
[Your Name]  

[Your Position or Title]  

[School Name]  

[School Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title or Organization]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

I hope this letter finds you well. We are excited to announce our 

upcoming fundraising event, [Event Name], which will take place on [Event 

Date] at [Event Location]. This event aims to [briefly explain the 

purpose, e.g., raise funds for school programs, support our sports teams, 

etc.]. 

To achieve our goals, we are seeking support from our community. We would 

greatly appreciate your participation in this event, whether through 

donations, sponsorships, or by attending. Your contribution will make a 

significant impact on our students and educational programs. 

[Optional: Include details about what the funds will be used for and how 

it will benefit the students.] 

We invite you to join us and help make [Event Name] a success. Should you 

have any questions or require further information, please do not hesitate 

to reach out to me at [Your Phone Number] or [Your Email Address]. 

Thank you for considering our request. We look forward to your support. 

Warm regards, 

[Your Name]  

[Your Position]  

[School Name] 


