
Community Outreach Request for 

Educational Workshop Support 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Organization] 

[Organization Address] 

[City, State, Zip Code] 

Email: [Your Email] 

Phone: [Your Phone Number] 

Dear [Recipient's Name], 

I hope this message finds you well. My name is [Your Name], and I represent [Your 

Organization], a community-focused organization dedicated to [brief description of your mission 

and activities]. We are reaching out to seek your support in organizing an educational workshop 

aimed at [describe the purpose of the workshop]. 

Our organization believes in the power of education and community engagement, and we aim to 

bring together [target audience, e.g., local residents, students, etc.] to provide them with valuable 

knowledge and skills. The workshop is scheduled to take place on [date of the workshop] at 

[location], and we expect [number of participants]. 

We would be grateful if [Recipient's Organization] could support our initiative through [specific 

support requested, such as funding, resources, participation, etc.]. Your involvement would not 

only enhance the quality of the workshop but also reinforce our shared commitment to fostering 

education within our community. 

Thank you for considering our request. We would love the opportunity to discuss this further and 

explore ways we can collaborate to make a lasting impact. Please feel free to contact me at [Your 

Phone Number] or [Your Email]. 

Looking forward to your positive response. 

Sincerely, 



[Your Name] 

[Your Position] 

[Your Organization] 


