
[Your Organization's Name] 

[Your Organization's Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient's Name] 

[Recipient's Title] 

[Recipient's Organization] 

[Recipient's Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

We hope this letter finds you well. At [Your Organization's Name], we are dedicated to [briefly 

describe your mission or project]. Our work aims to [describe the impact or benefits of your 

initiatives]. 

As we prepare for our upcoming [event/project], we are reaching out to our valued community 

partners to request in-kind donations. Specifically, we are seeking [list specific items or services 

you are requesting] that will help us [explain how the donation will benefit your initiative]. 

Your support would not only enhance our efforts but also demonstrate your commitment to 

[mention any relevant cause or community benefit]. We would be grateful for any assistance you 

can provide. 

Thank you for considering this opportunity to make an impact in our community. If you have 

any questions or would like to discuss this further, please feel free to contact me at [Your Phone 

Number] or [Your Email Address]. 

We look forward to the possibility of partnering with you to achieve our goals. 

Sincerely, 

[Your Name] 



[Your Title] 

[Your Organization's Name] 


