School Letterhead

Mr U R Kind 
Company Secretary 
Any Company 
Any Road 
Any Place 
Any Where 
Any postcode

Dear Mr Kind,

Further to our telephone conversation yesterday I am writing to ask if (Insert Company) PLC would be kind enough to support a community project based at (insert name) school.

There has been a great deal of publicity and advertisements lately about how breakfast is the best meal of the day and how research indicates that a healthy breakfast can increase memory, improve concentration and help with learning, especially in young people. 

However in a recent survey of our pupils we estimated that almost 40% of them come to school on an empty stomach. As a school we wish to address this problem and following positive consultation with parents hope to start a breakfast club in September.

The problem we have is the start up costs. Although we provide school meals we will have to purchase new suitable bowls, mugs, cutlery, an industrial toaster and a fridge, which total £459. As an established business in the area would you be interested in financially supporting our new project? The school would be happy to take part in a PR photo opportunity in return.

Should you have any questions please do not hesitate to contact me. 

Yours sincerely,


(insert name) 
Headteacher
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