
Set  Up

Maxim um  tw o pages

W hite space: one-inch  m arg ins, space betw een parag raphs and around photos

Sim p le g raph ics and  layout  (avoid  dark background and ligh t  text )

Easy-to-read  fon t  (Tim es New  Rom an, Montserrat , Arial, Georg ia) and  poin t  size

Fund in g  Let t er Essen t ials

The Navigators logo or your Mission?s logo (NavTeam s/Spaces/The Navigators Brand)

Specific date (April 19, 2026)

Greet ing  (Dear friend , or Dear Dave and Jan,)

Your first  and  last  nam e prin ted  on  the let ter

Your contact  in form at ion  (em ail, phone, m ailing  address [un less security risk], g iving  
URL? navigators.org /staff/NavID)

A clear financial appeal w ith  specific dollar am ount  (My fund ing  goal is to raise $9,247 in  
special g ift s.)

Suggested  g iving  am ounts or a range of g iving  ($100, $250, $500, and  even g ift s of $1,000)

Inst ruct ions on  w hen  and how  to g ive (To g ive, p lease go to navigators.org /staff/NavID, or 
use the enclosed com m itm ent  card  and  envelope. May I hear from  you by [date? p ick date 
4-6 w eeks from  date on  let ter]? Thanks! 

Include a Navigator com m itm ent  card /response envelope (order at  navigatorstore.com )

Let t er Con t en t

Say in  first  or second parag raph the let ter includes a financial partnersh ip  request

Focus on  m in ist ry vision , con t inued im pact , changed lives, and  the fu ture? not  deficit , 
budget , short fall, or need

Tell a short  m in ist ry story that  show s how  your m in ist ry is chang ing  som eone's life

Add a photo and  cap t ion  related  to the m in ist ry story

Thank partners for being  in  m in ist ry w ith  you

Fin ish in g  Touches

Hand-sign  let ters Quality paper First -class stam p

Min ist ry of Partner Developm ent
m pd@navigators.org

w w w .navigatorsm pd .org
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