LETTER OF INQUIRY TEMPLATE
A letter of inquiry is your first contact with a private sector funder. It allows the funder to verify that what you’re requesting is in its area of interest and funding award range. To use this template, simply follow the yellow-highlighted instructions and replace the placeholder text and additional instructions with your own wording.
Note: Make sure to find out whether your letter of inquiry is binding before you submit it to the funder.
Note the date:
Date

Open with the contact person’s name and title, followed by the funding source’s name, address, city, state, and zip code: 

Mr., Ms., Mrs. ________

Job title

Business name

Address

City, State Zip Code

Greet the contact person with a professional salutation (such as “Dear”) plus the personal title (as in Mr., Ms., Mrs., or Messrs.), followed by the last name:
Dear Mr., Ms., Mrs. ________:
Draft the body of the letter according to the following directions:
Introduce your nonprofit organization to the funder. State your organization’s full legal name, where it is located, and its most recent client service numbers. Additionally, be sure to provide the funder with demographics about your target population. 

Briefly describe the project or program you are seeking funding for and the amount requested. State why you are approaching this particular funder. Show that you have done your homework by making inquiries only to grantmakers that are currently interested in projects like yours. Research funding sources on the Internet or call potential funders directly for copies of their annual reports.

Write a closing paragraph to thank the funder for its time and for considering asking you to submit a full grant proposal.

First name Last name 

Type the name and title of the administrator authorized by your board of directors to sign legal documents:
First name and last name, title

Agency name

ATTACHMENTS:
-Full project budget with detailed line items

-Copy of your organization’s 501(c)(3) letter of nonprofit determination, if required by the funder
