
[Your Name]  

[Your Title/Position]  

[Your Organization]  

[Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Title]  

[Recipient Organization]  

[Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

I hope this message finds you well. My name is [Your Name], and I am the 

[Your Position] at [Your Organization]. We are currently organizing a 

community service project aimed at [briefly describe the project and its 

purpose].  

To make this initiative successful, we are seeking donations to support 

our efforts. Specifically, we are looking for [detail the items or types 

of support you need, e.g., financial contributions, supplies, 

volunteers]. Your generous support would greatly assist us in 

accomplishing our goals and making a positive impact in our community.  

Our project is scheduled to take place on [date], and we aim to [explain 

the expected outcome or benefits of the project]. We believe that with 

your help, we can [describe the difference this project will make].  

If you would like to contribute or learn more about our project, please 

feel free to contact me at [your phone number] or [your email address]. 

We would be grateful for any support you are able to provide, and I would 

be happy to recognize your contribution in our promotional materials.  

Thank you for considering our request. We hope to partner with you to 

positively impact our community.  

Warm regards,  

[Your Name]  

[Your Title/Position]  

[Your Organization] 


