
Request for Donation of Books 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Organization] 

[Organization Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

 

[Recipient's Name] 

[Recipient's Position] 

[Recipient's Organization] 

[Organization Address] 

[City, State, Zip Code] 

 

Dear [Recipient's Name], 

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

request your support in our endeavor to provide our students with essential reading materials. 

As you may know, many of our students lack access to a variety of books that are crucial for 

their academic growth and personal development. Therefore, we are reaching out to seek 

donations of books that can enrich their learning experience. 

Your generous contribution will directly benefit students and help foster a love for reading 

within our community. We would greatly appreciate any books you can donate, whether they are 

fiction, non-fiction, textbooks, or any other genres that you think might be beneficial. 



If you are willing to assist us, please feel free to contact me at [Your Phone Number] or [Your 

Email Address] to arrange a pickup or drop-off time at your convenience. 

Thank you for considering our request. Together, we can make a significant impact on the lives 

of our students. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Organization] 


