
Letter of Inquiry 

An effective letter of inquiry is often more difficult to write than a full proposal. The letter of 

inquiry should be brief―no more than two pages of narrative―and must be a concise but 

comprehensive presentation of the need or problem you have identified, the proposed solution, 

and your group's qualifications for implementing that solution. The letter of inquiry should be 

sent by email to Jennifer Evans at Jennifer.Evans@pcusa.org no later than April 30. Letters 

received after that date will be considered the following year. 

These are not hard and fast rules, but most letters of inquiry should probably include the 

following parts: 

The introduction serves as the executive summary for the letter of inquiry and includes the 

name of your organization, the amount needed or requested, and a description of the project. The 

qualifications of project staff/volunteers/participants, a brief description of evaluative 

methodology, and a timetable are also included here. 

The organization description should be concise and focus on the ability of your group to meet 

the stated need. Provide a very brief history and description of your current programs while 

demonstrating a direct connection between what is currently being done and what you wish to 

accomplish with the requested funding.  

The statement of need must convince the reader that there is an important need that can be met 

by your project. The statement of need includes: a description of the target population and 

geographical area, appropriate statistical data in abbreviated form, and some concrete examples. 

The methodology should present a clear, logical, and achievable solution – or milestones toward 

a solution – to the stated need. Describe the project briefly, including major activities, names and 

titles of key project participants, who you may partner with, and your desired objectives.  

The final summary restates the intent of the project.  

One additional page should include a summary budget, noting any other major sources of 

funding for the work.  

The combined narrative and budget must be 3 pages or less, with font legible to the unaided eye. 
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