
[Your Name] 

[Your Position] 

[Your Organization] 

[Address] 

[City, State, Zip Code] 

[Email] 

[Phone Number] 

[Date] 

[Recipient's Name] 

[Recipient's Title] 

[Recipient's Organization] 

[Recipient's Address] 

[City, State, Zip Code] 

Subject: Funding Appeal for Reading and Writing Projects 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to you on behalf of [Your Organization], a 

dedicated community group committed to enhancing literacy among [Target Audience, e.g., 

children, adults, etc.]. Our mission is to foster a love of reading and writing by providing 

resources and opportunities for [briefly mention your goals]. 

We are currently seeking funding to support our upcoming projects, including [briefly outline 

specific projects, e.g., reading workshops, writing workshops, community book fairs, etc.]. These 

initiatives have proven to greatly benefit our community by [mention impact, e.g., improving 

literacy rates, increasing access to books, etc.]. 

We believe that with your support, we can make a significant difference in the lives of many 

individuals. We kindly request a grant of [specific amount] to help us achieve our goals. Your 

contribution will directly impact [specific benefits to the community]. 



Thank you for considering our request. We would love the opportunity to discuss this further and 

explore how we can work together. Please feel free to contact me at [your phone number] or 

[your email]. 

Warm regards, 

[Your Name] 

[Your Position] 

[Your Organization] 


