PROCEDURE FOR MAKING A DONATION REQUEST (with or without a charitable receipt)

Step 1
· Define your project or event

· Describe the activity or project for which you are requesting a donation; identify the person in charge of the project and other involved persons, if applicable.

· Demonstrate the importance of the project for the community.

· Describe your target audience.

· Identify the location, date, and time of the event.

· Calculate the amount of the donation, whether it be monetary or in goods or services.

· Draft a budget; this will give you an overall view of your needs.

· Attach letters of support, if applicable.

· Be specific and concise; make sure you properly present the unique, creative nature of your project.

· Define your needs

· Identify and describe your needs. Be specific about the kind of donation request you’re making.

· Determine ahead of time if you are requesting a donation of money, goods, or services. Not all donations are monetary—they can also be in-kind (for example, free access to space or materials, or donated alcohol for an event, etc.)

· Make your pitch

· Present your organization’s mission, mandate, vision, values, and objectives. Describe your target audience, your organization’s history, if applicable, and the geographic area you serve. 

· Mention any existing links between your organization and the business you are soliciting.

· Describe the kind of visibility the potential donor can expect; for example, having their logo featured on your website and promotional brochures, placing their promotional material on site at your event, having an award presented by donor representatives, presenting the donor at the event, photo ops and publicity in the local newspaper, etc. 

· Define your promotional plan

· Describe where you will place their promotional material (logo, etc.).

· Decide if the donor will receive any benefits from your organization, and if so, which ones (for example: VIP access).

· Will you invite the donor to your activity’s opening event? If so, will you give them the opportunity to speak?

· Prepare your donation proposal package

· Your proposal should be clear, straightforward, detailed, and free of errors.

· It should give credibility to your organization and activity.

· It should showcase the quality of your event/activity/project, your objectives, and your target audience.

· Your package should be personalized, and to the point.

Step 2
· Identify potential donors

· Research potential business donors before contacting them.

· Check if they have a donation policy and what sectors they tend to support.

· What kind of reputation and core values does your potential donor have? Do they match your own?

· To begin with, try to identify businesses with which you have a natural affiliation. These might correspond to the project you want to finance: does your project have any connection to their business? If not, find other links. They will want to know why you chose them. Does your project or organization have any connections to their business sector? Do you share the same target audience? Could your project benefit their business in any way?

· Find out if you have any personal contacts within the company you’ve chosen to approach. They could help you in any number of ways. For example, with your contact's permission, you could mention their name in your cover letter, or they could help you get your foot in the door by co-signing your letter. Your contact person could also present the proposal on your behalf or in collaboration with you.

Step 3

· Present your project, in person, to the potential donor
· Assemble the complete proposal in a folder to hand over to the potential donor when you meet. It should include:

· Your promotional items (i.e. brochures, invitations)

· Your pitch

· Your promotional plan

· Your budget

· Be brief, precise, and direct in your approach. Get straight to the point.

· Make sure your presentation is professional but humble.

· Do not take up more time than you’ve been allotted. 

· Mention other donors and partners who have agreed to contribute to your event; this ensures transparency.

Step 4

· The contract

· Sign a contract or letter of agreement that outlines what’s been established between your organization and the donor.

Step 5

· Accounting

· Continue accounting steps as outlined in The Silver Guide for donations with or without a receipt (see diagrams 2 and 3).

