
Dear [Recipient's Name], 

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

Name], where we are dedicated to [briefly explain the mission or goals of your organization]. 

As you may know, we are hosting a charity event on [date of the event] to benefit [describe the 

cause, event, or community]. We are reaching out to our community members to request your 

generous support in the form of school supplies for children in need. 

We are collecting items such as: 

• Pens and pencils 

• Notebooks and binders 

• Backpacks 

• Art supplies 

• Other essential school items 

Your contributions will not only enhance the quality of education for many children but also 

inspire hope and motivation in their lives. We would be immensely grateful for any items you 

could donate. 

If you are interested in helping us, please feel free to drop off donations at [location] or contact 

us at [phone number] or [email address] for alternative arrangements. 

Thank you for considering our request. Together, we can make a significant difference in our 

community. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Organization/School Name] 


