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How to handle a donor
meeting in a coffee shop.

First things first! Getting a donor to say yes to meeting with
you about your nonprofit is huge. This is the hardest thing
to do. It seems at times it is easier to fly to the moon than

to get a donor to answer the phone and then commit their
time. That is another article to be written.

Tips to Consider When Asking a Donor to
Meet You at a Coffee Shop.
Choose a coffee shop that:
● Is easy to find

● Has easy parking

● Has booth or semi-private seating

What to do on the day of the
appointment.
Don’t be on time: Be thirty minutes early.

An hour would be better. Scope out a spot
with the most privacy. Getting there early
allows you to wait for the best possible
spot.
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Bring two folders and a pen:
Bring a branded

folder (or a nice one)

that has your business
card, a recent

newsletter, or a recent

picture or success story
that you can share. If

you have an upcoming
event, bring promo

materials. Include the

materials you need to

ask the donor to participate (make it the most urgent or biggest impact).

Bring a manila folder that has information about a secondary project or program

that needs donations. Consider having a “wish list” that has items that you need and
cost $5,000 to $50,000.

Bring a pen and paper that you can doodle on. Use this as a way to illustrate key
concepts or stats that need explanation. Doing a “live” illustration tells the

prospective donor that you know what you are talking about and allows them to have
conversation and learn about your organization. If all your materials are concise and
branded, it may give the impression that you are “too professional.”
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What to do just before the donor arrives.
Put away all your materials except the one branded folder. Hide your phone or

computer. Make sure your you have easy access to your pen, paper and manila folder.
Tidy up the table if you have eaten anything. Make sure you have room to show your
materials.

What to do when the donor arrives.
● Stand up and greet them.
● Offer to pay for a drink.

● Walk them to your table.

● Ask them how their day is going
and listen.

The middle part of your conversation is key.
Find their heart about your organization. Once you have broken the ice and listened
to what is top of mind for them, start to ask them questions to allow them to reveal their
heart about your organization. Ask them how they got started giving to your

organization. Have they been to volunteer or tour your facility? How long have they
been giving? What gives them the most joy.

Get over your fear. Too often we are scared to ask direct questions. Most people

appreciate honesty and authenticity. Asking them direct questions tells them you care
and want to be forthright and authentic. It also saves time.

One of the greatest fears a donor has is that you are spending too much time with
them. They feel you have more important things to do. Being direct pays them a
compliment because you do not want to “waste their time.”
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Once you feel you know their heart for your organization (as much as you can in

such a short time), consider asking them to give to your most urgent or most important
need. If it aligns with their values and desires, go ahead and ask. Otherwise consider

asking them to give to your secondary need/option. The biggest thing you want them
to know is that you have heard them.

Getting them to participate in meaningful ways (i.e. giving, tours, volunteering) will

increase the depth of their connection with your organization and may increase their
satisfaction in giving.

Don’t rush the ask.
Give your donor time to react to the request to give. There are many factors they
must consider before they give:

Can I give this much?
Do I want to give this much?
Is this the right time to give?
Should I talk to my spouse or
significant other?

Do I need to talk to my accountant
or financial advisor?
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If they say, no, don’t panic.
Every no is simply a “Not yet.” If the donor says no, remember the questions above.
Consider asking them what would help them say “yes” to the opportunity.  A “no” is a

great way to uncover their values and desires as a giver. You will want to watch their
body language and feel the tension in the air as you ask direct questions about what
would need to happen for them to be able to say “yes.”

Don’t be pushy. Be gracious and thank them for their time. Ask if they would like more
information, a tour, or a follow-up meeting.

Wrapping it up.
Ask them for a referral. Use the phrase, “Do you know someone who you respect that
is passionate about issues or causes like ours?” or “Do you know someone who would
be excited to hear about what we do?”

Get the next appointment. If you think

they are interested or they gave a gift, try
to set up another meeting. Tell them why

you want the meeting. If they have asked
questions you need to answer, let them
know you will have the information for

them. If they have given, let them know
you will contact them in ___ weeks to

share an update on how their money is at
work. Find a meaningful reason to meet

again and communicate with them. When
you thank them for their time and

support, look them in the eye and smile.

Shake their hand and remind them of the
next action.
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If you are courageous, there are some extra things you can mention.
Use the phrase, “by the way.” Let them know about an upcoming event or opportunity
for a tour. Just before you leave, mention to them, “By the way, we have a great event
coming up.” This is a good way to make a secondary ask. Let them know that you can
stop by their office to drop off information, or you can give it to them now. You can put

the info in the mail or send them an email. This is a great way to have a follow-up touch
point.

Ask them for a picture. This is not always appropriate, but if you know the person well
enough and they are comfortable, consider asking them to take a picture together to
post to Facebook or other social media. Assure them you will not reveal any giving

information, but you will say you are grateful for opportunities to meet great supporters.
This allows you to get a picture so you can remember the donor the next time you see
them.

Don’t Forget, Documentation!
Take notes and fill out forms. When the donor leaves, spend time at the table or in your
car taking notes about the meeting. Schedule time on your calendar and fill out any
forms required by your organization.

Follow up on any tasks that came
up as a result of the meeting. If you
told them you would send them

information or call them back, do it.
Contact any referrals you get.

Donors want to know that you take

seriously any actions that you have
discussed with them. They may be
expecting a friend or partner to
mention that you called.
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Send them a thank you card. Mention a key point in the conversation from your notes.
Give them an update on any tasks or contacts you have made since your meeting.

7

