
Donation Request Form
Farmington Gardens welcomes your requests for donations, and tries to accomodate as many requests as 

time and resources allow.  You can help us in this process tremendously by being thorough and thoughtful 

in your request, so that it may be processed as quickly and as accurately as possible.  Please pay special 

attention to the following:

Organization Name and Tax ID number.  We need to know who you are, and that you are a real organization

that can be veri!ed.  We also need you Tax ID number for our own tax purposes.

Responsible Party’s Contact Information.  We need to know who to contact if there are questions or concerns, 

and who will be responsible for handling the donation.  If we can’t reasonably contact someone who knows 

something about your donation request, your request may be denied.

Donation Request Information.  Please be as speci!c and thorough as possible in this section.  It is a lot quicker

and easier to process requests if we know what exactly is being requested.  We also want to know speci!cs 

about what the donation will be used for.  The more information we have, the better we are able to determine 

the merits of your request.  If we have to guess as to what you are looking for, or we can’t !nd out what it will

be used for, your request may be denied.

Donation Deadlines.  Please be considerate when sending a donation request and give us adequate time to

process it.  Last minute requests are likely to be denied if we don’t have adequate time to review them.  We need

at least 2-3 weeks, preferably a month or more to process requests.  The less time you give us, the more likely

it is that your request will be denied.  This is especially true in our busier seasons.

Promotional Materials and Acknowledgments.  We always welcome acknowledgments, website links, and 

being included in your promotional or event materials.  If you are going to mention us, please let us know on 

the donation form.  We will gladly get you contact and website information, logos and company images, or

company “donated by” signage if you let us know ahead of time.

Please include a cover letter on your organization’s letterhead.  The attached form gives us a quick reference

for your request information, but we would also like a more detailed description of the nature of your request

and your organization.  Please provide this on your organization’s o"cial letterhead.

Thank you!
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Donation Request Form

Contact Information

Name of Organization: ___________________________________________________________

Mailing Address: ________________________________________________________________

Phone Number: __________________________ Fax Number: ___________________________

Federal Tax ID#:_________________________________________________________________

Authorized Contact: _____________________________________________________________

Phone Number: _____________________ email: _____________________________________

Alternate Contact: ______________________________________________________________

Donation Request Information

What kind of donation are you looking for, and what will it be used for?  Please be as speci!c 

as possible (speci!c items you need, store merchandise, store gift cards, items for auction, etc).  

______________________________________________________________________________

______________________________________________________________________________

What is your donation deadline? ___________________________________________________

Are donations publicly acknowledged, and if so how? (Auction catalog, website, signs, etc)

______________________________________________________________________________

Is this donation for an event? ________  If yes, please let us know some speci!cs:

Event Name and Description: _____________________________________________________

______________________________________________________________________________

Event Location: ________________________________________________________________

Date:__________________________ Expected Attendance: ____________________________ 
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