
[Your Name] 

[Your Address] 

[City, State, ZIP Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient's Name] 

[Recipient's Organization] 

[Organization's Address] 

[City, State, ZIP Code] 

Dear [Recipient's Name], 

I hope this letter finds you well. My name is [Your Name], and I am [Your Position/Role] at 

[Your Organization/Company]. We are dedicated to [Briefly Describe Your Mission or Purpose], 

and we are currently seeking support to [State the Specific Purpose of Your Request]. 

We are reaching out to compassionate individuals and organizations who share our commitment 

to [Cause or Mission]. We would be immensely grateful if you could consider making a 

generous contribution to help us achieve our goals. 

Your support will directly impact [Explain How the Contribution Will Help Your Cause]. We 

are eager to provide meaningful opportunities and support to those in need within our 

community. 

Please find enclosed [Any Additional Information or Enclosures, if applicable]. We would be 

happy to discuss this in more detail or answer any questions you may have. 

Thank you for considering our request. We appreciate your support and look forward to the 

possibility of partnering with you to make a difference. 

Sincerely, 

[Your Name] 

[Your Position] 



[Your Organization] 


