
Request for Donation of School Supplies 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[School Name] 

[School Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

Dear [Recipient's Name], 

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

[School Name]. We are reaching out to seek your generous support in providing essential school 

supplies for our students. 

As you may know, [briefly explain the situation or need, e.g., "many of our students come from 

low-income families and lack the necessary materials to succeed in their education"]. Your 

contribution would greatly assist in ensuring every child has the resources they need to thrive. 

We would appreciate any donations of supplies such as [list specific supplies needed, e.g., 

pencils, notebooks, backpacks, etc.]. We are also open to monetary donations which can be used 

directly to purchase these items. 

Your support can make a significant difference in our students' lives and help us provide a better 

learning environment. We would be happy to recognize your generosity in our school newsletter 

and at school events. 

Thank you for considering our request. Please feel free to contact me at [Your Phone Number] or 

[Your Email Address] if you have any questions or would like to discuss this further. 

Warm regards, 

[Your Name] 

[Your Position] 



[School Name] 


