Sample Cover Letter

Put on Letterhead of Agency

Ms. Rose Doe 

Program Officer 

Corporate Giving Program 

500 Parkway, Mail Stop 99999 

Redwood City, CA 94065 

 Dear Rose,

 Dallas Public Schools respectfully submits its proposal, Unplugged! to the Corporate Giving Program for $25,000 to support its computer education program for young people.

Unplugged! is an innovative program that bridges the technological gap between Dallas  and Ft. Worth, Texas. We offer a variety of programs that serve community members of every age and background. This particular proposal seeks funding for one of our most important programs: our computer education program. This program is the cornerstone of our organization, and our strategy to bring technology to low-income children and teenagers.

To reach our mission, Unplugged! seeks to launch an innovative partnership with your Corporation consisting of funding and volunteer efforts. We look forward to exploring the possibilities with you. Thank you for considering our request. 
Please call Teresa Grissom, our Development Director, at (918) 555-1111 or via email at tgrissom@dallasisd.edu if you need additional information.

 

Sincerely,

 

Roger Smith
Executive Director 

