SAMPLE CHARITY LETTER; MUST BE ON CHARITY’S LETTERHEAD

Date

Ms. Rhona Triggs

Chairperson, Charity Quilts

Quilters of Color Network of NY

300 Cathedral Parkway

New York, NY 10026

Dear Ms. Triggs:

(Organization’s name) is based in (location of agency), and (describe what agency does).  These quilts would be used by (describe general client population—patients, residents, clients, etc.).  The sizes most useful to us are to be used for (describe ages, for example, babies, toddlers, adults--this will determine the size of the quilts given).  At this time, we can use (size and number of quilts requested, for example, three baby, six toddler, four adult) quilts.

I understand that a requirement is the signature on a receipt, which is used by your guild, and that this receipt must be signed before the quilts can be delivered.  Should you have any questions, I can be reached at (contact’s phone number)

Sincerely,

Organizational Representative

Title

