Sample Language Asking Local Businesses for Donations

Here is the language TexShare used to ask the vendors for donations. This can be customized and changed to suit the particular needs of any Texas library. 

1. First E-mail:

To Whom It May Concern:

The Texas State Library and Archives Commission and the Public Libraries Division of Texas Library Association invite you to contribute items to our April 18 presentation, "Breakfast Bytes with TexShare: Take a Bite at Our Model Open House".  Attendees to this outreach event will experience first hand how organizing an open house can be an effective way of informing potential customers of the abundance of resources at the library.

Would you consider contributing 150 items to include in our bag of giveaway items for attendees? In return, we will acknowledge your company name as part of a thank you list that will also be included within each goodie bag. Items to contribute can be such things as pens, key chains, mini USB drives, or anything else that can be given away. 

Thank you for considering this offer. You may contact TexShare Coordinator Ann Mason at amason@tsl.state.tx.us or 512-463-0188 with any questions.

2. Reminder e-mail:

This is a friendly reminder that it isn't too late to donate items for the  "Breakfast Bytes with TexShare: Take a Bite at Our Model Open House", presented by the Texas State Library and Archives Commission and the Public Libraries Division of Texas Library Association. The program is scheduled for Friday, April 18th, at 8 a.m.

We expect 150 guests at the program, so this would be a great opportunity to advertise your company to a large audience. Attendees to this outreach event will experience first hand how organizing an open house is an effective way of informing potential customers of the abundant resources at the library.

Would you consider contributing 150 items to include in our bag of giveaway items for attendees? In return, we will acknowledge your company name as part of a thank you list that will also be included within each goodie bag. Items to contribute can be such things as pens, key chains, mini USB drives, or anything else that can be given away.

We will gladly pick up these items from you during the conference for your convenience.

Thank you for considering this offer. You may contact TexShare Coordinator Ann Mason at amason@tsl.state.tx.us or 512-463-0188 with any questions. Please let us know by Friday, April 11th, if you will be able to contribute items.

