The Foundation must acknowledge contributions made to the Foundation with the following letters and forms:

Individual donors
Send an IRS required acknowledgement letter  (See A)
Send as soon as possible after receiving contribution, signed by VP Finance
Finance prepares
Send a thank you letter  (See B)
Courtesy letter from the president
Finance prepares
Send a letter acknowledging pass through status and 50% contribution limit  (See C&D)
IRS requires the acknowledgement must be sent by March 15 of year following the contribution 
Generally sent January/February after calculating the estimated excess distribution for the year
Finance prepares

Corporate donors
Send an IRS required acknowledgement letter  (See A)
 Send as soon as possible after receiving contribution, signed by VP Finance
Finance prepares
Send a thank you letter  (See B)
 Courtesy letter from the president
Finance prepares

Public charity donors
Send an IRS required acknowledgement letter  (See A)
Send as soon as possible after receiving contribution, signed by VP Finance
	Finance prepares
Send a thank you letter  (See B)
Courtesy letter from the president
Finance prepares
Send an expenditure accounting of contributions paid from donated funds  (See E&F)
	Send as soon as contributions/expenses are paid
	Yvonne prepares

Private foundation donors
Send an IRS required acknowledgement letter  (See A)
 Send as soon as possible after receiving contribution, signed by VP Finance
Finance prepares
Send a thank you letter  (See B)
Courtesy letter from the president
[bookmark: _GoBack]Finance prepares
Send an expenditure accounting of contributions or operating expenses paid from donated funds (See E&F)
	Send as soon as contributions/expenses are paid
	Yvonne prepares 

Insert in the Foundation’s tax return and election under Treasury Regulations Sec 54.4942(a)-3(d) (1)(iii) (See G)
The election applies to all contributions made to the Foundation during the calendar year.  Contact Foley & Lardner for any bequests or contributions from trusts.
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