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Donating Office Space

Donating office space is a great way to support a nonprofit organization.  It can save an organization tens, even hundreds, of thousands of dollars per year.  This is a significant contribution to the organization and the community it serves.  In addition, filling up the empty space will make the office feel fuller and create more energy.  Employees feel an added sense of pride for the company, enjoy interacting with the nonprofit, and may even get engaged in the nonprofit’s cause themselves.

Donating space need not be complicated, but below are some things to consider and negotiate with the nonprofit.  This is not an all inclusive list, and not all nonprofits will need everything that’s listed.  

What are you able to provide?
· Duration (how long can you provide the space)

· Amount of space

· Square footage

· Number of people you can safely have on-site

· Storage space for equipment, supplies, other materials

· Warehouse space

· Furniture

· Cubicles

· Desks, chairs, filing cabinets, etc.

· IT Network (most companies find it easier to include this rather than requiring an additional network infrastructure)

· WAN

· LAN

· Server space (if information security is an issue, you may want to require the nonprofit to have their own separate server)

· 
Phones

· Supplies

· Copiers/faxes

· Signage

· Building access

· Conference rooms

· Other communal space, such as cafeteria, fitness facility, sick room, secured bike cage, lounge, etc.

· Parking

· Liability insurance (most nonprofits will provide their own)

· IT support

· Reception support (this is especially important to consider if the nonprofit has clients that come to them)

Other considerations:

· Security

· Physical security, not just the nonprofit’s employees, but their guests as well

· Information security (not only data on your server, but ideas jotted down on white boards in meetings, etc.)

· Inclusion/exclusion in emergency procedures and drills

· Do you need to require the nonprofit to do the same sort of security/background checks on their employees that you do on yours?

· Culture

· Will this organization add or detract from your corporate culture?
· Are the nonprofit’s employees approachable and pleasant to be around?
· Will you want to include them in company-wide parties and activities?
· If your company doesn’t own the building (or the land the building is on) you may need to disclose to or seek approval from the landlord/land owner. 

· Determine if you need a formal contract or MOU (you can make this arrangement as formal or informal as you like, but you should at least have a discussion regarding the duration of the arrangement, and contingency plans if (when) the unexpected occurs, e.g. the company is acquired, you have unexpected growth/need for space, workforce reduction, etc.). 

· Determine who else on your team needs to be part of the discussions/planning (i.e. facilities manager, legal council, office manager, receptionist, etc.)
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