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Sample Cover letter

Date

Contact

Title

Organization

Address

City, State, Zip

Dear [CONTACT NAME]:

Thank you for your interest in the anniversary plans we briefly discussed [IN OUR MEETING OR ON THE PHONE]. As you requested, I have enclosed information about specific ways [FUNDER NAME] might support these efforts. I also want to share more information about [YOUR ORGANIZATION NAME] and our ongoing work to inspire more citizens to serve our community and our country.

As you know, service is the cornerstone of building our community, meeting critical social needs, strengthening our inclusiveness, and reinforcing our civic values – as well as building the capacity of important organizations like [YOUR ORGANIZATION NAME].  Ten years ago, the Corporation for National and Community Service was established to encourage all Americans to serve their country.  During the past decade, the Corporation and its programs – Senior Corps, AmeriCorps, and Learn and Serve America -- have created meaningful ways for millions of Americans of all ages and backgrounds to serve their communities and country through organizations like ours.

This 10-year milestone is an opportune time to reinforce the purpose and potential of national and community service programs, and we hope [FUNDER NAME] will join [YOUR ORGANIZATION NAME] and other service champions to support our efforts. With your financial investment, [FUNDER NAME] will both acknowledge and promote the value and long-term effects of civic engagement and community service. At the same time, you will gain more recognition as a [BUSINESS OR PHILANTHROPIC] leader committed to building stronger, healthier communities that are critical to the economic strength and vitality of our nation.

(You may want to insert 2 or 3 sentences here, speaking directly to your project in relation to their giving focus area.)

Thank you again for your interest in supporting national and community service. I will call you in the very near future to discuss this information or answer any questions. 

Sincerely,

[NAME]

[TITLE]

Enclosures: 
