
[Your Organization's Name] 

[Date] 

[Donor's Name] 

[Donor's Title] 

[Donor's Company/Organization] 

[Donor's Address] 

[City, State, Zip Code] 

Dear [Donor's Name], 

I hope this message finds you well. I am writing to you on behalf of [Your Organization's 

Name], a [brief description of your organization and its mission]. We are currently seeking 

support for our upcoming project, [Project Name or Description], which aims to [briefly explain 

the purpose and impact of the project]. 

To make this initiative a success, we are looking for in-kind donations of equipment and 

supplies. Specifically, we are in need of [list specific equipment or supplies needed, e.g., 

computers, printers, tools, etc.]. Your support would not only help us achieve our goals but also 

demonstrate your commitment to [mention a relevant cause, community, or mission]. 

As a valued member of the [donor's industry/community], your contribution would significantly 

impact our efforts. In recognition of your generosity, we would be delighted to acknowledge 

your support through [mention ways you can recognize the donor, e.g., social media shout-outs, 

logo on promotional materials, etc.]. 

We would love the opportunity to discuss this partnership further and explore how we can work 

together to make a positive difference. Please feel free to contact me at [Your Phone Number] or 

[Your Email Address]. Thank you for considering this opportunity to support our mission. 

Warm regards, 

[Your Name] 

[Your Title] 

[Your Organization's Name] 

[Your Organization's Phone Number] 



[Your Organization's Website] 


