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 DonationReceiptCashLtr-1-09


This is a letter format for cash donation receipts under $1000.
1. Edit it so you have your project’s name where it should appear. 
2. Fill in the donor’s name and address, the amount of the donation,

3. Sign it and number the receipt for your records. Be sure you give the donor a copy AND keep a copy for your own records.  

For cash donations over $1000 our office must send the donation receipt. See Request for Donation Receipt for Value Over $1,000.

Date ______________ 

​​​​​​​​​​​​​​Donor's Name _________________________________ 

Address _____________________________________________________________________

Phone Number _________________________   Email ________________________________ 

Dear ______(donor’s name)______, 

On behalf of ________(your project’s name)__________  and the people we serve, we would like to thank you for your generous donation of $________. 

This letter serves as your receipt and proof of your charitable donation.

We are grateful for your support in aiding _____(your project’s name)_____ in our continuing efforts to help improve our world.

Sincerely,

________ (your signature)_________________

_______ (your title, if any)__________

________(your project’s name.)______________  

We certify that no goods or services were provided to you in return for this gift. Please retain this receipt as proof of your gift. Tax I.D. 77-0377846 for The Seeds Project, parent organization for _______(your project’s name.)_________ 

Donation Receipt # _______

1/16/09

