Full Name,
Designation,
Address
Date (e.g. 16 May or May 16)
To
Mr/Ms/Mrs Full Name,
Designation,
Address
Dear Mr/Ms/Mrs Last Name,
I am __________ and I represent ________ organization. We at our organization undertake many welfare activities of the society.
We have built many hospitals and schools for the poor and the underprivileged in the past. Our financial aid comes from donations contributed by various generous people and organizations. Our volunteers also contribute their might to the cause. All this money is then utilized to build basic necessary hospitals, schools and other required buildings in otherwise unaffordable poor areas. We are now constructing a hospital for the poor in your locality. In this regard, we request you to contribute anything from your side as your contribution to the cause.
Thanking you.
Regards,
Full Name

