[Name of Charity letterhead]

To: The Board of Directors
       Friends of Hong Kong Charities, Inc.

       21/F., Sunshine Plaza, 353 Lockhart Road,

       Wanchai, Hong Kong.       

Date: [dd/mm/yy]

Re: Supported Charity Application and Grant Request
Dear Sirs,

We write in order to be considered as a Supported Charity of Friends of Hong Kong Charities, Inc (“FOHKC”).
In order to be considered please find enclosed the following:

1. Photocopy of the current status (IRD Section 88 Review of Charitable Institution) with the Inland Revenue Department

2. Photocopy of the Articles of Incorporation

3. Photocopy of the constitution, bylaws, policies, and procedures

4. Audited financial accounts

5. Organization structure

6. Members of the Governing Board

7. Mission statement and purposes

8. Copy of the most recent Annual Report

9. Minutes of the most recent Board of Directors meeting

10. Minutes of the most recent AGM

11. Description of mission and activities

12. Provide a web site, if available

Grant Request
We would to apply to FOHKC for a grant of [USDxxxxxxxx] or [HKDxxxxxxxx].
This grant will be used to support the following:
1. [Activity 1]

2. [Activity 2]

3. [Activity 3]
Yours faithfully,

[Name]
for and on behalf of

[Name of charity]

