
Request for Funding 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

Email: [Your Email] 

Phone: [Your Phone Number] 

[Recipient's Name] 

[Recipient's Position] 

[Organization's Name] 

[Organization's Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I am writing to request funding to support an upcoming literary event titled "[Event Name]" 

scheduled for [event date]. This event aims to [briefly describe the event's purpose and 

importance]. 

We are expecting [number of attendees] participants, including [describe the target audience 

such as local authors, students, etc.]. Our goal is to [highlight objectives, such as promoting 

literacy, fostering a love for reading, etc.]. 

The estimated budget for this event is [insert amount], which will cover expenses such as [list 

key expenses like venue, materials, guest speakers, etc.]. We would greatly appreciate any 

financial support that your organization can offer to help us achieve our vision. 

Thank you for considering our request. I look forward to the possibility of collaborating to make 

this event a success. Please feel free to contact me at [your phone number] or [your email] if you 

have any questions or need further information. 

Sincerely, 

[Your Name] 



[Your Position/Title] 

[Your Organization] 


