Template Thank You Letter

[DATE]

[NAME]

[TITLE]

[BUSINESS]

[ADDRESS]

[CITY], [STATE]  [ZIP CODE]

Dear [PREFIX] [LAST NAME]:

Thank you for taking the time to [TALK/MEET] with me. I appreciate having the opportunity to talk with you about [COALITION NAME] and to learn about the current directions of [NAME OF PROSPECTIVE FUNDER]. 

[PARAGRAPH ON YOUR PROJECT]

[If appropriate] As we discussed, [COALITION NAME] will be submitting a proposal to [NAME OF PROSPECTIVE FUNDER] to support our work. In the meantime, if you have any questions about our project, please call me at [PHONE NUMBER]. 

Sincerely,

