
Request for Support: Charity Event 

[Your Name] 

[Your Position] 

[Organization Name] 

[Organization Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient Name] 

[Recipient Title] 

[Recipient Organization] 

[Recipient Address] 

[City, State, Zip Code] 

Dear [Recipient Name], 

I hope this message finds you well. I am writing to invite you to support our upcoming charitable 

function, [Event Name], which will take place on [Event Date] at [Event Venue]. This year, we 

are raising funds to benefit [Cause/Project Description]. 

Your generous contribution will play a vital role in helping us achieve our goal. We are seeking 

[specific gifts, items, or monetary donations] for our event. Your support will not only aid 

[specific beneficiaries] but also demonstrate your commitment to making a positive impact in 

our community. 

As a token of our appreciation, all donors will receive [mention any recognition or benefits]. We 

would be grateful if you could consider making a donation by [Deadline for Donations]. 

Thank you for considering our request. Should you have any questions or need further 

information, please do not hesitate to reach out to me at [Your Phone Number] or [Your Email 

Address]. 



Sincerely, 

[Your Name] 

[Your Position] 

[Organization Name] 


