
[Your Name]  

[Your Title]  

[Your Organization]  

[Organization 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. As we approach [specific time or 

event], I am reaching out to share an exciting opportunity for you to 

make a significant impact in our community through your support of 

[specific cause or project].  

At [Your Organization], we are dedicated to [briefly mention your mission 

and the issue you are addressing]. Over the past year, thanks to generous 

supporters like you, we have been able to [mention specific achievements 

or outcomes]. However, our work is far from done.  

This year, we aim to [describe the goal or project you are fundraising 

for]. Your support will allow us to [detail how donations will be used 

and the difference they will make]. Each contribution, no matter the 

size, brings us closer to achieving our goal.  

We invite you to join us in this mission by making a donation. You can 

contribute online at [insert website link] or send a check made out to 

[Your Organization] to the address listed above.  

Thank you for considering this opportunity to support [specific cause]. 

Together, we can create a brighter future for [mention the beneficiaries 

or community].  

Warm regards,  

[Your Signature (if sending a hard copy)]  

[Your Typed Name]  

[Your Title]  

[Your Organization] 


