
Appeal Letter Tips
Stated goals: Clearly state the goals of your institution. If 
you have an upcoming or ongoing project that needs help, 
describe it in detail. Be specific, and explain what you need and 
why. Give your donors a concrete reason to give of their time 
and/or money.

Sense of urgency:  Create a sense of urgency to encourage 
them to act quickly. Provide actual milestone and goal dates 
to secure donations as soon as possible. You receive a better 
response when you stress the importance of timely action.

Thank you: Always thank your donors for their past 
contributions and for any future assistance they are expected to 
provide. Tie this in with your testimonials as well. Make it clear 
that their donations and generosity have been instrumental in 
the success of your institution. 

Stamps: Consider using a stamp when you mail out your 
appeal letter. The recipient feels as if more work was put into 
the mailing when a stamp is applied, so they’re more enticed to 
open.

You can design a compelling appeal letter for any goal when 
you incorporate these components. Always draft unique and 
personalized appeal letters to encourage better feedback. 
Once you have your letter drafted, contact CFS for professional 
printing and mailing services for that final polished touch. Your 
donors are the lifeblood or your institution, show them your 
appreciation.

Appeal letters are an integral part of fundraising throughout the 
giving season. Ensure that these letters include all of the features 
required to get the results you need for your institution. Include 
the following pointers to draft a successful appeal letter every time.

Make your envelope stand out: Donors receive all kinds of 
solicitations in their mailbox, most of which end up unopened.  It is 
important that your message immediately captures the attention 
of your donors compelling them to open it.

Make it easy to donate: Once donors decide to act, make it 
easy for them to do so. A prepaid return envelope or a link to an 
online contribution form can be effective tools for ensuring that 
contributors are able to give.

Personalization: Include your donor’s name in your greeting. It’s 
important that the recipient feels that you are appealing directly to 
him or her on a personal level. This helps to directly engage them 
in your institution’s goals.

Introduction: Use an introduction to explain what is happening 
with your institution and why you are reaching out again. Describe 
how past contributions have impacted the lives of others through 
testimonials and images. 

Testimonials: Always be sure to include examples of how 
donations have helped with your institution’s goals. Include stories, 
comments and quotes that demonstrate the good your donors 
have accomplished through their generosity. 

Images: Whenever possible, include images with your 
testimonials. “Show and tell.” Give your donors a feeling of pride 
and a sense of community with these images. 
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