          Helpful Hints, Tips, and Tricks of the Trade
             For Obtaining Auction Items or Ads for the Benefit Dinner

                                            The same process can work for auction items or ads.

EMAILING/ MAILING REQUESTS FOR DONATIONS:

This is a great way to obtain donations from home.  

· Identify companies you would like to solicit.

· Get on their website and find the “Contact us” button or mailing address.

· Email or mail your request and be sure to include/attach the donation letter.  I use the same text for my emails or cover letters when I send something in the mail.

“Dear _____________________,

Kingswood Academy in Darien is hosting its Annual Benefit Dinner and Silent Auction, “A Knight to Remember” on February 18, 2012.  We are requesting a donation of ____________.  
Enclosed you will find a letter describing our wonderful school and this important event.  Thank you for your time and consideration.  If you have any questions, please contact Carrie Peters at 630-887-1411.”
· Write down and keep the important info. (name, address, phone, contact name, email, website) ready in case you need to follow up with additional emails or phone calls.  

See…. It’s so easy!

PHONE CALLS FOR DONATIONS:  Many times all it takes is a phone call followed up by an email or fax of the Kingswood Donation Letter and Ad Agreement.  Usually you don't even have to leave home!
· Identify which businesses you will call.  Look online or in the phone book for the address, phone number, contact name, and email address.   

· Call and ask to speak to the manager.  I usually say something like this:  "Hello, my name is Carrie Peters, and I am a member of the Benefit Committee at Kingswood Academy.  We are hosting our Annual Benefit Dinner in February and are getting a head start on our auction.  One of the items that we would love to have is ______________.  Would you be willing to donate this to our auction?  We have over 300 attendees at our event from the suburbs and Chicagoland area.  Your donation would be recognized on the auction table and also in the ad book.  So, it is a wonderful opportunity to let others know about your business and your generosity."   

· Then, I wait for the response.  Many times they need to see the Kingswood letter with the tax exempt number on it.  I offer to fax or email them the letter.  Then, I figure out if they are going to mail the item to the school or if I have to pick it up.  

· If they are mailing the item, ask them if you can call them back in a few weeks if you haven't received it yet.  
· Make sure you thank them.  Write down the name, address, contact name, phone, email and give that info to the Benefit Committee. 

· Follow up and make sure the item arrives or you may need to call again.  

It's really that simple!  

FOR CORPORATE DONATIONS:  These are donations that will go through some "red tape" in order to secure them, e.g., airlines, some hotels, American Girl.

· Go online to find the contact information.  Many times the company will have a form to fill out for charitable donations.  Fill out that form online and attach the donation letter.  

· Sometimes, you can send an email for your request.  If that person does not handle donations, ask them to forward your email to the appropriate person.  Always attach the Kingswood letter. 

· I usually send the email with my request and the Kingswood letter, and ask if there is a procedure I need to follow in order to obtain a donation.  Some want a letter on letterhead in the mail, some need 4 months to process the request, some are willing to accept your request online immediately.  

· Write down and keep the important info. (name, address, phone, contact name, email, website) ready in case you need to follow up with additional emails or phone calls. 
· If you work for a large company, please ask the Marketing Department to place an ad or donate an item for the Silent Auction. Many large firms (Financial Planners, Accountants, Lawyers, and Medical Firms) have a marketing fund that they can access to help promote and market their business in the community.  Don’t be afraid to ask them.
Are you convinced yet as to how easy it really is?!

DONATIONS AROUND TOWN:  If you are out and about around town, ask the local businesses where you shop and dine to donate an item for the auction or purchase an ad for the ad book.  Just have the Kingswood Donation Letter and Ad Agreement with you and follow the steps above.  
Who can you ask?  Dentists, doctors, restaurants, specialty shops, anyone who has done work on your home (electrician, plumber, builder, handyman, painter….), movie theaters, ice cream shops, cleaners, just about anyone you come in contact with.  
Have fun…. get out there and get those donations!
***   It is very important in each of the above instances that you make sure you give the pertinent information (name, address, contact name, phone number) to the Benefit Committee.  The committee will use this information again next year to solicit donations.  It is much easier to obtain donations from a company that has given in the past than it is to find new companies to donate.  Plus, if you pass the contact information along, it will save our volunteers valuable time.  
Any questions contact Carrie Peters at cpeters@kingswoodacademy.org or call 630-887-1411.  All forms are posted on the Kingswood website for your convenience.  

