Date
Name of Organization
Address

City, State, Zip

Dear --------- :  
I am pleased to inform you that (NAME of ORGANIZATION) has been awarded a grant in the amount of $-------- from the (insert NAME OF FUND). These funds are to be used for (insert PURPOSE of grant). Please be reminded that grant funds can only be expended for the purpose stated herein. 
In six months, you will receive a progress report form. We ask that you please complete and return the form at that time. 

Please let me know if you have any questions. Best wishes as you carry on the fine work of your organization. 
Sincerely,

Name
Title with ------------ Community Foundation 

Enclosure

cc:  
 
