


  

 

Page 1 

 

 

 

 

 

Contents 
 

Obtaining Donations: A Review of Best Practices 

Introduction ..................................................................................................................................... 2 

What Kind of Donations Should You Request? ....................................................................... 2 

How to Approach Local Stakeholders for Donations ............................................................. 2 

Resources for Organizations Seeking Donations .................................................................... 4 

Author Information ........................................................................................................................ 6 

Appendix A: Sample In-Kind Donation Letter ......................................................................... 7 

Appendix B: Tips for Asking for Business Donations or Sponsorships ................................. 8 

Appendix C: Charitable Contributions .................................................................................. 10 

Appendix D: Bi-Lo Solicitation Request Packet .................................................................... 18 

Appendix E: Donation/Sponsor Request Form ..................................................................... 27 

Appendix F: Grant Guidelines ................................................................................................ 28 

Appendix G: Sponsorium - Proposal Request Form ............................................................ 32 

 
  



  

 

Page 2 

  
 
A  R E V I E W  O F  B E S T  P R A C T I C E S  

Introduction 
Obtaining donations (i.e., small cash donations and in-kind contributions) can be one of the most 
rewarding, yet occasionally frustrating, parts of a job for many community-based organizations 
(CBOs). While CBOs are primarily funded through formal funding structures (e.g., the Georgia 
Block Grant), there are often times when organizations need to request additional support (i.e., 
materials, small cash donations, or services) to help them serve the community. This guide will 
help community-based organizations solicit and hopefully obtain donations for work that will help 
their clients.  

Please Note:  
We strongly recommend you always check with your funding agencies and home 
inst i tut ions (State, Federal contracts and grants, and your by- laws and regulat ions) 
to ensure you are not v io lat ing any regulat ions or contractual agreements and/or 
incurr ing any conf l icts of interest when request ing donations.  Some inst i tut ions 
require disclosure and/or have specif ic requirements for amounts and types of 
donations and in-kind services that are al lowed. 

 
What Kind of Donations Should You Request? 
Community-based organizations are often able to request small cash donations (e.g., $10-$500) 
from local stakeholders (e.g., community leaders, local businesses, larger organizations such as 
the United Way, community foundations, and others). In addition, CBOs are often able to solicit 
and obtain in-kind donations (i.e., goods and services, such as office supplies, food, computer and 
electronic equipment) from local, regional, and national organizations and corporations. Some 
additional examples of in-kind support include asking coalition members to provide food for 
meetings; requesting meeting space from a local college, university, or community organization 
(which may then provide access to printing and computer resources); obtaining donations for your 
coalition’s meeting space from community volunteers, such as carpenters, electricians, or 
contractors; or receiving furniture donations from local businesses, such as law firms, accounting 
offices, or others.  
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How to Approach Local Stakeholders for Donations 
Next Steps 
1. Conduct a needs assessment of what resources your community-based organization has. 
Use a map of your local area to identify resources, including businesses, educational 
institutions, community organizations, philanthropic organizations (and individuals), and others.  

Remember to be inclusive as you create this list, and do not exclude businesses that may not 
appear directly related to your work. For example, you may not have considered asking 
doctors for support, but they may be able to help. A community organization, 4-H, shares this 
story about a dentist who is willing to help: “I’m surprised at how rarely I’m approached by local 
groups. If I were to get, for instance, a handwritten note from a student explaining what 
supplies were needed for a project, of course I’d give!” 

2. Build on existing connections and/or make new ones. Social networking platforms such as 
LinkedIn will help you find out more information about the business, contact person, and the 
organization’s history, culture of giving, and wider connections.  

3. Decide whether you want to request cash or in-kind donations, keeping in mind that you 
may be more successful if you provide a range of ways that donors can provide support.  

4. Consider what your organization can provide the donor-- while some organizations, 
businesses, or foundations provide assistance for community-based organizations out of 
largesse, others may expect something in return for their donation. Donors may receive 
positive publicity and/or tax incentives for their donation. (Please remember that donations 
need to comply with all federal, state, and local laws; a certified tax advisor may be able to 
assist with this).  

5. Ask for the donation with a well-written letter that creates a connection with the donor. You 
will want to include information about your community organization and its goals and mission.  

An effective letter should inspire the donor to be part of something bigger and/or meaningful 
(i.e., improving the health & well-being of the community). This letter should include the current 
project that is being worked on, with a clear statement of need. In addition, the letter should 
include the goals of the current project, as well as how their support (i.e., cash or in-kind 
donation) will help your organization to achieve its goals.  

For example, “Our organization works tirelessly to improve public health by using evidence-
based methods to reduce harm in our community, developing a network of public health 
organizations, and supporting our partners across the region and state to increase the well-
being of all Georgia residents.” Try to strike a balance between listing specific goals and using 
“big picture” language that donors outside of public health can relate to (i.e., not everyone in 
your local area will know what SPF-SIG means, but they can probably relate to a more general 
mission of “improving public health” or “making our communities safer for youth and young 
adults”).  



  

 

Page 4 

Writing a donation request letter is an important rhetorical exercise because it should help you 
tell your organization’s story in captivating language that appeals to people outside of your 
organization, coalition, and field of public health. How can you convey the important work that 
you are doing? Will you use a powerful story focused on an individual as an example of the 
powerful change that you create? Or, might it be better to focus on change at the community or 
regional level, to highlight the scope of your group’s work? There is no “right answer” but rather 
multiple ways to communicate the effectiveness and purpose of your work.  

Try to remember that a good donor campaign is not just about receiving your organization 
receiving a cash donation or in-kind support, but rather about communicating your work to an 
audience who may be unfamiliar with what you do. A good donation request campaign should 
be informative and it should be communicative (e.g., it should build bridges to organizations, 
people, or foundations who may want to partner with you in the future).  

Remember to include a self-addressed, stamped envelope with the request. In addition, ask for 
contact information and if they need help arranging logistical information (e.g., for in-kind 
donation of furniture, supplies, or other resources).  

6. Send a “thank you” letter to donors that includes a specific description of how their donation 
made a difference. You may want to write: “As a result of your generous donation, we were 
able to…” and then list the results of the donation, using action-oriented language.  

7. Acknowledge publicly donors in flyers, letters, press releases, and other materials. In 
addition to public recognition for their generous donations, this has the effect of highlighting a 
“network effect,” whereby donors join stakeholders in receiving the benefit of a larger group of 
people committed to improving public health.  
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Examples of Resources for Organizations Seeking Donations: 
Listed below you will find links to organizations that provide resources for seeking and obtaining 
donations and small funding. We are not endorsing nor do we have formalized connections with any of 
the agencies listed below or in the appendix section. Please use all information not at your own 
discretion and risk. In some cases you might want to consult with your agency, or funder before 
starting. 

 
General “How to” Guide for Community-Based Organizations 
http://ctb.ku.edu/en/table-of-contents/sustain/long-term-sustainability/solicit-contributions/main  
 
Specific Fundraising Tips 
https://www.pinterest.com/fundraiserhelp/donations/  
 
List of Corporate Donors 
https://doublethedonation.com/blog/2014/08/donation-requests/  
 
List of Corporate Giving in Georgia 
https://www.tgci.com/funding-sources/GA/corporate  
 
List of Foundations in Georgia 
http://www.nonprofitexpert.com/georgia-foundations-web/  
 
Foundation Center of Atlanta 
http://foundationcenter.org/atlanta/ 
 
Publix community donations requests  
https://corporate.publix.com/community/requests 
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Appendix A: Sample In-Kind Donation Letter 
 

Date 
 
Potential Donor  
Address 
City, St, Zip 
 
 
Dear                 , 
 
[AGENCY NAME] is a 501c3 non profit agency that [ENTER MISSION STATEMENT OR PERSONALIZE].  
[AGENCY NAME] is one of 84 California WIC agencies that serve approximately [NUMBER OF 
PARTICIPANTS] WIC participants statewide.   
 
WIC Worksite Wellness is a statewide wellness initiative that was created for California’s 3,500 dedicated 
frontline employees.  Aligning the California WIC working environment with the nutrition and health messages 
that WIC staff share with over a million WIC families every year, this comprehensive wellness program will 
focus on workplace policies that build a culture to promote and support lifelong healthy habits. 
 
The WIC Worksite Wellness program will support local agencies to prepare for and achieve official Well 
WIC Worksite certification, and then continue to support Certified Worksites in sustaining staff enthusiasm and 
engagement in healthy work behaviors over a three year period, at which time they will have the option to 
update and renew their Certification. 
 
Your in-kind donation of [REQUESTED ITEM] from [POTENTIAL DONOR] will serve as a prize for a raffle 
drawing or incentive giveaways for wellness participants.  We feel that this will engage and motivate 
employees to participate in the program.  To make your contribution more visible we are pleased to 
recognize your company in staff meetings as well as our newsletter highlighting your positive business 
practices.  For your records, our tax id number is [TAX ID NUMBER] 
 
Your consideration is very much appreciated.  Should you have any questions, please feel free to call me 
directly at {TELEPHONE NUMBER]. 
 
Sincerely, 
 
 
 
Name 
Title 
Agency 
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Appendix B: Ask for Business Donations or Sponsorships
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Appendix C: Charitable Contributions 
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Appendix D: Bi-Lo Solicitation Request Packet 
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Appendix E: Donation/Sponsor Request Form 
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Appendix F: Grant Guidelines 
 

 

  



  

 

Page 28 

  



  

 

Page 29 



  

 

Page 30 

Appendix G: Sponsorium - Proposal Request Form 
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