
[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Date] 

[Recipient's Name] 

[Recipient's Title] 

[Organization Name] 

[Organization Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I am writing to request grant assistance for [specific educational program, project, or initiative] at 

[school/organization name]. Our objective is to [briefly explain the purpose of the project and its 

importance]. 

We are seeking a grant of [specific amount] to cover [briefly outline the intended use of funds]. 

This funding will enable us to [describe the impact or outcomes expected from the grant]. 

Attached are our [proposals, budget summaries, or any other relevant documents] for your 

review. We believe that with your support, we can make a significant difference in the education 

of [target group, e.g., students, community members]. 

Thank you for considering our request. I look forward to the opportunity to discuss this further. 

Please feel free to contact me at [your phone number] or [your email] if you have any questions. 

Sincerely, 

[Your Name] 

[Your Title/Position] 

[Your Organization, if applicable] 


