
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title/Position]  

[School's Name]  

[School's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

I hope this letter finds you well. I am writing to you on behalf of [your 

organization/school name], where we are dedicated to [briefly explain 

your mission or purpose]. As we strive to enhance our programs and 

provide our students with the best educational experience possible, we 

are reaching out to seek your support through a donation.  

Your contributions can make a significant impact in the following areas:  

- [Describe specific programs or needs, e.g., new technology, 

scholarships, extracurricular activities]  

- [Mention any upcoming projects or events related to the donation]  

We kindly ask you to consider making a donation of [suggest a donation 

amount or item, if applicable]. Any amount you can contribute will be 

greatly appreciated and will help us move forward with our initiatives.  

In appreciation of your support, we would be happy to recognize your 

contribution in [mention any recognition opportunities, e.g., 

newsletters, school website, events].  

If you would like to discuss this further or if you have any questions, 

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

address].  

Thank you for considering our appeal. Together, we can make a difference 

in the lives of our students and our community.  

Warm regards,  

[Your Name]  

[Your Title/Position]  

[Your Organization/School Name] 


