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Sample Vendor Letter

This letter can be used to approach vendors your company uses, and/or local restaurants and shops to ask them for in-kind campaign contributions such as gift certificates. Be sure to make a follow-up call if you do not hear back from your contact after sending this letter. Also, if you do receive a contribution, send your contact a thank-you note telling them how their gift helped your campaign.  
(Date)

Dear Vendor,

I am excited to announce that XYZ Company is conducting an employee giving campaign to support the 2012 ArtsWave Community Campaign (formerly the Fine Arts Fund) this year!  I am also proud to share that I am serving as this year’s campaign coordinator.

The ArtsWave Community Campaign for the arts helps create a vital and thriving region by supporting the kinds of arts events and venues that make neighborhoods exciting and bring different people together to share meaningful experiences.  The arts make our region a great place to raise a family, run a business, discover new ideas, and make a difference.  
We are planning a kick-off event to mark the beginning of our campaign, which will run from (date) to (date). The event will include raffle prizes for those employees who choose to participate. I am certain that our employees would be very pleased to receive a raffle prize from Vendor Company! If you would like to participate by donating a gift certificate or other items to our raffle, please call me at (phone number). To thank you for your donation we will promote your organization in all kick-off event advertisements.
Thank you in advance for your consideration. I know that by having a raffle prize from Vendor Company we will be able to attract many of our employees to attend the kick-off event. This is a major step towards accomplishing our goal for a successful 2012 ArtsWave Community Campaign.  

Sincerely,

Your name 

2012 ArtsWave Employee Campaign Coordinator

XYZ Company  

P.S. If you would like to learn more about this year’s campaign please visit ArtsWave online at www.TheArtsWave.org.
