Sample Donation Letter
(Delete this header and place text in your company letterhead)


mm/dd/yy

Mr. John Smith

Local Business

123 Main Street

Your Town, CA 99999

Subject: Request for Donation

Dear _______________:

(Company name) has launched an employee program called Take Action! to demonstrate our commitment to health. Take Action! is a 10-week employee wellness program that encourages healthy eating and physical activity on a daily basis. Employees set their own healthy lifestyle goals as members of teams.

To help encourage the participants, prizes will be raffled at various points of the 
program. We are asking local businesses for donations that can be used in this raffle and would greatly appreciate any offering you would be able to provide. We are looking for merchandise or other items that support eating fruits and vegetables and being physically active on a daily basis. Of course, your donation will be tax deductible. Our tax identification number is: _______________.

If you decide to contribute a donation, your business will be acknowledged to over ______ employees via several e-mails and through announcements at meetings. 
It will also be listed on our Web site and highlighted in the employee newsletter. We would like to give you additional exposure by providing you an opportunity to display merchandise and information on mm/dd/yy, the day of our raffle and the program’s closing celebration. This event will feature a health and fitness fair and will be visited by all (company name) employees.

For your convenience, I will be calling you soon to answer any questions you may have in regards to your valuable donation and this event.

Thank you for your thoughtful consideration and for your support as our employees strive for enhanced health and wellness.

Sincerely,

Sally Jones
Company Name
Take Action! Program Coordinator
