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SAMPLE LETTER – Comprehensive
The Famous Foundation


141 Obscurity Ave.


Somecity, NY 11111





March 7, 2007





Miguel Hernandez, Program Officer


The Famous Foundation


141 Obscurity Ave.


Somecity, NY 11111








Dear Mr. Hernandez:





Following my visit with you last week, I am forwarding this formal request from the Optimistic Agency for a grant of $100,000 from the Famous Foundation for an art gallery.





The Trustees and Board of Advisors of the Optimistic Agency sincerely hope that your Foundation will act favorably upon the request for this much-needed addition to a national historic landmark.





Sincerely,











Katherine Brown


Chairperson,


Board of Trustees
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Enclosures:








The Senior Center Wellness Center


100 Main Street


Anytown, AnyState 99999





March 7, 2007





Cynthia Smyth, Director


Geriatric Grants Program


Gigantor Health Care Foundation


One Funding Way


Grants Pass, Oregon, 99999





REF: September Cycle – Geriatric Grants Program





Dear Ms. Smyth:





The Senior Citizen Center has been created to serve our large and growing elderly population through a partnership between the city and several service organizations, both public and private.  Our midsized city is in the early stages of economic revival, but is experiencing the problems inherent with an older than average population.





We propose to use a comprehensive approach to the problems of the elderly, including activities aimed at health, wellness, life skills, and social enrichment.  We also propose to create a single entry point to all the various service available to the elderly through a series of partnerships with local service providers.





The lead agency for this effort, the city, intends to place a bond referendum before the voters in 2008 for long-term funding of the Senior Citizen Center.  We are requesting financial assistance to enable us to establish a pilot program that demonstrates the benefits of success thereby improving the changes of success with the referendum.





We are indebted to Gigantor Health Care Foundation for the guidance and help we have been provided in the development of our project and the enclosed proposal.  Win or lose, we have benefited already from our relationship.  Aspects of our planning will move ahead regardless of outside funding, though our efforts would be enhanced greatly by your assistance.  For answers to questions about our proposed project, please contact Jen Carter: voice 999-555-3333, fax 999-444-3333, email � HYPERLINK "mailto:jcarter@email.com" ��jcarter@email.com�. 





Sincerely,











Jack J. Doe


Director
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Enclosures: Proposal, 1 original with original signatures


	       Proposal, 3 copies















































