
Request for Donation 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Organization Name] 

[Organization Address] 

[City, State, Zip Code] 

[Donor's Name] 

[Donor's Position] 

[Donor's Organization] 

[Donor's Address] 

[City, State, Zip Code] 

Dear [Donor's Name], 

I hope this letter finds you in great spirits. I am writing to you on behalf of [Organization Name], 

an organization dedicated to [briefly describe your mission or educational program]. 

As we aim to expand our educational initiatives that serve [target audience, e.g., underprivileged 

children, community members], we are reaching out to you with an opportunity to contribute to 

our cause. Your generous donation will directly support [specific program or need, e.g., school 

supplies, workshops, scholarships]. 

Last year, thanks to the support of donors like you, we were able to [share a brief success story 

or impact statement]. This year, we anticipate reaching even more individuals, but we need your 

assistance to make it possible. 

We would be grateful for any support you can provide. If you are interested in making a donation 

or have any questions, please do not hesitate to contact me at [your phone number] or [your 

email address]. 

Thank you for considering our request. We hope to partner with you in making a lasting impact 

on our community's education. 



Sincerely, 

[Your Name] 

[Your Position] 

[Organization Name] 


