
[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient's Name] 

[Recipient's Position] 

[Organization's Name] 

[Organization's Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this letter finds you in great spirits. I am writing to you on behalf of [Your 

Organization/Project Name] to kindly request your assistance in the form of complimentary aid 

for our upcoming initiative. 

We are dedicated to [briefly explain the mission or goal of your organization or project]. As we 

strive to make a positive impact, we believe that your support would be instrumental in helping 

us achieve our objectives. 

Your contribution would go towards [explain how the aid will be used and its significance]. We 

have always admired [something positive about the recipient's organization or individual] and 

feel that a collaboration could lead to phenomenal outcomes. 

We would be grateful if you could consider our request for complimentary aid. We are happy to 

provide any additional information or discuss this in further detail at your convenience. 

Thank you for considering our solicitation. We look forward to the possibility of working 

together and appreciate your support in advance. 

Sincerely, 

[Your Name] 



[Your Position] 

[Your Organization] 


