
[Your Name]  

[Your Title]  

[Your Organization]  

[Organization Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Company/Organization Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

I hope this letter finds you well. My name is [Your Name], and I am [Your 

Position] at [Your Organization]. We are dedicated to [briefly describe 

your organization's mission and goals].  

We are currently seeking support for [specific project, event, or 

initiative] that takes place on [date or timeframe]. This initiative aims 

to [describe the purpose and significance of the project]. However, to 

achieve our goals, we rely on the generosity of supporters like you.  

We invite you to consider making a donation to support [specific needs or 

items]. Your contribution will [explain how the donation will be used and 

its impact].  

As a thank you for your support, we would be happy to [mention any 

recognition or benefits for the donor, such as featuring their name/logo 

in promotional materials].  

We would be grateful for any support you can provide. Please feel free to 

reach out if you have any questions or if you would like to discuss this 

opportunity further.  

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

of partnering with you to make a difference in our community.  

Sincerely,  

[Your Name]  

[Your Title]  

[Your Organization] 


