
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title/Organization]  

[Recipient'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/Group Name], as we are organizing a food drive to support 

[specific cause or community] and would greatly appreciate your 

assistance in our efforts. 

The food drive will take place on [date(s)] at [location]. Our goal is to 

collect [specific food items, monetary donations, etc.], which will be 

distributed to [beneficiaries of the food drive]. With your generosity, 

we can make a significant impact and help those in need in our community. 

We kindly ask for your support by [specific request for donation, e.g., 

donating food items, volunteering time, etc.]. Any contributions would be 

immensely appreciated, and we would be happy to recognize your generosity 

in our promotional materials. 

Please feel free to reach out to me at [your phone number] or [your email 

address] if you have any questions or would like to discuss how you can 

help. 

Thank you for considering our request. We look forward to your positive 

response and hope to collaborate with you during this important 

initiative. 

Warm regards,  

[Your Name]  

[Your Title/Position]  

[Your Organization/Group Name] 


