
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient's Title]  

[Organization Name]  

[Organization Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

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

Organization/Group Name], a nonprofit organization dedicated to [briefly 

describe your organization's mission or cause].  

We are currently seeking support for our upcoming project/event, [name of 

the project/event], which will take place on [date] at [location]. This 

initiative aims to [describe the purpose and goals of the project/event].  

To make this event a success, we rely on the generosity of community 

members and local businesses. We would greatly appreciate any support you 

can provide, whether it be a financial contribution or in-kind donations 

such as [list types of items you need or services]. Your support will 

[describe how their support will make a difference].  

If you are interested in contributing, please feel free to reach out to 

me at [your phone number] or [your email address]. We would be happy to 

provide additional information and discuss how we can acknowledge your 

support.  

Thank you for considering our request. We are truly grateful for the 

generosity of individuals like you in our community.  

Sincerely,  

[Your Name]  

[Your Title/Position]  

[Your Organization/Group Name]  

[Organization Website (if applicable)] 


