Sample Letter

What to Write – What Works in an Appeal 

Read the example appeal in the center column. Review the pluses(strengths) and wishes (points to improve) to better captivate your reader’s attention.
	Pluses

Personalize
to establish link from writer to  donor

Tug at the heart

State urgency for action

Reference

success

Present compelling case 

Include lots of white space

States

the solution

Underline/bold grabs attention

An offer to participate in organization’s mission

Asks for a specific amount of money

Demonstrates

support accountability

Blue signature gives personal touch
Most people read the P.S. first


	                                               December 28, 2005

Dear Sam and Martha,


I’ve personally seen the incredible difference that free cleft surgery can make in as little as 45 minutes.


I’ve watched the tears stream down the cheeks of children who cannot believe their long nightmare of living with a cleft has really ended.  I’ve seen mothers who hardly recognize their babies after surgery.  And I’ve seen how children who were born with clefts are able to start a brand new life.


By providing free surgical repair to children born with clefts, the smile train makes these amazing transformations happen more than 100 times every day all over the world.


In virtually an instant of time, a child’s face changes from tears to a new and bright smile.


Since our establishment in 1999, The Smile Train has provided over 150, 000 free cleft repair surgeries to desperately poor children living in developing countries.  If it weren’t for the Smile Train, none of these kids would have an opportunity to attend school, make friends, or ever find a job.


Thousands of infants born with clefts are abandoned every year soon after birth by their families.  The “lucky” ones survive to spend the rest of their childhood in orphanages.  Surgery gives them more than just a new smile – afterwards, they can speak without an impediment, eat properly, and not suffer from the incredible taunting of other children because of their disfiguring cleft.


The Smile Train has found a way to help end the suffering of tens of thousands of these children by providing cleft surgery that is safe, effective, and affordable…


It takes as little as 45 minutes.


It costs as little as $250.


It changes a child’s life forever.


By partnering with local doctors and hospitals in developing countries, we can provide free cleft surgery for a poor child for as little as $250.  We empower local doctors to provide free treatment for poor children through free training, free medical equipment and financial support.  Our partners leverage our support dramatically by contributing their time, talent, and resources.  We help very poor – but very proud – communities become self-sufficient one smile at a time.


By working together, we’re able to provide surgery that might cost $10,000 or more in the United States for as little as $250.

But we need your help.
As one of our 2006 goals, we plan to help more than 40,000 children receive surgery, but there are millions more that need it.  Almost every year we run out of money long before we run out of children.  A donation from you – of any amount – will help us help more children.


Our founding supporters pay for all non-program expenses such as overhead, administration, and yes, even letters like this.  This means that 100% of your donation will go towards our free treatment programs.  0% will go towards overhead.  That’s right –every dollar of your support directly benefits children born with clefts.

As we begin the new year will you help us give these children a second chance at life?


With compassion and hope as your guide, I hope you can send a generous gift of $250 to cover the cost of a complete cleft surgery…


…a gift of $125 can cover half of the cost of a cleft repair for one child…


…a gift of $75 can pay for the anesthesia and sutures needed to bring a smile to the face of a child with a cleft lip…


…a gift of $50 can pay for the anesthesia for one cleft surgery…


…or a gift of just $25 can provide for the sutures necessary for the surgical procedure to close a cleft palate on the roof of a child’s mouth.


In return, I will send you regular reports on how we used your gift to change the lives of children with clefts all over the world.  I promise it will not only put a smile on the face of a child, it may just put one on yours too.





 Thank you,





(signature in blue)

                                                Brian Mullaney





President and Co-Founder

P.S.  The attached card demonstrates how your support can make a world of difference in a child’s life.  Please join us in this incredible uplifting experience by sending your best gift today.  Thank you.


	Wishes

Lots of “I” usage.  Better: use  

‘you’/ ‘your’ to keep engaged 

Is the
program’s name consistent?

Better: pick your brand -stick to it 
Prevent reader glaze and vary/shorten 

sentences

Better:

Cleft surgery

Costs - $250

Takes - 45m

Gets- Smile
Might wish to may the ask earlier, in letter

“hope” vs. “urge” 
Better: urge is stronger and more directive

Gift options need work-1/2  surgery conjures up unfinished job and half a smile Better:  Your gift of $250 provides one cleft repair

$50 pays for anesthesia

$25 provides for the cost of sutures

PS needs to grip reader.

Better: Help The Smile Train turn a child’s tears to smiles through cleft repair.Please send …



 Annual Fund Letter

Worksheet
Use the worksheet below to review pluses from the previous example letter. List some points that you can incorporate in your own written appeal.

Establish link from the writer to the recipient
1. ______________________________________________

2. ______________________________________________

3. ______________________________________________

Offer participation opportunity in your organization’s mission

1. ______________________________________________

2. ______________________________________________

3. ______________________________________________

Present compelling case that prompts reader to accept the offer

1. ______________________________________________

2. ______________________________________________

3. ______________________________________________

Conveys need for urgent action

1. ______________________________________________

2. ______________________________________________

3. ______________________________________________

Asks for a specific amount of money, resources, etc.
1. ______________________________________________

2. ______________________________________________

3. ______________________________________________
