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As	an	officially	registered	501(c)(3)	tax-exempt	entity,	issuing	donation	receipts	is	an	essential	part	of	your	fundraising	process.	These	receipts	not	only	commemorate	the	kindness	of	your	donations,	but	they	also	function	as	crucial	tax	evidence.	On	the	other	hand,	creating	a	tax-compliant	donation	receipt	can	be	a	complex	process	which	requires
paying	close	attention	to	any	IRS	laws	preventing	legal	or	financial	ramifications.In	this	step	by	step	tutorial,	we'll	take	through	how	to	establish	a	501(c)(3)	tax-compliant	donation	receipt.	Covering	everything	from	the	fundamentals	of	donation	receipts	to	optimizing	your	tax-deductible	gifts.	So,	let's	get	started	and	help	make	sure	your	charity
organization	is	preparing	and	issuing	legal,	practical	donation	receipts!​Understanding	the	Fundamentals	of	Receipts	for	Donations	and	Critical	Receipt	ElementsDonating	to	nonprofit	organizations	is	a	great	way	to	give	back	to	the	community	while	also	supporting	great	causes	you	believe	in.	When	making	a	charitable	donation	to	a	nonprofit,	it’s
important	to	have	an	official	record	of	all	your	donations	for	tax	write-off	purposes.	This	is	where	the	nonprofit	donation	tax	receipt	comes	into	play.	For	donors	to	be	granted	an	appropriate	tax	write	off	on	their	donated	items,	nonprofit	organizations	are	required	to	provide	said	donors	with	a	receipt	including	specific	information	about	the
donation.The	requirements	for	nonprofit	donation	tax	receipts	may	vary	depending	on	the	year	in	which	the	donation	was	made	so	be	sure	to	thoroughly	review	the	laws	each	year.	In	general,	a	well	put	together	donation	receipt	should	include	the	nonprofit	organization’s	basic	information	such	as	name,	the	donation	date,	the	donation	amount,	and	a
statement	indicating	that	the	organization	is	indeed	an	official	nonprofit	with	their	corresponding	nonprofit	ID	nonprofit	listed.	The	receipt	should	also	include	a	statement	indicating	whether	or	not	any	goods	or	services	were	provided	in	exchange	for	the	donation.It’s	also	important	to	note	the	requirements	for	a	nonprofit	donation	tax	receipt	are
different	from	the	requirements	of	claiming	a	charitable	deduction	on	your	tax	return.	While	a	receipt	is	necessary	for	substantiating	your	donation,	it	is	not	sufficient	for	claiming	a	deduction.	You	must	also	have	other	documentation,	such	as	check	stubs	or	bank	statements	which	reflect	the	donated	amount.To	ensure	your	donation	is	properly
documented	so	you	can	claim	it	as	a	charitable	deduction,	it’s	important	you	make	your	donation	to	a	reputable	nonprofit	organization.	Before	making	your	donation,	research	the	organization	to	ensure	that	it	is	a	properly	registered	nonprofit	with	a	good	reputation	and	also	that	your	donation	will	end	up	being	used	for	its	intended	purpose.Let's
begin	with	the	fundamentals	of	constructing	a	501(c)(3)	tax-compliant	donation	receipt.	Donation	receipts,	also	known	as	acknowledgment	letters,	are	written	papers	which	serve	as	proof	of	a	donor’s	financial	contribution	to	a	nonprofit	organization.	These	receipts	serve	a	dual	purpose	of	acknowledging	the	generosity	of	the	donor,	while	also
providing	vital	information	that	the	donor	can	use	for	their	own	tax	purposes.Receipts	for	donations	should	include	the	following	critical	elements:Organizational	Details:	At	the	top	of	the	donation	receipt,	include	your	nonprofit	organization's	basic	details	including	name,	address,	and	Taxpayer	Identification	Number	(TIN)	or	Employer	Identification
Number	(EIN).	This	information	will	validate	your	organization’s	identity	and	ensures	your	receipt	is	eligible	to	be	used	as	tax-deductible.Donor	Information:	Include	your	donor's	name,	address,	and	contact	information.	This	information	allows	the	contributor	to	claim	the	tax	deduction	while	allowing	your	organization	to	keep	proper	donation
records.Donation	Details:	Indicate	the	date	the	donation	was	made,	the	amount	or	value	of	the	donation,	and,	if	relevant,	a	detailed	description	of	the	donated	item	or	service.	This	information	helps	ensure	your	donor	understands	what	amount	they	can	claim	as	a	tax	deduction	and	serves	as	the	ultimate	proof	of	the	donation.Tax-Exempt	Status
Declaration:	Include	a	declaration	stating	that	your	group	is	a	tax-exempt	entity	under	Internal	Revenue	Code	section	501(c)(3).	This	statement	validates	the	eligibility	of	your	organization	for	collecting	tax-deductible	donations	while	also	assuring	the	donor	their	contribution	is	tax-deductible.Formal	Appraisal	for	any	Donated	Property	Valued	at
$5,000	or	More:	Include	a	note	stating	the	donor	is	responsible	for	obtaining	a	formal	appraisal	for	any	donated	property	valued	at	$5,000	or	more,	as	required	by	the	IRS.	This	statement	serves	to	inform	the	contributor	of	their	obligations	and	assists	your	organization	in	complying	with	IRS	laws.Signature	and	contact	details:	Sign	the	donation
receipt	with	a	designated	approved	representative	from	your	organization.	Include	their	basic	contact	information,	including	name,	title,	phone	number,	and	email	address.	This	enables	the	donor	to	contact	your	organization	if	they	have	any	issues	with	their	donation	receipt	or	require	additional	information.A	Tax	Deduction	Key:	How	to	Make	a	Tax-
Exempt	501(c)(3)	Donation	ReceiptNow	that	you	have	a	basic	understanding	of	the	components	of	a	donation	receipt,	let's	go	over	the	step-by-step	process	of	establishing	your	own	501(c)(3)	tax-compliant	donation	receipt	for	your	nonprofit	organization.	To	ensure	your	donation	receipt	complies	with	IRS	standards,	first	take	the	following	steps:Step
1:	Read	the	IRS	Guidelines	Thoroughly.Fully	educating	yourself	on	IRS	standards	for	tax-exempt	organizations	is	a	critical	first	step	before	creating	your	own	donation	receipt.	The	IRS	provides	thorough	and	complete	information	on	what	should	be	included	in	a	tax-compliant	gift	receipt	and	the	requirements	for	various	types	of	donations,	including
cash,	non-monetary,	and	vehicle	donations.	Make	you	are	up	to	date	on	the	newest	IRS	requirements	to	prevent	mistakes	which	could	result	in	penalties	or	the	loss	of	your	organization's	tax-exempt	status.Step	2:	Gather	the	Required	InformationTo	develop	a	thorough	donation	receipt,	you	must	collect	all	relevant	information	from	the	contributor	and
your	organization.	This	comprises	the	donor's	name,	address,	contact	information,	and	donation	information,	such	as	the	date,	amount,	and	description	of	the	donated	item	or	service.	You	must	also	confirm	that	your	organization's	information	is	correct	and	current,	including	the	name,	address,	and	Taxpayer	Identification	Number	(TIN)	or	Employer
Identification	Number	(EIN).Step	3:	Select	a	FormatDonation	receipts	can	be	given	in	various	formats,	including	letters,	emails,	and	other	printable	forms.	Choose	a	design	that	works	for	your	organization	and	complements	your	donor	communication	strategy.	Whatever	style	you	pick,	ensure	it	contains	all	the	needed	information	and	adheres	to	the
IRS	rules	for	tax-compliant	donation	receipts.Step	4:	Create	a	Donation	ReceiptCreate	your	gift	receipt	by	using	your	official	organization	information	and	by	following	all	IRS	requirements.	Begin	your	receipt	with	a	top	header	section	listing	your	organization's	information,	the	donor's	information,	and	the	donation	specifics.	Include	a	statement	that
your	organization	is	a	tax-exempt	entity	under	Internal	Revenue	Code	section	501(c)(3)	as	well	as	a	statement	acknowledging	the	donor's	obligation	to	get	a	written	appraisal	for	given	property	valued	at	$5,000	or	more,	if	applicable.	Sign	the	receipt	with	a	chosen	representative	from	your	organization	and	include	their	contact	information	for	any
subsequent	inquiries.Step	5:	Edit	and	ReviewAfter	creating	the	donation	receipt:Double-check	it	to	ensure	all	the	information	is	correct,	comprehensive,	and	follows	IRS	requirements.Check	the	donor's	information,	donation	details,	and	required	statements	again.Make	necessary	changes	or	modifications	to	ensure	the	receipt	is	error-free	and	follows
IRS	standards.Step	6:	Save	and	distributeOnce	you've	read	and	made	any	necessary	corrections	to	the	donation	receipt,	be	sure	to	save	it	in	a	safe	and	easily	accessible	spot	for	future	reference.	You’ll	need	to	provide	a	copy	of	the	receipt	to	the	donor	for	their	records,	acceptable	ways	of	doing	this	are	sending	an	email	with	an	attached	PDF,	or
sending	an	actual	printed	copy	via	regular	mail.	Ensure	that	the	donor	receives	a	copy	of	their	donation	receipt	as	soon	as	possible,	preferably	within	a	few	days	of	the	donation.How	to	Create	an	Effective	Donation	Receipt:	Donor	and	Tax	PurposesCreating	a	501(c)(3)	tax-exempt	donation	receipt	is	essential	for	complying	with	IRS	laws	and	increasing
your	fundraising	efforts.	Here	are	some	pointers	to	make	sure	your	donation	receipt	is	not	only	legal	but	also	effective	in	acknowledging	and	thanking	your	donors:Use	Simple	and	Clear	Language:	Avoid	using	sophisticated	language	or	technical	phrases	in	your	donation	receipt.	Instead,	avoid	ambiguity	and	uncertainty	by	using	simple	and
straightforward	wording	that’s	easy	for	your	donors	to	grasp.Customize	the	Receipt:	In	your	donation	receipt,	be	sure	to	address	the	donor	directly	by	name	and	adopt	a	polite	and	thankful	tone.	Personalizing	the	receipt	demonstrates	that	you	cherish	and	appreciate	the	donor's	contribution	and	helps	to	develop	a	great	connection	with	your
donors.Include	the	following	impact	information:	Inform	the	donor	how	their	support	will	benefit	your	organization	and	your	community.	Include	information	on	how	the	donation	will	be	used	and	what	impact	it	will	make,	such	as	directly	affecting	your	good	cause.	Some	examples	include	feeding	the	homeless,	funding	education	initiatives,	or
supporting	medical	services.	Donors	will	feel	more	involved	and	be	willing	to	contribute	again	in	the	future	if	they	can	firmly	connect	with	the	impact	of	their	investment.Make	the	Appropriate	Donation	Acknowledgment:	Make	it	a	point	to	include	the	date	of	the	donation,	the	amount	or	value	of	the	donation,	and	a	description	of	the	donated	item	or
service.	This	allows	donors	to	report	their	donations	appropriately	on	their	tax	returns	and	ensures	that	your	receipt	complies	with	IRS	standards.Encourage	Matching	Gifts:	If	your	organization	participates	in	a	matching	gift	program,	include	a	note	explaining	this	in	the	donation	receipt.	In	addition,	encourage	donors	to	look	into	if	their	workplace
has	their	own	matching	gift	program,	when	added	on,	this	has	the	potential	to	double	or	triple	their	overall	giving	amount.	Be	sure	to	provide	clear	and	actionable	information	on	how	to	make	a	matching	gift	request.Gratitude:	Show	sincere	gratitude	and	appreciation	for	your	donor's	kindness.	Use	expressions	like	"thank	you"	and	"grateful"	to
express	your	appreciation	for	their	donations.	A	heartfelt	thank	you	can	go	a	long	way	toward	strengthening	donor	connection	and	encouraging	future	donations.Give	your	contact	information:	Include	basic	contact	information	for	your	organization,	such	as	a	phone	number,	email	address,	or	website,	on	the	donation	receipt.	This	enables	contributors
to	contact	your	organization	with	any	queries	or	issues,	promoting	trust	and	openness.Effortless	Donation	Receipts	with	PayBeeAre	you	looking	for	an	easy	way	to	simplify	your	nonprofit	fundraising	efforts	while	ensuring	your	donors	receive	their	charitable	donation	receipts	for	tax	purposes?	If	so,	Paybee	is	the	solution	you	need!	Our	user-friendly
platform	enables	you	to	manage	every	aspect	of	your	fundraising	campaigns,	from	collecting	donations	to	sending	custom	donation	receipts	to	your	donors.One	of	the	outstanding	benefits	of	using	Paybee	for	your	nonprofit	fundraising	is	that	every	donation	made	through	the	platform	will	automatically	generate	and	send	a	donation	receipt	to	your
donor.	This	receipt	is	a	requirement	for	tax	purposes	and	serves	as	proof	of	the	donation.	This	feature	allows	donors	to	claim	their	contribution	as	a	deduction	on	their	taxes	easily.Paybee's	donation	receipt	includes	a	custom	messaging	section,	where	you	can	thank	your	donors	for	their	generosity	and	share	more	information	about	your	nonprofit
organization's	cause.	Moreover,	the	receipt	includes	the	total	donation	amount	and	the	value	of	any	items	included	in	the	donation.Our	platform	also	offers	the	option	to	send	yearly	receipts	to	your	donors,	providing	a	straightforward	process	for	both	you	and	your	donors.	This	feature	ensures	that	everyone	has	the	necessary	documentation	for	tax
purposes	and	meets	nonprofit	tax	receipt	requirements.Paybee	offers	a	streamlined	and	efficient	way	to	manage	your	nonprofit	fundraising	efforts	while	ensuring	that	your	donors	receive	their	charitable	donation	receipts	and	yearly	receipts	for	tax	purposes.	Visit	our	website	at	to	learn	more	about	our	donation	receipt	and	other	fundraising	features,
and	schedule	a	demo	today!​Frequently	Asked	Questions	About	Creating	a	501(c)(3)	Tax-Exempt	Receipt	for	A	DonationQ:	Do	I	have	to	provide	a	donation	receipt	for	each	donation?A:	Yes,	regardless	of	the	amount,	providing	a	donation	receipt	for	your	donors	for	each	donation	is	the	suggested	best	practice.	This	allows	any	donor	to	report	their
contributions	appropriately	on	their	tax	forms	and	offers	verification	for	your	organization's	record-keeping.	Sending	a	comprehensive	tax	receipt	at	year's	end	which	includes	all	the	donations	made	by	that	donor	during	the	year	is	also	advised	for	your	larger	donors.Q:	What	information	should	a	tax-deductible	donation	receipt	contain?A:	A	tax-
compliant	donation	receipt	should	include	your	donor's	name,	address,	contact	information,	donation	details	(date,	amount,	and	description	of	donated	item	or	service),	your	organization's	basic	information	(name,	address,	and	Taxpayer	Identification	Number	or	Employer	Identification	Number),	a	statement	that	your	organization	is	a	tax-exempt
entity	under	section	501(c)(3)	of	the	Internal	Revenue	Code,	and	a	statement	acknowledging	the	donor's	responsibility	for	the	donation.Q:	Can	I	send	an	email	receipt	for	a	donation?A:	Yes,	sending	a	donation	receipt	by	email	is	an	acceptable	way	to	provide	your	donors	with	acknowledgment	of	their	donation.	The	same	standards	exist	for	an	emailed
receipt	as	they	do	for	a	written	receipt	so	ensure	your	email	includes	all	the	required	information	and	meets	the	IRS	requirements	for	tax-deductible	donation	receipts.	It	is	critical	to	save	the	email	receipt	in	a	secure	and	easily	accessible	area	for	your	own	record-keeping	purposes.Q:	How	long	should	my	organization	retain	donation	receipts?A:
According	to	IRS	regulations,	you	should	retain	all	donation	receipts	and	related	records	for	at	least	three	years	from	the	date	of	the	donor's	tax	return	or	from	the	date	the	donation	was	made,	whichever	is	later.	At	the	end	of	the	year,	be	sure	to	store	each	donor	receipt	in	a	safe	palace	and	store	them	until	the	end	of	the	three-year	period.Q:	Can	I
issue	a	donation	receipt	for	non-cash	donations?A:	You	can	issue	a	donation	receipt	for	non-cash	donations.	However,	you	must	include	specific	information	regarding	the	donated	property's	value	and	description	to	comply	with	IRS	regulations.Q:	Can	I	create	donation	receipts	using	a	template?A:	You	can	use	a	template	as	a	starting	point	for	making
donation	receipts,	but	you	must	alter	it	to	include	all	required	information	and	ensure	compliance	with	IRS	standards.	Use	of	generic	or	out-of-date	templates	is	discouraged	since	they	may	not	fulfill	current	IRS	regulations.Q:	When	should	I	send	a	donation	receipt?A:	It	is	best	to	send	a	donation	receipt	as	soon	as	possible	after	receiving	the	donation,
preferably	within	1-3	business	days.	Donors	benefit	from	receiving	timely	receipts	as	it	allows	them	to	record	their	contributions	on	their	tax	returns	immediately	and	appropriately	while	simultaneously	demonstrating	your	organization's	dedication	to	donor	stewardship.ConclusionIssuing	tax-compliant	donation	receipts	is	crucial	for	nonprofit
organizations	to	maintain	their	tax-exempt	status	and	maximize	donations.	After	thoroughly	reviewing	this	step-by-step	guide,	you	should	now	have	a	more	comprehensive	understanding	of	the	fundamental	elements	of	a	donation	receipt,	how	to	create	one,	and	how	to	have	your	receipt	comply	with	IRS	guidelines.	Always	remember	to	regularly	look
over	IRS	guidelines	and	ensure	compliance	with	any	and	all	new	regulations,	guaranteeing	your	donors	receive	appropriate	acknowledgment	for	their	generosity.​Tags	What	difference	does	a	simple	thank-you	make?	A	big	difference!	When	you	send	a	personalized	donation	receipt,	you	can	boost	donor	loyalty	by	up	to	21	percent	–	turning	a	one-time
gift	into	a	long-term	commitment.	That	extra	touch	makes	donors	feel	valued	and	appreciated,	encouraging	them	to	give	again.		Ready	to	learn	how	to	make	donation	receipts	that	make	donors	feel	truly	valued?	Let’s	get	started.		Table	of	Contents		What	Is	a	Charitable	Donation	Receipt	and	Why	Is	it	Important?	As	a	donor,	charitable	donation	receipt
might	seem	like	just	another	piece	of	paper	or	a	digital	note,	but	it	holds	a	lot	of	value.	Think	of	it	as	a	bridge	between	you	and	the	cause	you	support	–	a	way	to	officially	acknowledge	your	generosity	and	another	way	to	boost	donor	engagement.		For	many	of	us,	that	donor	acknowledgment	letter	carries	a	sense	of	fulfillment	knowing	our	support	is
making	a	difference.			But	beyond	this	emotional	aspect,	a	donation	receipt	also	serves	a	practical	purpose:	it	allows	you	to	claim	tax	deductions	when	you	file	your	tax	return.			Let’s	break	down	why	it	matters	to	both	you	and	the	nonprofit	you	support.		Understanding	the	Legal	Definition	of	a	Donation	Receipt	Receipts	for	donations	are	a	simple	and
official	way	for	donors	to	confirm	that	their	gifts	and	support	were	received	and	noted.	Importantly:			Nonprofits,	charities	and	larger	organizations	often	need	these	receipts	as	proof	of	their	expenses	when	it’s	time	to	file	taxes.		Individuals	rely	on	donation	receipts	to	document	their	charitable	giving,	which	helps	them	report	their	donations	on	their
tax	returns	for	tax	deductions.			Why	Donation	Receipts	Are	Crucial	for	Nonprofits	and	Donors		When	you	give	to	a	cause	that	matters	to	you,	it’s	nice	to	get	a	little	acknowledgment,	right?			A	donation	receipt	does	just	that.	It	benefits	both	nonprofits	and	donors	in	several	ways.		As	a	Nonprofit	Builds	trust	with	supporters:	It	is	a	simple	way	to	show
transparency,	building	trust	and	strengthening	the	bond	between	you	and	those	who	believe	in	your	cause.		Provides	an	official	record	of	contributions:	Every	donation	matters,	and	with	accurate	records,	nonprofits	make	sure	that	each	gift	is	accounted	for.	A	donation	receipt	becomes	a	critical	part	of	your	nonprofit’s	paperwork	and	helps	you	keep
everything	neatly	organized.		Helps	with	financial	audits	and	reporting:	When	it’s	time	for	audits	or	preparing	financial	reports,	you	want	to	feel	confident	and	ready.	Once	you	have	a	detailed	record	of	all	contributions,	which	include	donation	statements,	the	process	becomes	much	smoother.		As	a	Donor	Required	to	claim	tax	deductions:	As	tax
season	approaches,	donation	receipts	help	you	claim	deductions.	This	potentially	saves	you	money.		Serves	as	proof	of	generosity:	It	feels	good	to	know	that	your	support	is	officially	recognized.	It’s	something	you	can	look	back	on	with	pride,	knowing	that	your	contribution	is	appreciated.		Helps	track	your	charitable	giving:	If	you’re	a	regular	giver,	it
can	be	hard	to	keep	track	of	all	your	donations.	That’s	where	your	receipts	come	in	handy.	They	help	you	stay	organized	and	you	can	easily	review	your	contributions	at	the	end	of	the	year.		The	Role	of	Donation	Receipts	in	Tax	Deductions	Charitable	donation	receipts	offer	tangible	tax	benefits	when	donors	claim	deductions	for	their	contributions.
The	receipts	help	them	reduce	their	taxable	income	by	the	donation	amount,	directly	impacting	their	tax	liability.		Here	is	a	sample	calculation	to	illustrate	how	a	donation	affects	a	donor’s	tax	return:		Adjusted	Gross	Income	(AGI)		Donation	Amount		Deduction	Limit		Taxable	Income	Before	Deduction		Taxable	Income	After	Deduction		Potential	Tax
Savings		$100,000		$5,000		60%	(for	cash	donations)		$100,000		$95,000		$5,000	(at	applicable	tax	rate)		In	this	example,	with	an	AGI	of	$100,000,	a	$5,000	cash	donation	to	a	qualified	charity,	supported	by	a	donation	receipt,	reduces	the	taxable	income	to	$95,000.			If	the	tax	rate	is	22%,	the	deduction	could	save	the	taxpayer	around	$1,100	in	taxes
(22%	of	$5,000).			Receipts	also	ensure	that	non-cash	donations,	like	property	or	stocks,	meet	IRS	documentation	standards.	This	allows	taxpayers	to	claim	the	correct	deduction.			If	donors	follow	donation	receipt	guidelines	properly,	they	can	maximize	the	benefit	of	their	generosity	and	make	each	donation	count	when	tax	season	arrives.						What	Are
the	IRS	Requirements	for	Donation	Receipts?	The	IRS	has	specific	rules	to	help	ensure	that	charitable	contributions	count	toward	tax	deductions.	Missing	a	simple	detail	could	mean	losing	out	on	those	tax	benefits.		Essential	Information	to	Include	in	a	Donation	Receipt	To	make	sure	your	written	acknowledgments	are	in	line	with	what	the	IRS
expects,	the	donation	receipt	form	should	include	these	items:		Charity	name		Amount	of	cash	contributed		Description	(but	not	the	value)	of	any	non-cash	items	donated		Statement	confirming	whether	any	goods	or	services	were	provided	in	return	for	the	donation	(if	none	were	provided,	the	receipt	should	clearly	state	this)		If	goods	or	services	were
provided,	the	receipt	must	include	a	good	faith	estimate	of	their	value.		If	the	only	benefits	provided	were	intangible	religious	benefits,	such	as	blessings,	this	should	also	be	noted.		For	example,	if	a	donor	received	a	dinner	worth	$50	for	a	$200	donation,	the	receipt	should	specify	the	fair	market	value	of	the	dinner	and	the	deductible	portion	of	the
contribution.		Specific	Requirements	for	Cash	and	Non-Cash	Donations	Cash	Donations	For	cash	donations	of	$250	or	more,	donors	need	a	nonprofit	donation	receipt	to	claim	deductions.	This	official	donation	receipt	must	contain	the	donation	date	and	confirmation	of	any	goods	or	services	received.		For	amounts	under	$250,	a	bank	record	or	written
receipt	is	usually	sufficient.		Non-Cash	Donations	The	rules	become	more	stringent	with	higher-value,	non-cash	contributions:		$250	to	$500:	Requires	a	written	acknowledgment,	including	a	description	of	the	items	donated		$501	to	$5,000:	Must	include	how	and	when	you	acquired	the	items,	their	fair	market	value	and	a	description	of	the	items		Over
$5,000:	In	addition	to	the	above,	you	need	a	qualified	appraisal	from	a	certified	appraiser		When	to	Issue	Donation	Receipts	According	to	the	IRS	A	tax-deductible	donation	receipt	should	be	issued	by	the	charity	when	the	contribution	is	made	or	no	later	than	the	date	the	donor	files	their	tax	return	for	that	year.			For	year-end	donations,	like	checks
mailed	in	December	but	received	in	January,	the	receipt	should	reflect	the	date	of	donation.			This	leads	to	accurate	reporting	on	your	donation	records,	and	you	can	easily	meet	donation	tax	compliance	requirements.		Do	Donors	Need	Receipts	for	Charitable	Donations	Under	$250?	For	individuals	who	make	donations	under	$250,	the	IRS	allows
simpler	documentation.	Donors	can	use	a	bank	statement,	credit	card	record	or	a	canceled	check	showing	the	donation	details	as	proof.			However,	having	a	receipt	can	be	helpful	doing	donation	documentation	and	in	case	of	an	audit.	For	non-cash	donations	under	$250,	the	IRS	expects	donors	to	keep	a	receipt	with	a	description	of	the	items,	their
condition	and	the	date	of	the	contribution.		How	Do	I	Write	a	Receipt	for	Donations?	Writing	a	donation	receipt	often	seems	challenging,	but	it’s	important	for	both	the	donor	and	the	nonprofit	organization.	A	well-written	donation	receipt	allows	the	donor	to	claim	a	tax	deduction	while	helping	your	organization	maintain	transparency.		Let’s	find	out
how	to	write	a	donation	receipt	that	meets	IRS	guidelines.		Format	of	a	Receipt	of	Donation	The	format	of	a	donation	receipt	is	all	about	making	it	clear,	professional	and	easy	to	read.	You	want	to	make	sure	that	it	complies	with	IRS	donation	receipt	requirements.			At	the	same	time,	it	must	be	approachable	for	the	donor.	You	can	structure	the	receipt
for	charity	donation	effectively	by	following	this	format.		Header	Start	with	the	basics.	Include	the	organization’s	name,	address	and	contact	details.	Add	your	logo	for	a	personal	touch.	It	helps	make	your	receipt	look	official	and	builds	trust.	Think	of	it	as	giving	your	receipt	a	face	and	a	voice.		When	you	provide	this	information	up	front,	your	receipt
looks	professional	and	provides	everything	your	donor	might	need	in	one	glance.		Body	Begin	with	a	warm	thank-you.	Let	your	donors	know	their	generosity	means	something	to	you.	It	could	be	as	simple	as,	“Thank	you	for	your	generous	gift.	Your	support	helps	us	continue	our	mission.”		After	the	message,	include	the	specifics:	the	donation	date,	the
amount	(or	a	description	for	non-cash	donations)	and	whether	any	goods	or	services	were	provided	in	return.		If	none	were	provided,	make	that	clear:	“No	goods	or	services	were	provided	in	exchange	for	your	contribution.”	This	lets	the	donors	know	exactly	what	they	can	deduct.		Footer	In	the	footer	of	your	receipt,	add	your	organization’s	tax-
exempt	status	and	a	friendly	reminder	about	the	donor’s	potential	deductions:	“XYZ	Charity	is	a	501(c)(3)	nonprofit	organization.	Your	donation	may	be	tax-deductible	as	allowed	by	law.”		This	statement	shows	that	your	organization	is	compliant	and	reminds	donors	that	their	contribution	might	reduce	their	tax	burden.	It’s	a	small	touch	that	makes	a
big	difference.		Signature	A	signature	from	an	authorized	representative	can	give	the	receipt	a	personal	touch.	It	doesn’t	have	to	be	fancy	–	a	printed	name	and	title	will	do.	This	makes	your	donor	receipt	feel	more	genuine	and	official.		Formatting	Tips	Use	a	clean,	easy-to-read	font	like	Arial	or	Times	New	Roman.	Bold	headers	like	“Date	of	Donation”
or	“Amount	Donated”	to	make	the	important	details	pop.		Keep	plenty	of	white	space	so	the	receipt	doesn’t	feel	cramped.	The	goal	is	to	make	it	easy	for	the	donor	to	read	and	understand	without	feeling	overwhelmed.		Now	that	you	know	how	to	write	a	donation	receipt,	let’s	find	out	what	constitutes	a	well-designed	donation		Key	Elements	of	a	Well-
Designed	Donation	Receipt	A	good	donation	receipt	does	more	than	just	check	the	boxes.	It	makes	donors	feel	valued	and	keeps	things	clear	for	their	records.	Let’s	learn	how	to	make	a	donation	receipt	that	stands	out.		If	a	donor	gave	more	than	once,	list	each	donation	clearly.	Include	the	date	and	type,	whether	it’s	cash	or	items.	This	approach
aligns	with	donation	receipt	standards	as	the	summary	helps	them	see	the	bigger	picture	of	their	support	and	makes	tax	preparation	easier.			Other	important	elements	include:		Include	a	touch	of	your	brand:	Add	your	nonprofit’s	logo,	colors	and	maybe	even	a	picture	of	your	work.	A	familiar	look	makes	your	receipt	feel	more	connected	to	your	cause
and	less	like	a	generic	form.		Show	the	impact:	Tell	them	how	their	gift	made	a	difference.	For	example,	“Your	$50	helped	buy	books	for	5	kids.”	It’s	a	simple	way	to	connect	their	generosity	to	real	outcomes,	making	them	feel	part	of	the	story.		Add	a	QR	code	for	a	quick	link:	Add	a	QR	code	that	links	to	a	thank-you	video	or	your	website.	It’s	an	easy
way	for	donors	to	see	what	their	support	is	helping	to	achieve,	adding	a	modern,	interactive	touch.		Make	contact	info	easy	to	find:	Include	a	phone	number	or	email	address.	That	way,	if	they	have	any	questions	or	need	more	information,	they	know	how	to	reach	you.	It’s	a	small	thing,	but	it	shows	you	care.		Invite	them	to	stay	in	touch:	Use	the
receipt	as	a	chance	to	keep	them	connected.	A	line	like,	“Follow	us	on	social	media	to	see	how	your	donation	is	making	an	impact”	or	“Sign	up	for	our	newsletter	for	updates”	can	keep	the	relationship	growing.		Once	you	fulfill	the	donation	receipt	requirements	mentioned	above	plus	extra	touches,	you	transform	your	donation	receipt	into	a
meaningful	message.	This	encourages	donors	to	stay	involved	and	keep	giving.		Nonprofit	Donation	Receipt	Templates	Using	the	right	donation	receipt	template	makes	your	life	easier.	It	helps	you	acknowledge	donations	quickly	and	keeps	you	compliant	with	IRS	rules.	With	a	well-designed	template,	you	can	thank	your	donors	warmly	while	providing
all	the	necessary	details	for	tax	deductions.		Here	is	a	list	of	five	donation	receipt	templates	you	can	use:		Every	donation	receipt	form	should	be	accompanied	by	a	heartfelt	letter	that	sincerely	thanks	the	donor	for	their	support.	This	letter	helps	to	add	a	personal	touch	and	makes	the	receipt	feel	warm	and	genuine.		These	templates	ensure	that	all	the
necessary	details	are	included	and	provide	a	complete	and	friendly	acknowledgment.	The	templates	also	align	with	current	IRS	guidelines	to	ensure	compliance.		Sample	Letters	of	Receipt	of	Donations	Different	types	of	receipts	fit	different	kinds	of	donations.	Some	donation	letters	are	straightforward,	like	a	simple	thank-you	for	a	cash	gift.	Others
may	need	a	bit	more	detail,	such	as	receipts	for	non-cash	donations	or	recurring	contributions.		Each	one	is	a	chance	to	remind	donors	of	their	impact	and	keep	them	connected	to	your	cause.		Let’s	explore	five	expert	donation	receipt	format	examples	that	can	help	strengthen	your	connection	with	donors	and	leave	a	lasting	impression.		General
Donation	Receipt	for	Cash	Donations	Sample	“Hope	Foundation	456	Hope	Avenue	Caringtown,	NY	12345	Phone:	(123)	456-7890	Website:	www.hopefoundation.org		Date:	October	22,	2024		Donor	Information:		Name:	John	Smith		Address:	789	Giving	Lane		City,	State,	Zip	Code:	Caringtown,	NY	12345		Dear	John,		Thank	you	so	much	for	your
generous	donation	to	the	Hope	Foundation.	Your	support	means	the	world	to	us	and	makes	a	real	difference	in	the	lives	of	the	families	we	serve.	Thanks	to	you,	we	can	continue	providing	assistance	to	those	who	need	it	most.		Donation	Details:		Donation	Date:	October	15,	2024		Donation	Amount:	$500		Donation	Type:	Cash		We	want	to	let	you	know
that	no	goods	or	services	were	given	in	return	for	your	donation.	This	means	that	your	entire	gift	is	eligible	as	a	tax-deductible	contribution	under	IRS	guidelines.			Your	generosity	can	make	a	difference	not	just	for	us	but	for	you	as	well,	offering	a	possible	benefit	during	tax	time.		Tax-Exempt	Status	Statement:		Hope	Foundation	is	a	nonprofit
organization	recognized	as	tax-exempt	under	section	501(c)(3)	of	the	Internal	Revenue	Code.			Your	donation	may	be	deductible	to	the	fullest	extent	allowed	by	law.	Please	keep	this	receipt	for	your	records.		Once	again,	thank	you,	John.	Your	kindness	is	helping	to	create	a	brighter	future	for	so	many,	and	we’re	truly	grateful	to	have	you	as	a	part	of
our	mission.		With	heartfelt	gratitude,				[Signature]				Mary	Thompson		Director	of	Donor	Relations		Hope	Foundation”		Goods	or	Services	Donation	Receipt	Sample	“Kind	Hearts	Charity	789	Giving	Way	Generosity	City,	TX	54321	Phone:	(123)	987-6543	Website:	www.kindheartstx.org		Date:	October	22,	2024		Donor	Information:		Name:	Emily	Brown	
Address:	101	Donation	Drive		City,	State,	Zip	Code:	Generosity	City,	TX	54321		Dear	Emily,		Thank	you	so	much	for	your	generous	contribution	of	goods	and	services	to	Kind	Hearts	Charity.	Your	support	means	a	lot	to	us	and	directly	helps	our	mission	of	providing	warm	clothes	and	essential	items	to	families	in	need.			Because	of	your	kindness,	we
can	make	a	greater	impact	in	our	community.		Donation	Details:		Date	of	Donation:	October	15,	2024		Description	of	Donated	Goods	or	Services:	20	winter	coats,	100	hygiene	kits	and	volunteer	hours	for	event	setup		Estimated	Fair	Market	Value:	$1,500		In	exchange	for	your	donation,	you	received	goods	and	services	with	an	estimated	fair	market
value	of	$1500.	This	means	that	only	the	portion	of	your	donation	exceeding	$1500	may	be	eligible	for	a	tax	deduction.			We	recommend	consulting	your	tax	advisor	to	understand	how	this	applies	to	your	situation.		Tax-Exempt	Status	Statement:		Kind	Hearts	Charity	is	a	nonprofit	organization	recognized	as	tax-exempt	under	section	501(c)(3)	of	the
Internal	Revenue	Code.			Your	contribution	may	be	tax-deductible	to	the	extent	allowed	by	law.	Please	retain	this	receipt	for	your	records.		Once	again,	Emily,	thank	you	for	your	incredible	support.	Your	generosity	helps	us	continue	our	mission	of	bringing	warmth	and	care	to	those	who	need	it	most.			We	are	truly	grateful	to	have	you	as	a	part	of	our
community.		With	gratitude,				[Signature]				James	Carter	Community	Outreach	Coordinator	Kind	Hearts	Charity”		Recurring	Donation	Receipt	Sample	“Bright	Futures	Foundation	678	Hope	Lane	Charityville,	FL	32609	Phone:	(123)	456-7890	Website:	www.brightfutures.org		Date:	October	22,	2024		Donor	Information:		Name:	Sarah	Green		Address:
234	Generosity	Blvd		City,	State,	Zip	Code:	Charityville,	FL	32609		Dear	Sarah,		We’re	deeply	grateful	for	your	ongoing	support	of	Bright	Futures	Foundation.		Your	recurring	donation	of	$50	per	month	has	been	making	a	tremendous	difference	in	our	ability	to	provide	educational	resources	to	children	in	need.			Thanks	to	your	consistent	generosity,
we’re	able	to	plan	and	support	long-term	projects	that	change	lives.		Donation	Details:		Total	Amount	Donated	for	2024:	$600		Frequency	of	Donation:	Monthly		Date	Range	of	Donations:	January	1,	2024	to	December	31,	2024		Tax-Exempt	Status	Statement:		Bright	Futures	Foundation	is	a	nonprofit	organization	recognized	as	tax-exempt	under	section
501(c)(3)	of	the	Internal	Revenue	Code.	Your	contribution	is	tax-deductible	to	the	fullest	extent	allowed	by	law.		Thank	you,	Sarah,	for	your	continued	generosity	and	commitment	to	our	mission.	Your	support	makes	a	lasting	difference	in	the	lives	of	the	children	we	serve.	We	couldn’t	do	this	without	you.		With	deep	appreciation,		[Signature]		Michael
Thompson		Director	of	Donor	Relations		Bright	Futures	Foundation”		In-Kind	Donation	Receipt	Sample	“Helping	Hands	Organization	789	Community	Drive	Hope	City,	WA	98234	Phone:	(123)	555-7890	Website:	www.helpinghandswa.org		Date:	October	22,	2024		Donor	Information:		Name:	Alex	Johnson	Address:	101	Kindness	Street		City,	State,	Zip
Code:	Hope	City,	WA	98234		Dear	Alex,		Thank	you	so	much	for	your	generous	in-kind	contribution	to	Helping	Hands	Organization.			Your	donation	of	[brief	description	of	donated	items]	is	deeply	appreciated	and	will	help	us	continue	to	support	families	in	need	through	our	community	programs.		Donation	Details:		Date	of	Donation:	October	15,	2024	
Description	of	Donated	Items:	20	children's	winter	coats	and	10	boxes	of	hygiene	kits		Condition	of	Items:	Excellent		Please	note	that	IRS	regulations	prevent	us	from	assigning	a	value	to	your	donated	items.			We	encourage	you	to	consult	with	your	tax	advisor	to	determine	the	value	of	your	gift	for	tax	deduction	purposes.		Tax-Exempt	Status
Statement:	Helping	Hands	Organization	is	a	nonprofit	organization	recognized	as	tax-exempt	under	section	501(c)(3)	of	the	Internal	Revenue	Code.	Your	contribution	may	be	tax-deductible	to	the	extent	allowed	by	law.		Once	again,	Alex,	thank	you	for	your	generous	support.	Your	contribution	makes	a	real	difference	in	the	lives	of	those	we	serve	and
helps	us	continue	our	mission	to	provide	warmth	and	care	to	those	in	need.		With	heartfelt	appreciation,			[Signature]		Jessica	Lee		Director	of	Donor	Relations		Helping	Hands	Organization”		Event	Ticketed	Fundraiser	Receipt	Sample	“Hopeful	Hearts	Foundation		345	Giving	Way		Charity	Town,	CO	80301		Phone:	(123)	456-7890		Website:
www.hopefulhearts.org		Date:	October	22,	2024		Donor	Information:		Name:	Olivia	Martinez		Address:	567	Compassion	Road		City,	State,	Zip	Code:	Charity	Town,	CO	80301		Dear	Olivia,		Thank	you	so	much	for	your	generous	contribution	to	Hopeful	Hearts	Foundation	through	your	participation	in	our	Annual	Gala	Dinner	held	on	October	15,	2024.
We	hope	you	enjoyed	the	evening	and	felt	the	positive	energy	and	impact	of	your	support.		Donation	Details:		Date	of	Event:	October	15,	2024		Total	Amount	of	Donation:	$250		Fair	Market	Value	of	Benefits	Received:	$75	(Dinner	and	Entertainment)	Only	the	portion	of	your	contribution	that	exceeds	the	fair	market	value	of	the	benefits	you	received	is
eligible	for	a	tax	deduction.			In	this	case,	the	estimated	fair	market	value	of	the	dinner	and	entertainment	you	enjoyed	is	$75,	making	$175	of	your	donation	tax-deductible.		Tax-Exempt	Status	Statement:		Hopeful	Hearts	Foundation	is	a	nonprofit	organization	recognized	as	tax-exempt	under	section	501(c)(3)	of	the	Internal	Revenue	Code.	Your
contribution	may	be	tax-deductible	to	the	fullest	extent	allowed	by	law.		Thank	you	again	for	your	support	and	for	joining	us	at	the	Annual	Gala	Dinner.	Your	participation	helps	us	continue	our	mission	of	bringing	hope	and	support	to	children	and	families	in	need.	We	couldn’t	do	it	without	you.		With	warmest	regards,		[Signature]		David	Williams	
Director	of	Donor	Relations		Hopeful	Hearts	Foundation”		What	Are	the	Best	Practices	for	Sending	Donation	Receipts?	Donation	receipts	go	beyond	compliance.	They	help	to	establish	trust	and	long-term	relationships	with	your	donors.	Here	are	some	best	practices	that	make	your	receipts	highly	effective.		When	to	Send	Receipts	for	One-Time	and
Recurring	Donations	One-Time	Donations	Send	the	receipt	within	24	to	48	hours	of	receiving	the	donation.	This	quick	acknowledgment	reassures	the	donor	that	their	contribution	was	received	and	appreciated.	It	also	helps	to	maintain	a	positive	connection	with	them	from	the	start.		Recurring	Donations	For	recurring	donors,	send	a	receipt	right	after
they	set	up	their	regular	contributions.	After	that,	provide	a	yearly	summary	receipt	at	the	end	of	each	year	to	highlight	their	total	donations.	This	summary	is	helpful	for	tax	purposes	and	reinforces	their	ongoing	impact	throughout	the	year.		Methods	for	Delivering	Donation	receipts	(Email,	Mail,	etc.)		There	are	several	effective	ways	to	deliver
donation	receipts,	each	with	advantages:		Email:	This	is	the	most	common	and	efficient	method.	It’s	quick,	cost-effective	and	allows	for	easy	recordkeeping.	You	can	even	automate	the	process	using	donation	platforms.		PDF	or	digital	download:	If	donors	want	a	formal	document,	you	can	offer	a	downloadable	PDF.	It	gives	them	the	flexibility	to	save
or	print	a	copy	as	needed.		Direct	mail:	Some	donors,	especially	those	who	prefer	a	traditional	approach,	may	appreciate	receiving	a	physical	receipt.	This	can	feel	more	personal	and	be	an	excellent	option	for	older	donors	or	significant	gifts.		Personalizing	Donation	Receipts	for	Better	Donor	Relationships	Personalizing	your	donation	receipts	can
transform	a	simple	thank-you	into	a	meaningful	gesture	that	strengthens	your	connection	with	donors.			Here’s	how	to	do	it	right:		Use	their	name:	Address	each	donor	by	their	first	name.	A	simple	“Dear	John”	makes	the	receipt	feel	personal	rather	than	generic.		Show	the	impact:	Add	a	short,	heartfelt	message	that	explains	how	their	donation	made	a
difference.	For	example,	“Thanks	to	your	support,	we	were	able	to	provide	20	scholarship	kits	to	children	in	need.”	It	shows	them	the	real-world	impact	of	their	generosity.		Share	success	stories:	Include	a	brief	story	or	update	about	a	project	they	helped	fund.	It	helps	them	see	the	direct	outcomes	of	their	contribution	and	feel	like	an	active	part	of
your	mission.			These	personal	touches	can	encourage	donors	to	stay	involved	and	continue	their	support.		Tips	for	Managing	Year-End	Donation	Receipts	and	Acknowledgments	Managing	year-end	donation	receipts	is	quite	simple	if	you	approach	with	the	right	strategy.	Here	are	some	key	tips	to	make	sure	your	donors	receive	accurate,	timely	and
appreciative	acknowledgments.		Send	Early	in	January	Aim	to	send	year-end	donation	receipts	in	early	January.	This	timing	ensures	that	donors	have	everything	they	need	well	before	the	tax	filing	deadlines.	It	also	gives	you	time	to	account	for	any	last-minute	donations	made	at	the	end	of	December,	which	is	often	the	busiest	time	for	giving.		Include
a	Yearly	Summary	A	summary	of	all	contributions	made	throughout	the	year	can	simplify	the	process	for	your	donors.	It	allows	them	to	see	at	a	glance	how	much	they	contributed	and	helps	with	their	own	recordkeeping.	This	summary	is	not	legally	required,	but	is	a	great	way	to	offer	a	helpful,	donor-friendly	service.		Automate	Where	Possible	Using	a
nonprofit	CRM	or	donor	management	software	can	streamline	the	process	of	creating	and	sending	receipts.	Automation	helps	ensure	consistency	and	reduces	the	likelihood	of	errors.	It	also	allows	you	to	personalize	receipts,	making	the	process	more	efficient	and	scalable	as	your	donor	base	grows.		Add	a	Personal	Touch	Even	though	it's	the	end	of
the	year,	don’t	miss	the	chance	to	add	a	heartfelt	thank-you	message	in	your	receipts.	Highlight	the	impact	of	their	giving	over	the	past	year.	This	personal	touch	can	make	your	donors	feel	valued	and	encourage	them	to	continue	their	support	in	the	new	year.		Be	Transparent	About	Tax	Deduction	Details	Remind	donors	of	what	portion	of	their
contributions	may	be	tax-deductible.	If	their	gifts	included	tickets	or	other	benefits,	clarify	the	fair	market	value	of	those	benefits	and	how	that	affects	the	deductible	amount.	This	transparency	can	prevent	confusion	during	tax	season.		If	you	implement	these	tips,	you	can	make	sending	year-end	receipts	smooth	for	both	your	organization	and	your
donors.		What	Common	Mistakes	Should	Nonprofits	Avoid	When	Issuing	Donation	Receipts?	Nonprofits	often	have	the	best	intentions	when	issuing	donation	receipts,	but	certain	mistakes	can	lead	to	confusion,	frustration,	or	even	compliance	issues.	Here’s	what	to	watch	out	for	to	make	the	process	run	smoothly.		Errors	Recording	Donation	Values
and	Dates	One	of	the	most	common	mistakes	is	recording	incorrect	donation	amounts	or	dates.	Even	a	small	error	here	can	impact	a	donor’s	tax	deduction	or	create	discrepancies	in	your	records.			Double-check	each	entry	before	issuing	the	receipt.	If	a	donor	gives	on	December	31,	make	sure	the	receipt	reflects	that	date,	not	January	1.			Accurate
records	build	trust	with	donors	and	make	tax	season	easier	for	everyone.	If	you	make	a	mistake,	reach	out	promptly	to	correct	it.			A	quick	fix	can	show	donors	that	you	value	transparency	and	their	support.		Mishandling	Goods	or	Services	Provided	in	Return	for	Donations	When	donors	receive	goods	or	services	in	exchange	for	their	contributions,	the
IRS	requires	you	to	include	a	statement	about	the	fair	market	value	of	those	benefits.	Many	nonprofits	forget	this	step,	which	can	lead	to	issues	during	tax	time.			For	example,	if	a	donor	pays	$400	for	a	ticket	to	a	fundraising	dinner	worth	$50,	you	need	to	specify	that	$350	of	their	contribution	is	tax-deductible.			If	you	fail	to	clarify	this	in	the	receipt,
it	can	cause	confusion	and	possibly	trouble	during	an	audit.	Always	include	the	fair	market	value,	even	if	it’s	a	small	item,	like	a	tote	bag	or	a	dinner	ticket.		Failing	to	Meet	IRS	Requirements	for	Written	Acknowledgments	When	donors	receive	goods	or	services	in	exchange	for	their	gifts,	it’s	called	a	quid	pro	quo	donation.	Nonprofits	need	to	handle
these	carefully	to	avoid	confusion	and	stay	compliant:		Be	clear	about	value:	If	a	donor	receives	anything	worth	over	$75,	you	must	provide	a	written	statement	with	the	estimated	value.	For	example,	if	a	donor	buys	a	$200	gala	ticket	with	a	meal	valued	at	$50,	make	it	clear	that	only	$150	is	tax-deductible.		Provide	accurate	estimates:	Use	fair	market
value	–	what	the	item	or	service	would	cost	in	a	regular	market.	This	transparency	helps	donors	know	exactly	how	much	they	can	claim.		Protect	donor	deductions:	Without	clear	details,	donors	might	face	issues	during	tax	time.	Clear	communication	helps	them	to	take	advantage	of	tax	deductions	and	builds	their	trust	in	your	organization.		If	you	fail
to	provide	the	proper	disclosures,	it	can	result	in	penalties	for	your	nonprofit.	The	IRS	imposes	a	penalty	of	$10	per	contribution	if	a	nonprofit	fails	to	disclose	the	required	information	for	quid	pro	quo	contributions	over	$75.	This	penalty	is	capped	at	$5,000	per	fundraising	event	or	mailing.			100+	Free	Fundraising	Tools	for	Nonprofits	that	Inspire
Unprecedented	Generosity!		We've	put	together	100+	pro	tools	and	templates	that	are	guaranteed	to	boost	your	nonprofit's	fundraising-	no	guesswork,	no	fluff.	Here's	what's	inside:	Word-for-word	fundraising	scripts	that	turn	"no"	into	"yes"	Fundraising	letter,	email,	and	thank	you	templates	for	every	situation	Event	planning	and	evaluation	tools
including	checklists,	reports,	evaluations,	surveys,	and	more	Plug-and-play	sponsorship	proposals	and	templates	sponsors	can't	resist	Free	design	materials	that	make	your	events	look	professional	Donation	Receipt	Templates	for	every	type	of	contribution	7	AI	bots	to	handle	repetitive	tasks	and	save	you	hours	The	only	question	left:	Are	you	ready	to
turn	the	chaos	into	success?	Act	Now!	5	Minutes	to	Fundraiser	Success:	The	No-Hassle,	Risk-Free	Event	Management	Option	for	Nonprofits	Imagine	setting	up	your	next	fundraising	event	in	just	five	minutes.	That’s	what	Vanco	does	for	you—no	learning	curve,	just	a	quick	setup	and	an	easy,	intuitive	system.	You	can	try	it	risk-free	and	discover	what
thousands	of	nonprofits	already	know:	event	management	doesn’t	have	to	be	a	chore.		When	you	purchase	an	item	from	a	store,	the	business	provides	you	with	a	receipt.	Similarly,	when	donors	give	to	a	nonprofit,	they	expect	a	donation	tax	receipt.	These	receipts	play	crucial	roles	for	supporters	and	nonprofit	organizations	alike.		Clear	and	consistent
nonprofit	donation	receipts	help	build	trust	with	your	donors.	They	confirm	that	the	donation	amount	was	correctly	and	securely	processed	while	reiterating	the	importance	of	your	cause	and	the	donor’s	support.	Donor	receipts	also	offer	substantiation	for	supporters	when	tracking	potential	deductions	for	their	end-of-the-year	income	tax	return.
Meanwhile,	sending	donation	tax	receipts	helps	keep	your	nonprofit’s	bookkeeping	organized	and	creates	greater	financial	transparency.	Plus,	your	nonprofit	must	send	donation	receipts	to	maintain	its	status	as	a	tax-exempt	organization.	Streamlining	donation	receipts	helps	your	nonprofit	spend	less	time	on	financial	admin	tasks	and	more	on	donor
engagement	and	your	mission.	That’s	why	we’ve	created	this	step-by-step	guide	on	everything	you	need	to	know	about	creating	a	donation	receipt	letter	for	tax	purposes.	What	is	a	donation	tax	receipt?	A	donation	receipt	is	a	written	acknowledgment	of	a	donor’s	contribution	to	a	charitable	organization.	It	helps	supporters	and	nonprofits	keep	good
records	of	gifts	and	offers	an	opportunity	for	nonprofits	to	express	their	appreciation.	5	types	of	donation	receipts	While	every	donation	receipt	serves	the	same	purpose,	there	are	a	few	formats	you	might	send	based	on	the	donation	type,	such	as	cash	donations	versus	donated	items.	These	are	the	five	main	donation	tax	receipt	categories:	Monetary
donation	receipts:	This	receipt	acknowledges	cash	contributions	donated	by	credit	card,	PayPal,	or	another	preferred	payment	method.	In-kind	donation	receipts:	This	receipt	documents	the	value	of	the	goods	or	services—noncash	donations—that	a	supporter	gifts	to	your	nonprofit.	Quid	pro	quo	donation	receipts:	This	receipt	reflects	goods	or
services	your	nonprofit	provides	in	exchange	for	a	donation.	For	example,	supporters	may	receive	meals	and	drinks	in	exchange	for	nonprofit	event	registration	fees,	or	an	attendee	may	receive	a	silent	auction	item	in	exchange	for	donating	the	highest	bid.	Stock	donation	receipts:	This	receipt	details	when	a	supporter	donates	stock	shares	of	a
company	to	your	nonprofit,	including	the	corporation’s	name	and	the	number	of	shares.	End-of-year	donation	receipts:	This	receipt	(also	called	a	year-end	giving	statement)	totals	every	gift	a	supporter	donated	to	your	nonprofit	throughout	the	year.	It	helps	taxpayers	determine	potential	tax	deductions	on	their	annual	filings.	When	is	a	nonprofit
donation	tax	receipt	required?	The	Internal	Revenue	Service	(IRS)	has	specific	legal	requirements	for	when	to	send	donation	tax	receipts.	Always	check	the	IRS	website	for	the	latest	nonprofit	requirements.	In	general,	these	scenarios	include:	When	a	donor’s	charitable	contributions	are	$250	or	more	When	a	donor	receives	goods	or	services	for
donations	greater	than	$75	When	a	donor	specifically	requests	a	receipt	for	their	donation	amount	These	requirements	apply	to	all	donations,	regardless	of	whether	a	supporter	provided	their	gift	in	cash,	stocks,	or	in-kind	support.	Failing	to	send	donation	receipts	in	these	instances	can	cost	your	nonprofit	a	penalty	of	$10	per	donation	and	up	to
$5,000	for	a	single	fundraising	campaign.	While	these	five	situations	require	charitable	donation	receipts,	it’s	best	practice	to	send	them	for	all	donor	contributions.	Following	this	process	keeps	your	nonprofit	organized	and	ensures	ongoing	compliance.	Plus,	you	don’t	have	to	print	these	receipts—you	can	share	and	store	them	electronically.	How	do
I	write	a	nonprofit	donation	tax	receipt?	Your	donation	receipt	can	be	a	mailed	thank-you	letter	or	an	emailed	acknowledgment.	Select	a	process	that	works	best	for	your	nonprofit.	For	example,	you	may	consider	emailing	receipts	for	individual	donations	throughout	the	year,	and	then	mailing	supporters	an	end-of-year	thank-you	message	with	a
donation	receipt	totaling	their	contributions	from	the	year.	When	writing	donation	tax	receipts,	customize	them	to	continue	telling	your	nonprofit’s	story.	Keep	these	four	steps	in	mind	during	the	process:	Keep	the	formatting	simple:	The	goal	of	donation	tax	receipts	is	straightforward,	so	your	formatting	should	be	too.	Have	a	professional	design,	but
prioritize	the	content.	Include	your	branding:	Donation	tax	receipts	benefit	from	clear	nonprofit	branding,	so	include	your	logo	and	other	brand	elements	to	remind	people	of	your	mission.	Thank	donors	for	their	contribution:	Donors	should	know	how	much	they	mean	to	your	organization,	so	take	this	opportunity	to	show	them	your	appreciation.
Include	a	brief	paragraph	explaining	how	the	supporter’s	donation	will	impact	your	work.	Automate	the	process:	Strong	nonprofit	fundraising	software	can	send	electronic	receipts	instantly,	saving	you	time	and	printing	costs.	How	to	create	tax-compliant	donation	receipts	While	nonprofits	can	style	their	donation	receipts	differently,	there	are	legal
requirements	for	specific	elements	to	be	included.	You	should	always	have	the	following	information	on	your	donation	receipts:	Name	of	the	organization	Donor’s	name	Date	of	the	donation	Amount	of	cash	contribution	or	fair	market	value	of	in-kind	goods	and	services	Organization’s	501(c)(3)	status	Acknowledgment	that	donors	didn’t	receive	any
goods	or	services	for	the	donation	(when	applicable)	Estimate	of	goods	and	services	exchanged	(when	applicable)		Note:	Religious	organizations	don’t	have	to	describe	or	assign	value	to	intangible	religious	benefits.	Those	are	the	basics,	but	you	can	take	your	receipts	to	the	next	level	by	adding	a	few	other	elements.	Here	are	some	ideas	to	get
started:	Organization’s	EIN	or	ID	number	Contact	information	(such	as	website,	phone	number,	and	address)	Short	message	of	appreciation	Executive	director’s	signature		Donation	tax	receipt	FAQs	The	IRS	should	always	be	your	number	one	source	of	information	for	the	latest	requirements	on	donation	receipts,	but	here	are	a	few	answers	to
frequently	asked	questions.	1.	Does	the	IRS	check	donation	receipts?	Yes.	The	IRS	may	not	check	every	donation	receipt,	but	it’s	best	to	operate	as	if	it	does.	You	want	to	be	ready	if	the	IRS	decides	to	check	your	records.	Incomplete	records	could	mean	disqualification	of	your	tax-exempt	status.	You	don’t	want	to	cause	any	frustration	for	your	donors
over	a	preventable	mistake.	2.	Can	you	use	a	donation	receipt	template?	Yes.	First,	craft	your	donation	receipt	outline	with	all	the	legal	requirements	included.	Then,	customize	this	basic	template	based	on	donation	type,	such	as	noncash	contributions	or	monetary	support.	Be	sure	to	review	your	donation	receipt	templates	annually	to	make	any
necessary	updates.	3.	Do	you	need	to	send	recurring	donors	monthly	donation	receipts?	No.	As	long	as	you	send	a	recurring	donor	an	end-of-year	donation	receipt	with	the	total	amount	of	their	gifts	from	that	year,	you	don’t	need	to	send	them	a	monthly	receipt.	However,	this	doesn’t	mean	you	shouldn’t.	Ask	your	donor	if	they’d	prefer	to	receive	the
monthly	receipt	in	addition	to	your	year-end	statement.	If	you	don’t	send	monthly	receipts,	plan	to	send	an	initial	thank-you	receipt	at	the	start	of	a	donor’s	participation	in	recurring	giving	and	each	anniversary	afterward.	Share	how	much	you	appreciate	their	ongoing	support	and	that,	while	they	shouldn’t	expect	a	monthly	receipt	for	their	recurring
donations,	they	can	expect	monthly	updates	about	your	work.		Send	donation	tax	receipts	to	protect	your	nonprofit	eligibility	and	strengthen	donor	relationships	Donation	receipts	are	a	crucial	part	of	your	nonprofit’s	operations.	These	communications	help	with	donor	retention	through	heightened	donor	trust	and	support	your	organization’s
recordkeeping.	Whether	following	a	gift	to	a	peer-to-peer	fundraising	campaign	or	a	year-end	donation,	ensure	your	supporters	receive	a	donation	tax	receipt	to	maintain	the	highest	level	of	transparency	and	make	their	lives	easier.	GoFundMe	Pro	makes	this	process	easy.	Once	supporters	submit	their	gift	via	a	GoFundMe	Pro	donation	form,	they
receive	an	automated	email	with	their	donation	information	and	a	thank-you	for	their	support.	You	can	customize	the	appearance	and	messaging	of	your	donation	tax	receipts	using	GoFundMe	Pro’s	content	blocks	and	other	email	features.	This	frees	up	your	time	to	keep	doing	the	powerful	work	donors	want	to	see.	Copy	Editor:	Ayanna	Julien	The
written	acknowledgment	required	to	substantiate	a	charitable	contribution	of	$250	or	more	must	contain	the	following	information:	name	of	the	organization;	amount	of	cash	contribution;	description	(but	not	value)	of	non-cash	contribution;	statement	that	no	goods	or	services	were	provided	by	the	organization,	if	that	is	the	case;	description	and	good
faith	estimate	of	the	value	of	goods	or	services,	if	any,	that	organization	provided	in	return	for	the	contribution;	and	statement	that	goods	or	services,	if	any,	that	the	organization	provided	in	return	for	the	contribution	consisted	entirely	of	intangible	religious	benefits,	if	that	was	the	case.	In	addition,	a	donor	may	claim	a	deduction	for	contributions	of
cash,	check,	or	other	monetary	gifts	only	if	the	donor	maintains	certain	written	records.	Additional	information	Return	to	Life	cycle	of	a	public	charity	Page	Last	Reviewed	or	Updated:	25-Nov-2024


