Creating a letter to source donations

You should write a formal business letter as follows:

Your Address

Your Address

Your Address

Date

Donor company’s contact person (name)

Donor company’s address

Donor company’s address

Dear Mr/Ms (company’s contact person)

RE: Request for donation of PCs
Letter content

I thank you in anticipation of your kind assistance,

Yours sincerely,

Your signature

Your name

Your job title
You will need to tailor your letter to suit the individual organization that is going to be approached. You should first do some research on the company you are approaching (either on the Internet, or by telephone, or by asking people who know them). Find out what factors might motivate them to donate to you, for example, if you know that they are interested in the empowerment of women you might mention in your letter how your organization is contributing to the empowerment of women. You might also mention the name of the person who suggested you should contact this company, and why they thought this company might be able to help you. It is always better to put an actual person’s name on the letter rather than saying: to whom it may concern. Phone the company and ask who to address a donation request letter to if you do not know.

Your letter should then be quite explicit about what you want, for example:
· Technical standards for hardware (and software) should be specified – as well as aesthetics, so that you only receive worthwhile donations.
· The quantity of machines you are looking for should be specified.
· Request a minimum quantity of the same type of machine (make and model). Explain that this saves on maintenance, training and reduces the number of spare parts needed.

If it is an international donor you will also need to cover:
· The fact that you will need a letter from them stating it is a donation.
Ask the person to please write back or phone or e-mail you – give your contacts in the letter. (However, if the person does not contact you within a month of receiving your letter, phone him or her and say you are following up from the letter you sent – be polite, but persistent).

