
Request for Contributions 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Position] 

[Company/Organization Name] 

[Address] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to request contributions towards necessary 

office equipment for [Your Department/Project Name]. As we aim to enhance our productivity 

and efficiency, acquiring these items has become essential. 

We are specifically looking for contributions towards the following equipment: 

• [Item 1] 

• [Item 2] 

• [Item 3] 

Your support would greatly assist us in achieving our goals and making a positive impact within 

our organization. If you are interested in contributing, please let us know by [Insert Deadline]. 

Thank you for considering our request. I look forward to your positive response. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company/Organization Name] 

[Your Contact Information] 


