
Donation Distribution Request 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Title] 

[Organization Name] 

[Organization Address] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally request the distribution of donations 

that have been generously collected for [specific purpose or cause]. As we continue to support 

[explain the beneficiaries or community], it is essential that we distribute the donations in a 

timely and effective manner. 

Please find below the details of the donation distribution: 

• Items to Distribute: [List of items] 

• Quantity: [Total quantity] 

• Distribution Date: [Proposed date] 

• Locations: [Distribution locations] 

Your support in this matter is invaluable, and we appreciate any assistance you can provide to 

facilitate the smooth distribution of these donations. Should you have any questions or require 

additional information, please feel free to contact me at [Your Phone Number] or [Your Email 

Address]. 

Thank you for your attention to this important matter. We look forward to your prompt response. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Organization] 

[Your Contact Information] 


