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	 OUR MISSION is to work with community partners to change lives and lead  
 Change for low income people bridging the gap from poverty to self-sufficiency. 

 
 
 
Mr. Jack Johnson 
Representative 
XYZ Foundation 
PO Box 12345 
Anywhere, CA  90210 
 
Dear Mr. Johnson: 
 
Thank you for reading this letter of inquiry to the XYZ Foundation.  We hope to determine your interest 
in receiving a full proposal for our Capital Improvements Project. 
 
We are respectfully requesting your consideration of a grant in the amount of $50,000. 
 
Under the current leadership of the Board of Directors, ABC Organization has implemented a Capital 
Campaign Project to raise approximately $1.5 million to renovate 16,200 square feet of space that will 
address existing health and safety issues and enhance the flow and effective use of space to better serve 
clients and further impact the service region. 
 
ABC Organization is a non-profit agency that serves the top 26 counties of California by working with 
the low-income population developing them to become self-sufficient, free of government assistance.  
This year, 2015, marks the 50th year that ABC Organization has been working in this capacity.  Since 
inception the agency has worked with close to half a million low-income individuals and families, helping 
them recognize independence from poverty. 
 
The mission of our agency is to work with community partners to change lives and lead change for low-
income people bridging the gap from poverty to self-sufficiency.  Our vision is that low-income people 
have the power to live independent of government assistance. 
 
ABC Organization Board of Directors continue to work daily in bringing people out of poverty through 
the development of families and individuals, changing norms and ending reliance on government 
assistance.  They have established a clear directive to expand on this work and create a safe and effective 
environment for such work to take place by renovating existing ABC Organization facilities beginning 
with agency headquarters in Amarillo.  The ABC Organization headquarters, now approximately fifty-
five years old, is presenting Flow & Space, and Health & Safety challenges due to its design and age. 
 
Flow and Space - The current facility includes two separate buildings laid out in an “L” shape formation 
connected by an outside, covered breezeway at the inside heel of the “L.”  There are currently 5 entry 
points along the forward facing walls.  Guests become confused and misunderstand where to enter the 
facility for appointments.  Upon entrance the layout is very confusing and jokingly called “The Maze” by 
employees and others who frequently visit the facility. 
 
In addition, the building design does not adequately make use of available space.  Many staff offices are 
oddly shaped, makeshift cubicles are setup within other offices, walkways cut through workspaces, 
conference rooms have been converted to provide space for staff and entry points into some offices 
require guests to travel through adjoining offices.   
 
In 2015, ABC Organization completed an intensive strategic planning process that has shifted the focus of 
the agency to be a family development focused organization.  This means all programs and services will 
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be centered around the development of clients to reduce welfare dependence and bring them to true self-
sufficiency, free from government assistance.    To accomplish this, all temporary assistance programs 
and services will be used as auxiliary resources to the agency’s low-income development and 
sustainability programs.  In order for the agency to establish this environment, it is necessary that a 
universal intake process is established.  All clients will apply for services at one central entry point, 
creating a triage process for staff to assess the current needs of clients and direct them to family 
development specialists who will assist in the creation of goals and pathways for success.   
 
Therefore, the facility must include one central entry point and the layout of the offices should create easy 
flow for program staff to effectively collaborate, and for clients to have a safe and confidential 
environment to discuss personal matters with family development specialists.  The current layout of the 
facility inhibits this approach.   
 
Health and Safety - The current state of the building presents many challenges for staff members and 
visitors.  There are countless buckets lining the floor all throughout the facility in order to catch the water 
that leaks through the roof every time there is a trace of rain.  In addition, expensive equipment is 
required to be covered in plastic to prevent water damage.  This presents a very unhealthy environment in 
that moisture within the ceiling has created mold issues.  Furthermore, due to the age of the building, the 
existence of asbestos in materials used to construct the facility is a factor that is creating health 
implications as well. 
 
In early 2014, agency leadership, faced with mounting maintenance costs, procured a contractor to 
evaluate the facility.  The facility, constructed in the 1950’s with no prior renovations, was determined to 
have major roof damage requiring full replacement.  
 
The anticipated expense to address the roof replacement was estimated to cost approximately $500,000.  
Leadership felt that an investment at that level to address only 1 of 2 major challenges warranted 
additional due diligence to discover all available options. Therefore, a commercial real estate broker was 
hired to seek other properties.  After almost a year of searching, the agency was unable to find any other 
options for less than $4 million.  Therefore, renovating the existing facility has been determined to be the 
most economical approach for the agency in order to address all challenges currently being faced by the 
organization and remain prudent as responsible stewards of agency dollars. 
 
ABC Organization has developed a plan to renovate the existing facility to address all of the challenges 
noted above.  Project phases are briefly outlined below.   
 
Phase 1 - The initial project addresses roof replacement of the entire facility and also includes renovation 
of the western portion, an approximate 4,800 SqFt area.  Renovations include enclosing the outside 
breezeway to create additional space and establish a universal entry point; office space reconfiguration to 
create 15 additional workspaces that will house Family Development Specialists; and, construction of 
kitchen and utility areas. 
 
Phase 2 - Phase 2 will address the eastern portion of the building, approximately a 5,850 SqFt area.  This 
will include new restroom facilities; establishment of a central hub for ABC Organization rural transit 
dispatch; reconfiguration of 15 additional workspaces; and, development of agency administration offices 
and boardroom. 
 
Phase 3 - The third and final phase will include construction on the northern portion of the facility, 
approximately 5,500 SqFt, to reconfigure office space, creating 16 additional workspaces, establishing 
offices for all of ABC Organization temporary assistance programs and developing a training area for 
clients and staff. 
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ABC Organization is seeking support specifically from the XYZ and other area foundations to address 
Phases 2 and 3 of the project, anticipated to begin construction in January 2016 with an estimated cost of 
$565,208.  Phase 1 and remaining funding gaps for phases 2 and 3 are being addressed through support 
from corporate and individual donors, as well as, match from ABC Organization non-discretionary funds. 
 
Local financial support will enable ABC Organization to impact the service area in the following ways: 
 
Expanded Client Development - A universal intake process will be established as a result of the 
renovation project.  All clients enter the facility at one common entry point and are immediately assigned 
to a Family Development Specialist, creating a triage process to accurately assess current needs and then 
begin the process of developing goals and pathways to self-sufficiency.   
 
Operational Excellence - Physical training areas will be established to achieve specific strategies to 
educate low-income people about food budgeting, preparation and healthy eating habits; develop a life 
skills university that will work as a resource to low-income individuals to learn basic life skills; and, 
establish LIFE SKILLS University, an employee development initiative focused on proper orientation and 
advancement training for new and current employees. 
 
Collaboration - Renovations will create space for ABC Organization to conduct solutions forums with 
area agencies and other constituencies to engage in conversation and develop solutions to the issues of 
poverty in the service area. 
 
We look forward to partnering with your foundation on this exciting project.  If you have any questions or 
would like to receive a full proposal, please feel free to contact me at 555-555-5555 (or by email at 
info@abc.org).  We deeply appreciate your consideration of our request and look forward to hearing from 
you soon. 
 
Sincerely, 
 
Bear Bryant 
Executive Director 
 
 
Enclosures – IRS Determination Letter 
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