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Introduction 

A template of donation letter is a formal request to a person to donate money for poor and needy 

people. This letter is written in respectful language so as to grab the attention of the reader. This 

letter is written by a social service organisation in order to ask for donations. The letter conveys a 

message that these social service organisations are working only for welfare of needy persons and not 

for gaining any profit. This letter has to be written in a pleasing manner so as to attract the reader. 

Template of donation letter Tips 

Some tips to write template of donation letter 

• Kindly mention in the letter that your organisation does not work for any profit but works 

for the well-being of needy and poor people. 

• Mention name and contact number of your organisation together with a few words about 

your organisation. Write the mission and functions of your organisation. 

• Write a few lines about what benefits can a person get by donating for poor and needy 

people. 

• The letter has to be brief and to the point. Do not write a very big letter as it may be 

difficult for reader to understand.  Avoid unwanted content. 

  



 

 

3 

 
www.letters.org Template of donation letter 

Sample Template of donation letter 

From  

_____________ 

_______________ 

Date 

To 

____________ 

_________ 

Subject – template of donation letter 

Respected Sir/ madam  

I am Mr. XYZ writing this letter on behalf of our ABC social service centre. Our organisation is a non-

profit making social service organisation and we do our best for well-being of poor people. We help 

poor and needy people by proving them food and clothing.  

We also arrange special programmes so that they can lead an improved life. Additionally we also run 

medical camps for needy people who are victims of some harmful diseases but do not afford to treat 

the disease.  

I hope you contribute to the social service and help us to help others. I would highly appreciate if you 

reply at the earliest. 

Your’s sincerely, 

Mr.XYZ  
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Template of donation letter Template 

From  

_____________ 

_______________ 

Date 

To 

____________ 

_________ 

Subject – donation letter template  

Dear Sir /madam 

I am ________ (name of the person) working with _________social service club (name of the 

organisation). In form of this letter I am requesting you to give donations for needy people so that 

they can live their life in better way. We help poor and needy people by supplying cloths and food to 

them. We also provide them medical health so that they can have a healthy and happy life. 

I would welcome your contribution to our social service programme in form of donations. I request 

you to donate generously and be a part of our social work programme. Prompt response at your end 

is awaited.  

Thanking you  

Name  

Signature   
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Disclaimer 

 
The author and publisher of this Ebook and the accompanying materials have used their best efforts in preparing this Ebook. The author and publisher 

make no representation or warranties with respect to the accuracy, applicability, fitness, or completeness of the contents of this Ebook. The information 

contained in this Ebook is strictly for educational purposes. Therefore, if you wish to apply ideas contained in this Ebook, you are taking full responsibility 

for your actions. 

The author and publisher disclaim any warranties (express or implied), merchantability, or fitness for any particular purpose. The author and publisher 

shall in no event be held liable to any party for any direct, indirect, punitive, special, incidental or other consequential damages arising directly or 

indirectly from any use of this material, which is provided “as is”, and without warranties. 

The author and publisher do not warrant the performance, effectiveness or applicability of any sites listed or linked to in this Ebook. 

All links are for information purposes only and are not warranted for content, accuracy or any other implied or explicit purpose. 

No part of this may be copied, sold, or used in any way other than what is outlined within this Ebook under any circumstances without express 

permission from www.letters.org 


