A Letter of Application Template

Your address
Your address
Address of trust
Address of trust
Dear.........

Introductory paragraph

This should contain basic information about yourself, narcolepsy & cataplexy and the reason you are
requesting funding. | would suggest that you just apply for one thing, a washing machine for
example, not a washing machine AND the conference.

EXAMPLE: “I am the mother of ... (name of child) who was diagnosed with narcolepsy and cataplexy
two years ago when he was eleven years old. We hope that you will consider our application for a
grant to enable the family to attend the annual Narcolepsy UK conference in 2017.”

Second paragraph

This should explain what narcolepsy/cataplexy is and how it has affected you/your family. You should
explain the physical, emotional, social and financial impact that narcolepsy has had on you/your
family.

Third paragraph

This should explain in detail what it is that you want the funding for — washing machine, driving
lessons, attendance at conference. You need to state how much it will cost you and why you need to
ask for a grant — not covered by statutory grants/funds. Break down the costs — so, for example, if
you’re applying to attend conference, explain how much it will cost for transport, for the
accommodation, for the conference ticket, for meals and refreshments. Don’t just put one big sum
down without explaining what the different items will cost.

Fourth paragraph

This should explain how the funding will benefit you — what benefits you will experience as a result
of being able to buy the washing machine/have driving lessons/go to conference, etc. Include how it
will benefit you socially, emotionally, physically, financially, etc. Include details of any letters of
support from your GP/consultant/your child’s school teacher, etc. The funder needs to know why this
thing is important to you.

Fifth paragraph
Finally, offer to provide more information/further references if necessary,

Finally
When you sign off, don’t forget to include your full name, contact number and email address.
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