GRANT COVER LETTER TEMPLATE

The cover letter in your grant application is the funder’s first clue that you understand the organization from which you’re requesting funds. It’s best to write the cover letter last, after you’ve completed the entire grant application.

Note: Always write a cover letter for foundation and corporate grant requests. Provide a cover letter for state or federal grant requests only when instructed to do so.
To use this template, simply follow the yellow-highlighted instructions and replace the placeholder text and additional instructions with your own wording.

Use the same date that you’ll send the complete grant application to the funding source:

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 “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:

Keep the first paragraph short and focused. Start by introducing your organization (use its legal name), and then introduce yourself and give your job title (Executive Director, Development Officer, and so forth). Finally, get to the point. Tell the funder how much money you’re requesting and why your organization needs the monies. Write a sentence or two about what your organization does. Validate your existence by adding at least one sentence that includes research-based evidence that there is a need for what your organization does.

Write a second paragraph that’s brief and to the point. Include no more than three sentences stating your organization’s corporate structure status and the date it was founded. Then tell the funder your organization’s purpose and how it aligns with the funder’s mission or funding priority.

Wrap up your cover letter up with a summarizing paragraph. Share a closing thought or reflection about what this funding partnership can mean for the future of your project’s target audience.

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, 

Sign your first name only; doing so invites an informal, long-term relationship:
First name

First name and last name, title

Agency name

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

ATTACHMENTS
