
Letter of Inquiry for Contributions 

Date: [Insert Date] 

[Your Name] 

[Your Position/Organization] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Recipient's Name] 

[Recipient's Organization/Company] 

[Recipient's Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

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

Organization]. We are committed to supporting the educational needs of children in our 

community, particularly those facing financial hardships. 

With the new school year approaching, we are reaching out to seek contributions of school 

supplies. Our goal is to ensure that every child has the tools they need to succeed in their studies. 

We are in need of items such as notebooks, pencils, backpacks, and other essential school 

supplies. 

Any contribution, big or small, would greatly benefit our initiative and the children we serve. If 

you are able to assist us in this endeavor or would like more information about our organization 

and the impact of your support, please feel free to contact me directly at [Your Phone Number] 

or [Your Email Address]. 

Thank you for considering our request. We genuinely appreciate your support in helping us make 

a difference in our community. 

Sincerely, 

[Your Name] 

[Your Position/Organization] 


