Sample Fundraising Letters

The letters below are samples that you are free to use to tailor your own fundraising letters.  The letters are also located in Squadron Fundraising Guide.

No permission is needed to use the letters and they may be changed as necessary to suit your needs.  If you have any questions or need some assistance with crafting a letter, please contact Marie Vogt, Chief of Development, at mvogt@capnhq.gov.

Sample fundraising letter #1 

Event Sponsorship

(Use squadron or wing letterhead)

January 20, 2007

Mr. Lewis P. Smith, President

Smith Office Supplies

123 North Main Street

Daleville CA 45678

Dear Mr. Smith

I am writing to request your participation as a sponsor of our upcoming Emergency Services

Training. The Daleville Composite Squadron of Civil Air Patrol will be conducting this annual event on April 14 - 16, 2007 at Bankhead National Forest. We would like for Smith Office Supplies to partner with Civil Air Patrol and show your support for our youth and the local community by agreeing to underwrite the program expenses associated with this important training opportunity. Your tax-deductible contribution of $500 will go directly to cover the costs of training materials and emergency services equipment needed in conducting the training.

Approximately 30 Civil Air Patrol members from throughout the metro area will attend. They

will learn the latest methods and techniques associated with air and ground search and rescue of

missing persons and downed aircraft. They will study communications, first aid and they will

learn mobilization skills for effective disaster relief.

In coordination with law enforcement agencies, the American Red Cross, FEMA, the United States Air Force and others, Civil Air Patrol is called on to perform hundreds of missions each year. Truly every American citizen benefits from the work of Civil Air Patrol. When the Daleville Composite Squadron is called on to assist city, county, state and federal agencies with any local emergency service, we want to be ready to respond. That is why your $500 sponsorship is so important. It will help prepare our volunteer members to meet the future emergency service needs of this community and state.

I will call your office next Thursday, January 27, for an appointment to visit with you to discuss your sponsorship.  In the meantime, please feel free to call me if you have any questions at (234) 567-8901. I look forward to meeting with you and discussing the benefits of your participation.

Sincerely

Milton A. Turner, 2Lt, CAP

Emergency Services Officer
Sample fundraising letter #1B

Thank you letter for appointment 

(Use squadron or wing letterhead)

January 30, 2007

Mr. Lewis P. Smith, President

Smith Office Supplies

123 North Main Street

Daleville CA 45678

Dear Mr. Smith

Thank you for taking the time to meet with me about a possible sponsorship for the Daleville Composite Squadron Emergency Services Training.   As per our discussion, I enclosed the last three editions of our newsletter and you are now on the distribution list for all future publications.  

I hope I answered all of your questions concerning the event, but if you need any further information, please don’t hesitate to contact me at (234) 567-8901 or mturnercap@comcast.net.  

I look forward to hearing from you and thank you again for your support of CAP!

Sincerely

Milton A. Turner, 2Lt, CAP

Emergency Services Officer
Sample fundraising letter #1C

Thank you letter for sponsorship (post event)

(Use squadron or wing letterhead)

April 20, 2007

Mr. Lewis P. Smith, President

Smith Office Supplies

123 North Main Street

Daleville CA 45678

Dear Mr. Smith

On behalf of all the members of the Daleville Composite Squadron, I want to thank you for Smith Office Supplies’ sponsorship of our Emergency Services Training.  We had a great turnout for the event with more than 35 members attending the training.  

All of the volunteer members of CAP play an important part of our organization – making a difference for our country and communities.  Our ability to provide emergency services to our community would not be possible without the dedication of our volunteer members and generous support from organizations like yours.

I enclosed some photos of the event – including a few with your sponsorship signs.  Thank you again for your generosity and support of Civil Air Patrol.  

Sincerely

Milton A. Turner, 2Lt, CAP

Emergency Services Officer
Sample fundraising letter #2 

Specific Needs (such as uniforms)

(Use squadron or wing letterhead)

January 10, 2008

Ms. Alice S. Strong

Director, Community Relations

Auto Locks, Inc.

#3 Industrial Parkway

Gladville IL 67890

Dear Ms. Strong

The City of Gladville is very fortunate to have an outstanding Civil Air Patrol Cadet Squadron

with over 40 active youth members. You may have noticed a recent newspaper article (see enclosed) about our color guard that has won numerous competitions and was selected to lead the city’s 2007 Christmas parade. All of the young men and women that make up our cadet squadron are proud to be members and they are a joy to work with.

Civil Air Patrol cadets wear a uniform that is very similar in style to the US Air Force blue uniform.  Our uniform instills respect and pride in every cadet who wears one. 

However, not all of our cadets come from low-income families and cannot afford to purchase the uniform.  Therefore, I am writing to request financial assistance from your company so that every member of the Gladville Cadet Squadron can proudly wear our distinctive uniform. 

It costs $125 to purchase a basic uniform for each cadet and we have 18 cadets who come from low-income families.  I am respectfully requesting that your company make a contribution of $1,400 toward the purchase of these needed CAP uniforms. The cadets conducted a car wash this past October to raise money for uniforms and made over $200. Also, the parents of some of our cadets who could afford to help out have donated another $200 and the parents of the low-income cadets have paid $25 each for a total of $450.  To date we have raised $850 but we are still short from the $2,250 needed.

I will call your office next Thursday, January 17, for an appointment to visit with you and discuss the possibility of a contribution. In the meantime, please feel free to contact me if you have any questions at (440) 220-1110 or HFox@gmail.com . I look forward to meeting with you and telling you about the difference that CAP can make in the lives of our nation’s young men and women.

Sincerely

Harrison G. Fox, 1Lt, CAP

Squadron Commander

Sample fundraising letter #2B 

Thank you for donation

(Use squadron or wing letterhead)

January 27, 2008

Ms. Alice S. Strong

Director, Community Relations

Auto Locks, Inc.

#3 Industrial Parkway

Gladville IL 67890

Dear Ms. Strong

On behalf of all the members of the Gladville Cadet Squadron, please accept my sincere thanks for Auto Locks’ generous donation to purchase uniforms for our less fortunate cadets.  The $1,400 donated will supply a complete basic uniform for each of the 18 cadets.  As we discussed, I will schedule a visit with a few of the cadets, so they can thank you in person.

Thank you again for your support and generosity.  Now all of our cadets can experience the pride that comes from wearing the CAP uniform.                          

Sincerely

Harrison G. Fox, 1Lt, CAP

Squadron Commander

