
[Your Name]  

[Your Position]  

[Your Company]  

[Company Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Position]  

[Recipient Company]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

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

[specific request or project]. Our organization is committed to [briefly 

describe your mission or project], and we believe that your involvement 

will greatly enhance our efforts.  

[Provide a detailed explanation of the request, including why it is 

important and what impact it will have.]  

We would be grateful if you could [specific request, e.g., provide 

funding, resources, or expertise]. Your support will not only contribute 

to our success but also demonstrate [how their support aligns with their 

goals or values].  

Thank you for considering our request. I look forward to the possibility 

of collaborating with you. Please feel free to reach out to me directly 

at [your phone number] or [your email address] if you have any questions 

or need further information.  

Warm regards,  

[Your Name]  

[Your Position]  

[Your Company] 


