Sample Donation Request Letter

October 5, 2016
Company or Business Name

Address

Address

Dear Sir or Madam:

We are volunteers for the annual Partners in Giving Campaign which runs from October 10 to November 30, 2016. The campaign is a once-a-year, volunteer-driven coordinated workplace effort that allows State, University, and UW-Health employees a chance to support charitable causes. Last year, thousands of state employees participated and generously pledged nearly $2.6 million in support of local, state, national, and international charities.

The [insert agency/department], a [insert State agency or business unit] with approximately       employees, has set a goal to raise $      in this year's campaign. As part of the Department's fundraising efforts, we are holding [insert event] on [insert event date].  One hundred percent of funds raised will go directly to charity.  

This letter is a request for [insert items requested] that [insert company/business name] would be willing to donate to the       for this very special event. Your donation would be visible to all of      ’s employees and would be greatly appreciated.  

We hope you are able to support this worthy cause. If you are able to donate, please call or email us using the information provided below by [insert due date]. We will arrange to pick the items up from your business.

As      ’s 2016 Partners in Giving campaign co-chairs, we would be happy to answer any questions you have regarding the campaign.  Please contact us by email at       or by phone: [insert your name] at      .

Thank you in advance for your consideration of our request and your support of Partners in Giving. 

Sincerely, 

Chair Name

Agency/Department 

Address
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