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Dear Mr XXXXX (Do your research or phone the company before sending the letter and make sure it goes to a named person)
I am writing (further to our conversation or details of whatever link you have to the company) to ask for your organisation’s support to provide (give details of what you want them to contribute, e.g. equipment and furniture to complete our project to provide a refuge for women and children fleeing domestic violence or if it’s money, say precisely how much).  

Give overall details of what your project is trying to achieve and why it is needed
(e.g. The purpose of the refuge is to provide a place of safety for Asian women and children fleeing from home because of violence or abuse by their partners or others. The service is badly needed and the issues the refuge deals with are too often swept under the carpet)
Give some detail on how many people the project will help and the type of things your project will do – it helps if you can say why this will be beneficial too: don’t assume it will be obvious to the reader!

(e.g. The refuge will house 6 families at a time and each family will have their own bedroom.  The families will share the living rooms, some bathrooms, and the kitchen and garden. Each resident cooks, caters and washes for her own family.  There will be staff based in an office on site. The refuge aims to empower women enabling them to make suitable choices for themselves and their children.)
Tell them how far you have got already, then what you need to get on to the next stage of your project

(e.g. We have now purchased a property and have already secured funding which will enable us to staff and manage the project. Our next stage is to furnish and equip the property - I attach a list of everything we need. We would appreciate donations of goods and/or money.)
If there is a benefit to the company, this is the place to tell them.

(e.g. We will ensure that if you are able to support us your generosity will acknowledged in all of our publicity material locally and nationally.)
With your contribution we can ensure that this project is in operation by our deadline of (insert date).  We would be very grateful if you could support us.  If you require any further information please contact me.
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