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SAMPLE REQUEST LETTER FOR LOCAL BUSINESS

[Insert Date]
Dear [Business Manager/Charitable Giving Program Manager]:
[Insert requesting organization's name] would like to thank [insert potential business donor name] for taking the time to meet with representatives from our board and staff and for considering our request for funding.  We are working towards a critical goal of raising [insert $ amount] in order to in order to maintain/launch our [insert program/project name] program this coming year.  As you might well know, [insert your organization name] is the [insert statement that makes your organization unique…largest, only, most effective, etc]. Each year our organization provides critical programming that impacts more than [insert number served] diverse members of our community.

While [insert organization name] was originally founded in [insert organization inception date] to [insert mission statement] Our organization has grown significantly over the last [insert time frame]. In addition to [list specifics…advocacy, health, education, etc] services and outreach programs our staff provides [insert additional services] in partnership with [list key community partners].
You might not realize it, but our community depends on our organization for [insert statement of major community need and how your organization responds to that need.] For this reason, we are reaching out to community partners who have an invested interest in the services that our organization provides on a daily basis. 

We have data and personal stories to demonstrate how contribution dollars truly impacts the lives of program participants. We ask you to consider our current needs and our request to help [insert organization name] as we search for creative ways to address the current economic climate/community needs and keep/launch this critical initiative. In the upcoming months, we are partnering with more than [insert #] local business, community organization, and foundations to make this project a reality. We ask that you become part of the change this community so desperately needs.

We greatly appreciate your consideration of this request and eagerly await the assurance that [insert business name] and [insert organization name] will be able to partner as we serve families across the [list specific region].  Should you have any further questions, please feel free to contact me in the office or on my work cell: ____________. 

Sincerely,
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