
[Your Name]  

[Your Address]  

[City, State, ZIP Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Organization]  

[Recipient's Address]  

[City, State, ZIP Code]  

Dear [Recipient's Name],  

I hope this letter finds you well. I am writing to request your support 

in contributing food items for [specific event or purpose, e.g., a 

community food drive, a charity event, etc.] that will take place on 

[date].  

We aim to [briefly explain the goal of the event or purpose, e.g., 

provide meals for those in need, support a local shelter, etc.]. Your 

generous contributions will help us make a significant impact in our 

community.  

We are accepting the following food items:  

- [List specific items needed, e.g., canned goods, non-perishable items, 

fresh produce, etc.]  

If you would like to contribute, please let us know by [RSVP date] so we 

can make the necessary arrangements for collection or delivery.  

Thank you for considering our request. Your support means a great deal to 

us and to those we serve.  

Sincerely,  

[Your Name]  

[Your Title/Position, if applicable]  

[Your Organization, if applicable] 


