MAKE A FORMAL ASK · TEMPLATE
Feasibility study request letter

	How to use this template (delete this box before sending)
Use this letter to make a formal ask for a feasibility study that shows the viability and potential impact of your community energy project. A study like this can help secure municipal buy-in.
Replace everything in [square brackets]. Send it together with your concept note.
Keep a copy, and write down the date you sent it and who you sent it to.



[Your organisation’s name]
[Postal or street address]
[Email]  |  [Phone]
[Date]
[Name of the person you are writing to]
[Their position]
[Department, e.g. Energy Office]
[Municipality]
[Address or email]
Dear [Name, or Sir / Madam],
RE: REQUEST FOR A FEASIBILITY STUDY: [PROJECT NAME], [AREA OR WARD]
1.  We are [organisation name], [one line on who you are and who you represent]. We are writing to request that the municipality [commission / support / partner with us on] a feasibility study for [project name] in [location].
2.  The project: [Two or three sentences describing the project and who it will serve. Our concept note is attached.]
3.  How it supports the municipality’s goals: the project supports [objective(s), e.g. climate action, energy resilience, local economic development] and aligns with [plan and section, e.g. the IDP, page or section] and [target, if there is one].
4.  Our request: we request a feasibility study to demonstrate the viability and potential impact of the project. We suggest that it considers [the questions you most need answered, for example technical design, costs and financing, and the social, economic and environmental benefits; adapt this list to your project].
5.  What we can contribute: [for example community knowledge, site access, help with data collection, and the evidence we have already gathered].
6.  Next steps: we would welcome a meeting to discuss this request. We would appreciate a response by [date]. Please contact [name] at [phone / email].
Yours sincerely,
[Signature]
[Name]
[Position]
[Organisation]
On behalf of: [partner organisations, if any]
Enclosures:
☐  Concept note
☐  Evidence checklist
☐  Letters of support

	Before you send (delete this box before sending)
☐  It is addressed to the right person. Check your Institution mapping template.
☐  You have named the plan, section or target your project supports.
☐  Your concept note is attached.
☐  You have kept a copy and written down the date you sent it.
☐  Follow-up date: ____________________
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