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[Your Name]

[Date]
To

[Recipient Name]
[Title]

Hi Christina,
Subject: Donation request for school material
On behalf of [enter school name], we are writing to request for donations for a school building. Our school has been providing low-cost education to those who can’t afford to pay. Some students are studying for free. As the number of students has grown, the current building is fast becoming inadequate for the students.
[enter school name] has some land just adjacent to the existing building which can be used to build an additional 10 classes. We had a contractor estimate the cost for this building. The school’s savings are insufficient and would cover only about one-eighth of the expenses. Given your generosity in donating to social causes, we invite you to donate bigheartedly to this noble cause. Our humble efforts to educate these children will build a bright future for the next generation.
Sincerely,
[Your Name]
Designation
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