1234, Main Street
Boston, MA 02123

05 April, 2005

<Recipient Address Goes Here>

Hello,

Because I respect the fine work that <organization name> does and want to help ensure that that work may continue, I would like to offer a donation at this time. Accordingly, please find enclosed my check in the amount of <$amount>, made payable to <organization name>. I would appreciate it if you would please provide me a written receipt for this gift.

Thank you for the excellent service you provide to our community.

Regards,

Robert Anderson


encl: <List of enclosed items goes here>
