
Sample Letter for new businesses 
 
Good evening, 

I'm a teacher in the world language department at [SCHOOL]l, and I'm reaching out to see if 
[NAME] might be interested in donating prizes for our department-sponsored event called 
Speak Your Language Day. 

In April, students will wear a badge indicating that they pledge to speak only in the new 
language they are learning. If they successfully navigate the entire school day in their world 
language and without using English, they may turn in their badge to win a prize. However, if a 
staff member catches a participating student using English, the staff member is allowed to take 
the badge and turn it in for the chance to win a prize. 

Last year, our event was a huge success thanks to generous donations from local businesses 
like yours, and we hope that you will consider supporting our event with donations of small gift 
cards, coupons, vouchers, or new items that we could award to students and staff who 
participate. All donations are tax deductible, and no donation is too small. 

I'm happy to give you further information on the phone or in person. My phone number is 
[NUMBER] 

I completely understand if you're not interested, and I thank you for your time. 

Sincerely,​
[NAME]  



Sample Letter for businesses that previously donated:  

Good evening, 

I'm a teacher in the world language department at [SCHOOL], and I'm reaching out to see if 
[NAME] might be interested in donating prizes again for our department-sponsored event called 
Speak Your Language Day. 

In April, students will wear a badge indicating that they pledge to speak only in the new 
language they are learning. If they successfully navigate the entire school day in their world 
language and without using English, they may turn in their badge to win a prize. However, if a 
staff member catches a participating student using English, the staff member is allowed to take 
the badge and turn it in for the chance to win a prize. 

Last year, our event was a huge success thanks to generous donations from local businesses 
like yours, and we hope that you will consider supporting our event again with donations of 
small gift cards, coupons, vouchers, or new items that we could award to students and staff who 
participate. All donations are tax deductible, and no donation is too small. 

I'm happy to give you further information on the phone or in person. My phone number is 
[NUMBER] 

I completely understand if you're not interested, and I thank you for your time. 

Sincerely,​
[NAME] 


