[Your Name]

[Your Position]

[NGO Name]
[Address]

[City, State, Zip Code]
[Email]

[Phone Number]

[Date]

[Recipient's Name]

[Recipient's Position]

[Organization Name]

[Address]

[City, State, Zip Code]

Dear [Recipient's Name],

I hope this message finds you well. My name is [Your Name], and | am reaching out on behalf of
[NGO Name], an organization dedicated to enhancing literacy among [target group, e.g.,
children, adults] in [location]. We are currently seeking support for our literacy program that
aims to [briefly state the goal, e.g., "provide reading resources to underprivileged communities™].
We believe that with your support, we can make a significant impact in the lives of many
individuals. We would love the opportunity to partner with [Organization Name] to [mention

specific ways they can help, e.g., provide funding, resources, or volunteers].

Please let us know a suitable time for us to discuss this in further detail. Together, we can work
towards a future where everyone has the ability to read and write.

Thank you for considering our request. | look forward to your positive response.

Sincerely,



[Your Name]
[Your Position]

[NGO Name]



