Note: Student files may resemble the example shown below. Variations are also possible.
Today's Date

Name

Company name

Address

City, State Zip

Dear Salutation:

As the Executive Director of the Southside Coalition for the Homeless, I would like your support for the construction of a new shelter for single mothers and their children. As you know, the coalition provides services for homeless people throughout the area.

As a contributor, corporations receive several important benefits. First, all contributions are tax deductible. Second, the coalition publicizes the names of all benefactors thus projecting a positive image in the community. Third, the coalition's extensive job training program prepares individuals with the skills necessary to compete in the marketplace. We encourage all of our trainees to take positions with our benefactors.

Our new shelter will cost $250,000 to construct and $185,000 per year to maintain. We are asking for donations of $10,000, $15,000, and $25,000 for construction. We are asking for donations of $2,500, $5,000, and $10,000 towards annual maintenance and services. 

Thank you in advance for your support. We look forward to receiving your donation and working with you on this project.

Sincerely,

Bill Patterson

Executive Director

