                SAMPLE LETTER REQUESTING DONATIONS


Your group may compose your own letter based on the sample given below.  The letter requests that merchants in your community donate “in-kind gifts” such as supplies, prizes, food, etc. to make your fundraising event a success. This helps you save on expenses.

Each volunteer in your group should dress nicely, and hand-carry (don’t mail!) a letter to the owner or manager of each store. Smile, introduce yourself, give a brief description of your event and that you are raising funds for Children Against Cancer, and would appreciate their sponsoring a gift. Have a list of items you need donated.

It is important to plan well in advance. Be prepared to write the business a receipt for their gift.  (Simple receipt “books” may be purchased at Staples or Office Max for a few dollars.) Be sure to thank the merchant for their help! Let them know that Children Against Cancer will send them an official letter acknowledging their gift to our charity and they may use it for tax purposes.

Keep an itemized list of donors and items they give for your event.  Send the information to us so that we may write and thank them for their kindness and generosity.  We will also include their name and your group’s name on the Special Thanks page of our website at www.childrenagainstcancer.org.

Anyone who wishes to donate money instead of an item, should make a check payable to Children Against Cancer.  They should NOT write checks made out to your group.

Please mail all checks immediately to 

CHILDREN AGAINST CANCER
	       		         13835 North Tatum
                                                   Suite 9-160
                                             Phoenix, AZ 85032

Any questions, please call Caroline at 602.789.1077 during daytime hours. Your calls will be returned within 24 hours.  Thank you!  Best of luck with your fundraising plans.

Below please find the Sample Request Letter.  Fill in the proper date and information about your own organization. If you need items for a silent auction, or food, or whatever, make it clear in your letter. Make plenty of copies for your group of volunteers to take to merchants. 
SAMPLE LETTER

February 1, 2011
Dear Friends ~

	The ABC Mothers Club meets weekly to share tips on homeschooling girls and boys in our community.

	Each year we select a charity to help, and this year we want to raise funds for Children Against Cancer, a 501(c)(3) Nonprofit since 2001, dedicated to winning the war on childhood cancers.  Their website is www.childrenagainstcancer.org. Feel free to contact Caroline Olson, the charity co-founder, at 602.789.1077.

	Our Club is planning an event to benefit Children Against Cancer and we’re asking you to help us make it a huge success.

	We’re inviting 50 guests to a Spring Tea Party and Silent Auction to be held Friday noon, April 8, 2011 in a private home at 110 East Main Street.  

	Please donate at least one lovely item from your store valued at $20 or more, to raise funds in our Silent Auction. 

 Your gifts are tax-deductible and we’ll give you a receipt.

	Children Against Cancer will mail you an official letter to acknowledge your gift that you may display to show how you made a difference for very sick children battling cancer. They will also send a receipt for your tax purposes.  To show their appreciation, Children Against Cancer will honour you as a valued sponsor on the Special Thanks page of their website.

 We depend entirely on the generosity of the community to raise funds for this wonderful charity. Thank you for helping to make the ABC Mothers Club Spring Tea Party and Silent Auction a huge success!

Sincerely,


Shelly Smith
President, ABC Mothers Club
555-203-5555 
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