
Formal Request for Technology Project 

Grant 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Organization] 

[Your Organization Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Recipient Name] 

[Recipient Position] 

[Funding Organization Name] 

[Organization Address] 

[City, State, Zip Code] 

Dear [Recipient Name], 

I am writing to formally request a grant for [Project Name], a technology project aimed at [brief 

description of the project and its objectives]. As the [Your Position] at [Your Organization], we 

are dedicated to [explain your organization's mission and relevance to the project]. 

We are seeking [amount of funding] to support [specific activities or resources], which will 

enable us to [explain how the funding will be used]. We believe that this project will [describe 

potential impact and who will benefit]. 

[Optional: Briefly outline your project timeline and expected outcomes.] 

Enclosed are additional materials that provide further details about the project and our 

organization. We appreciate your consideration of our request and look forward to the possibility 

of partnering with [Funding Organization Name] to bring this project to fruition. 

Thank you for your time and consideration. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Organization] 


