
[To be put on Funders Headed Notepaper]
For the attention of: 
Head of Department
Department address
Monday, 11 February 2019
Dear [Head of Department] 
Re:  Funding to Oxford University to support the [Title of project]
This letter sets out the intention of [Name of funder] to provide funding to the [Title of project/post], to further the knowledge and best practise in the field of [academic area] through academic research and dissemination. The funding provided will allow the [project/post] to run over the next [time frame of project]. 
[One instalment] 

The sum of £XXX will be paid to the University of Oxford Development Trust (the “University”) on or before [date]. 
[Multiple instalment] 

The sum of £XXX will be paid in [number and frequency] instalments, as per the below schedule. A request for payment will be sent by the University to the Donor 30 days before each instalment is due. 

First instalment of £XX,XXX 


Payable on or before: [Date]
First instalment of £XX,XXX 


Payable on or before: [Date]
First instalment of £XX,XXX 


Payable on or before: [Date]
The funding will be transferred by to the University’s bank account at:

Account Name: 
University of Oxford Development Trust
Account Number: 
40155586
Sort Code: 

20-65-20    
Reference:
Title of project 
[If UK tax-paying individual] 
I also enclose a completed Gift-Aid declaration form, to maximise the value of this funding. 
I understand that my donation to the University will be publicly acknowledged/I request that this gift to the University not be publicly acknowledged. 
Yours faithfully,
[Signature]

