How-to Guide:  Commercial Donations
Gathering commercial donations for the fire hall should always be done in consultation with the municipality’s chief administrative officer, or the most immediate municipal supervisor. Always show your municipal contact the donor package you will be sending out and receive approval before sending.
Getting commercial donations means more than getting free items or space – it means forming a partnership with a business where both parties benefit. For you, this means having a good portion of your expenses covered by the donor. For the business, it means brand building, logo representation, and the opportunity to self-promote. The links between the donor company and the event should be clear. For example – hosting an event educating the public about open fires? Ask a local seller of fire pit accessories (pit covers, etc.) to donate items to the event. 

The Wish-list: Start by assessing how many events your department would like donations for. Additionally, assess what types of promotional items (as recommended in the local initiatives section) your department would like (pens, bumper stickers, canvas bags, t-shirts). 

The Reality Check: Gauge the ability of your community’s businesses to supply these items. If local businesses are not able to provide the promotional items you had originally hoped for, consider revising this list as the likelihood of a company outside of your department’s area of coverage donating to the fire department is low. 

When Approaching a Potential Commercial Donor: Decide on how you contact the potential donor (phone, e-mail, in person) based on your relationship with them. Approaching someone in person ensures that your request is not ignored, but requires more preparation. When in doubt, phone the potential donor. If you are considering approaching a business that one of your volunteers works for, consult with the volunteer first to ask when an appropriate time would be to talk to their employer (depending on the volunteer, you may be able to get him or her to approach the potential donor). 

Do your homework! Before you approach a potential donor, know: 

· The size of the business (and ensure your ask is an appropriate amount); 
· Other organizations or events the business gives to; 
· What would motivate the potential donor to participate; 
· The benefits the fire department can offer the donor; 
· If the donor been involved in your department before. 

Contents of a Donor Package: In addition to a letter, a donor package usually contains the following informational items about the fire department: 
· Title page with address, phone, fax, and contact person; 
· Table of contents; 
· Overview, history, and mission/vision for the agency; 
· Demographics of those who attend your events;
· Listing and brief description of programs which the fire hall is seeking donation for;
· The impact the fire hall has on the community. 

After discussing a donor opportunity with a business, follow up (within one day) with a thank-you letter and request another meeting when appropriate. 

Differences between donation of general promotional items and event-specific donations 
Below is a sample donor request for general promotional items. The difference between asking for donations for general promotional items and event-specific donations is the following: an event will be bigger – this allows you to ask for more money or a bigger in-kind donation but... you have to offer more. The solution to this is the development of different donor levels. Here is an example of a breakdown of different donor levels: 
	Gold Donor Level
	Silver Donor Level
	Bronze Donor Level

	$1,000
	$500
	$250

	(
	Name added to event title
	(
	Logo placement on side stage
	(
	Logo placement on all brochures, posters and fliers

	(
	Logo placement on main stage
	(
	Logo placement on all brochures, posters and fliers
	(
	Booth Opportunity

	(
	Logo placement on side stage
	(
	Booth Opportunity
	(
	

	(
	Logo placement on all brochures, posters and fliers
	
	
	
	

	(
	Speech-making opportunity
	
	
	
	

	(
	Booth Opportunity
	
	
	
	


You’ve got donations – now what? After the donor has verbally agreed, ensure you follow-up with a thank-you note and a written agreement according to what was discussed in meetings. In the written agreement, place specified dates you expect to receive the money or in-kind donation, and outline the consequences of cancelling the agreement at specific stages. Ensure that you keep the donor up-to-date on all goings-on which would affect him or her. 

You didn’t get donations – now what? Always thank the individual – just because he or she said no this time, doesn’t mean they won’t be interested in the future. Politely (and delicately) discuss why they refused your offer (possible reasons may be timing, cost, lack of perceived benefits, previous commitment, etc.). Be careful about using this as an opportunity to continue selling, if the business owner has already said a firm “no”; do not continue trying to sell the opportunity. If the business owner says “no, because…” and outlines a specific obstacle, this may be an opportunity to repeat or rephrase the benefits to address the concerns voiced. 

After the event or designated donation period has ended: Thank the donor for their involvement. Ask them about their satisfaction with the donation experience. If they express dissatisfaction, ask them what you can do to improve the experience and offer creative solutions.  Never burn bridges!  Do your best to accommodate the donors’ thoughts and feedback.
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