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Sample Letter/E-mail to a Private Foundation Requesting Information











Date

Name

Title 

Address

Dear                                         :

I am developing a project which deals with                                and provides benefits to [or in] 

                                             .  My research indicates that this area is an important concern of the [name of foundation].  

Please use the enclosed [e-mail address or self-addressed stamped envelope] to send me information on your desired format for proposals or other guidelines.  I would also appreciate it if you could add us to your mailing list so that we could receive your annual reports, newsletters, and any other materials you think might be useful to us as we work on this and related projects that benefit our shared area of concern.
Thank you for your cooperation.










Sincerely,










Name/Title










Organization










Address










E-mail Address

