CORPORATE REQUEST LETTER TEMPLATE

You can use a corporate request letter to request in-kind donations from companies that don’t have an official grant-awarding arm. To use this template, simply follow the yellow-highlighted instructions and replace the placeholder text and additional instructions with your own wording.
Note the date:
Date

Open with the contact person’s name and title, followed by the funding source name, address, city, state, and zip code: 

Mr., Ms., Mrs. ________

Job title

Business name

Address

City, State Zip Code

Greet the contact person with a professional salutation (such as “Dear”) plus the personal title (as in Mr., Ms., Mrs., or Messrs.), followed by the last name: 

Dear Mr. ________:

Draft the body of the letter according to the following directions:
Start your letter with three bulleted introductory sentences. One approach to these initial bullets is opening with accurate, startling facts about your target population or the beneficiaries of the goods or services you’re requesting. Another approach is to try stirring the memory of the reader and quickly connecting him or her to a past event that he or she or a loved one experienced personally. Make sure that the memory-jogger starts out sad but ends happily.

Include a few sentences to introduce your nonprofit organization. Share your organization’s structure (nonprofit, membership association, or private operating foundation) and target population. Provide enough detail on your organization to put the recipient at ease about giving to your agency for the first time.

In the next few sentences, tell the recipient what’s wrong at your organization that requires you to seek outside funding support, equipment, supplies, or consulting assistance. Give sufficient information on the problem to answer all the recipient’s questions about why assistance is needed.

In one sentence, ask for the money (specify the amount), services (list the services), or equipment (give the piece of equipment’s name — the one most commonly used by the company) that you need. Tell the recipient why you need the requested item(s). In one to three sentences, explain the measurable objectives that the donation will help you achieve. Then add one or two sentences to tell the recipient why you chose his or her company and point to your knowledge of the organization. Tell the recipient that if his or her company helps your organization, the contribution will mean much more than the money, goods, services, or equipment donated; it will make you partners in promoting community change. Finally, let the recipient know whom to contact with further questions and when you need to have the funds, goods, or services in place.

Use a creative closing, such as “Awaiting your response,” “With great hope,” or something else that fits your project’s theme/topic area: 

Creative closing, 

First name Last name 
Type the name and title of the administrator authorized by your board of directors to sign legal documents:
First name and last name, title

Agency name

At the bottom of the letter, include the note “ATTACHMENTS”: 

ATTACHMENTS

Include a handwritten postscript of one to three sentences to appeal to the reader’s emotion and help keep the letter from feeling like an impersonal form letter:
P.S.
