How does the request need to be submitted (email, mail, in person)?
· When is the deadline to submit the request?
· What information do you need to include in your request?
· Do they want you to provide a draft proclamation ready for signature or do they just want you to provide the information? A proclamation template is included below and can be revised as necessary for your city/state/province. Print the proclamation on your market center’s letterhead.
Submitting the Request

When submitting your request, write a cover letter requesting the proclamation (sample cover letter included on the following page and can be revised as necessary for your city/state/province). Address the official correctly.  Include the name of the event (RED Day), event date (May 8, 2014), due date, contact information (mailing, telephone, email), brief background information about Keller Williams Realty and your market center that is sponsoring the proclamation, why RED Day is significant to your community, information on RED Day and why it should be proclaimed. Be clear and thoughtful in your statements.  The official’s office will use this information to determine if the proclamation will be granted.
After the proclamation is granted, pick up the document in person if possible to avoid it getting bent in the mail.
SAMPLE COVER LETTER
[Date]
[Mailing Address]

Dear [Official’s Title and Name]:
I am writing to you to request that you proclaim May 8, 2014, as RED Day in the [City/State/Province] of [City/State/Province Name]. Your proclamation would be in conjunction with other cities and states/provinces around the World to proclaim RED Day.
RED (Renew, Energize, Donate) Day is an initiative dedicated to celebrating Keller Williams Realty’s year-round commitment to improving our local communities. Each year, tens of thousands of Keller Williams associates from across the globe participate in a wide range of projects, devoting their time to renewing and energizing aspects of the neighborhoods in which they serve.  
As the largest real estate franchise in the North America with close to 100,000 associates worldwide, our combined efforts in a single day last year provided results that would have taken one person 95 years to achieve - and we have seen the impact last far beyond that one day. The communities where our associates live, breathe and serve have been changed for the better. Homes have been refurbished, families have been fed, parks have been beautified and lives have been restored.  
RED Day is an entrenched part of Keller Williams Realty’s culture and displays the extraordinary effect a company can have when individuals come together to work as a team for the greater good of everyone.
We are confident that with the power of your support, the spirit of RED Day will be amplified to reach out to more people all over the world – to “give where we live” at an unprecedented level.
We would request to receive the completed document by April 29, 2013. Thank you for your attention to this matter.
Sincerely,
[Insert Name and Title (if any) Here]

[Mailing Address]

[Phone Number]

[Email Address]
About Keller Williams Realty, Inc.:
Keller Williams Realty, Inc. is the largest real estate franchise company in North America, with approximately 700 offices and almost 100,000 associates in more than a dozen countries around the world. The company has grown exponentially since the opening of the first Keller Williams Realty office in 1983, and continues to cultivate an agent-centric, education-based, technology-driven culture that rewards associates as stakeholders. The company also provides specialized agents in luxury homes and commercial real estate properties. For more information or to search for homes for sale visit Keller Williams Realty online at (www.kw.com). For more information about KWWorldwide, please visit kwworldwide.com.
).
Proclamation Template
Recognizing the volunteer efforts of real estate professionals who serve their communities on RED Day and promoting RED Day as a day of volunteer service.
Whereas, the real estate industry as a whole is committed to improving the overall economic and cultural health of the nation; 

Whereas, Keller Williams Realty, Inc., (“Keller Williams Realty”) a real estate franchise organization, recognized a significant need to give back to communities by performing charitable acts within the communities where its franchises operate;  

Whereas, in <YEAR>, Keller Williams Realty designated and sponsored one day that year to encourage and allow its employees and associates, and other real estate professionals, to sponsor and conduct charitable acts, and has named and marketed that day as RED Day;

Whereas, RED stands for Renew Energize Donate and RED Day has inspired tens of thousands of real estate professionals across the globe to volunteer in their local communities;

Whereas, Keller Williams Realty committed to maintaining, growing and celebrating RED Day every year;

Whereas, RED Day has contributed more than half a million hours of volunteer service since the inaugural event in 2009; 

Whereas, RED Day volunteers have helped rebuild houses, nursing homes, children’s camps, animal shelters, clean parks and provide meals and activities for the elderly. The scope of the RED Day projects has been limitless. 

Whereas, hundreds of thousands of real estate agents across the globe have the combined resolve and energy to effect profound change in their local communities; 

Whereas, RED Day volunteers model the best in citizenship and create a climate of goodwill that lasts far beyond one day a year …

Therefore, I, (Official’s Name, Title), of the [City/State/Province] of [City/State/Province Name] do hereby proclaim May 8, 2014 as RED Day to recognize and encourage the efforts of real estate professionals across the globe to volunteer one day of service in their local communities. 

