Student Letter Writing Instructions

We need your help writing letters.  Each student should write 1 or more letters to local businesses to ask them to donate to the school’s Digital Wish project.

Step 1 – Select Your Target

Students should pick out candidates to receive their letters.  Browse the phone book…think of family friends who work in the local area, or even relatives in far-away cities…or brainstorm as a group.  Then locate the mailing address for each. When targeting businesses, don’t hesitate to write to the president or CEO!

Step 2 – Write Letters

Ideas for letter writing:

· Describe the project you will participate in, using the new resources made possible by their donations. Be enthusiastic!

· Describe the resources needed and how they will be used.

· Explain why the project is important to your class or the community. Make it personal.

· Make your story relevant to them. 

· Describe how students will be positively affected by their donation.

· Thank them (in advance) for their support. 

*Note* Younger students can paint pictures instead of writing. 

Step 3 – Assemble the Envelopes

Each envelope should include:

1. Your letter, picture, or drawings.

2. A folded self-addressed return envelope.

3. A donation flyer that outlines the cost of items they can sponsor. 

Don’t forget to decorate the envelopes!

Step 4 – Mail Them

Keep track of how many letters you mail.  Tally the donations and track the percentage of the recipients that responded. 

Double click to edit this text: Give completed letters to (enter teacher’s name and room number).


