TEMPLATE: Request for item donations acknowledment for your event
Dear [INSERT NAME OF CONTACT AT COMPANY],
I’m hosting a fundraiser on behalf of Mercy Corps to support their work in [COUNTRY/REGION]. I’d like to ask you to join me in my efforts by contributing an item. 
[NAME OF EVENT], a [TYPE OF EVENT] which will benefit vulnerable families facing [INSERT CRISIS INFO FOUND IN MERCY CORPS REPORT FROM THE FIELD] in [COUNTRY/REGION]. I’ve decided to support Mercy Corps because they have expert teams on-the-ground. I decided to fundraise for this cause because [INSERT PERSONAL NOTE].
Would [COMPANY] be willing to donate [VENUE, FOOD, BEVERAGES, SOUND SYSTEM EQUIPMENT, TABLES, CHAIRS, ETC.]? Your contribution will help keep costs down so I can ensure all the donations received at this event will be rushed directly to those who need it most. 
Event Details:
· [LOCATION – STREET ADDRESS AND NAME OF VENUE]
· [START TIME – END TIME]
· [SPECIFY NEEDED GOODS – NUMBER, TIMING, ETC.]
I look forward to speaking with you and can provide more details or answer any questions you may have. 
Thank you so much for considering supporting my fundraising event. Your contribution will help Mercy Corps provide critical assistance to children, families and entire communities in [COUNTRY/REGION]. On behalf of all those who will benefit from your support, thank you so much!    
Sincerely,
[NAME]
[CONTACT INFORMATION: PHONE WITH AREA CODE, EMAIL]
P.S. Unfortunately, Mercy Corps cannot provide a tax receipt for in-kind support, but they can provide a letter of acknowledgement on letterhead. Please let me know if you’d like me to obtain one for you. Please also feel free to contact Mercy Corps directly for any additional questions - fundraising@mercycorps.org.
