Sample Request for Funds
Date:

University Official Address:

Dear [Insert name of official],

On behalf of the student of the [insert chapter name] chapter of Sigma Tau Delta, the International English Honor Society, I am requesting funds for our students represent [insert school name] at the International Convention, to be held [insert dates] in [insert city].

I am happy to report that this year [insert number of students] will be representing our school.  These students will be joining English majors from over a hundred other colleges and universities in presenting papers, mounting an exhibit of our chapter’s activities, facilitating panel discussions, competing for honors, and hearing the renowned author [insert name of invited author] present the keynote address.  Students will have the opportunity to establish contacts with students and professors from other schools and to mingle with like-minded persons on the regional and national level.  In addition, [insert number of students] have applied for Sigma Tau Delta scholarships and awards to be presented at the convention.

As you may be aware, Sigma Tau Delta is one of the most active academic and service organizations serving this campus.  In the past year, [insert chapter name] chapter has [describe chapter activities]. The cost of registration, transportation, and lodging for this convention will be [insert amount].  Knowing this, the members of Sigma Tau Delta have worked since fall to raise funds.  They have [insert a description of fund raising events].  Students have successfully amassed [insert amount]; nevertheless, we are still  [insert amount].  The [insert name of contributor] has agreed to contribute [insert amount].  We are asking your office to make up the shortfall of [insert amount].  

Thank you for your consideration of our request.  Any contribution your office can make towards our attending this convention will be greatly appreciated.  I would also appreciate knowing your response as soon as possible so that I can notify the students of your decision.

Sincerely,

Sigma Tau Delta, [insert chapter name] Chapter Sponsor

