
[Your Name]  

[Your Position]  

[Your Organization's Name]  

[Your Organization's Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[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's Name], a dedicated group working towards [briefly describe 

your mission or cause].  

As you may know, [provide some background information about the cause and 

its importance]. This is where we need your support.  

We are currently seeking donations to [specific purpose or project, e.g., 

provide food, fund research, support community services, etc.]. Your 

generous contribution will directly impact [explain how their donation 

will help and the difference it will make].  

We would greatly appreciate any support you can offer. [Optional: Mention 

any specific donation amounts and what they could provide. For example, 

"$50 can supply meals for a family for a week."]  

Thank you for considering our request. Your help can make a significant 

difference in the lives of [beneficiaries of the cause]. If you have any 

questions or would like to discuss how you can assist further, please 

feel free to contact me at [your contact information].  

Warm regards,  

[Your Signature (if sending a hard copy)]  

[Your Printed Name]  

[Your Position]  

[Your Organization's Name] 


