
Donation Request Letter 

Date: [Insert Date] 

[Your Name]  

[Your Title]  

[Your Organization]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number] 

[Donor's Name]  

[Donor's Title]  

[Donor's Organization]  

[Donor's Address]  

[City, State, Zip Code] 

Dear [Donor's Name], 

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

your support for our upcoming professional development workshops aimed at enhancing the 

skills and knowledge of [target audience, e.g., teachers, community leaders, etc.]. 

These workshops are crucial for [briefly describe the purpose and benefits of the workshops, e.g., 

improving teaching methodologies, leadership skills, etc.]. We aim to provide high-quality 

training to participants that will ultimately benefit [explain the broader impact, e.g., the 

community, students, etc.]. 

We are reaching out to you to request a donation that will help us cover costs such as venue 

rental, materials, and expert facilitators. Your contribution will make a significant difference in 

the success of these workshops. 

Thank you for considering our request. We would be grateful for the opportunity to discuss this 

further and explore how you can make an impact through your support. 

Sincerely, 

[Your Name]  

[Your Title]  

[Your Organization] 


