Donation Thank You Letter Template – Replace with school letterhead



[Date]

[Name of donor or representative]
[Donor or representative title (if applicable)]
[Company name (if applicable)]
[Address]

Dear [Name]:

Thank you very much for your recent donation of [item(s) or dollar amount] to [school and/or program name].  

[Insert brief description of the impact and anticipated use of the donation.  For example: “These microscopes will greatly enhance the learning opportunities for students in our Biology classes.” Or “This money will allow our DECA club to participate in the regional Marketing Challenge this spring.”]

[School name] is in Hillsboro School District IJ, which is a political subdivision of the State of Oregon.  As such, it is a “governmental unit” as defined in sections 170(b)(1)(A)(v) and 170(c)(1) of the Internal Revenue Code of 1986, as amended (“IRC”), and is not a private foundation by virtue of IRC Section 509(a)(1).  Governmental units are not required to have a tax exemption determination letter under IRC Section 501(c)(3), but are automatically tax exempt under IRC Section 115.  The Taxpayer Identification Number for Hillsboro School District 1J is 93-6001037.

No goods or services were provided in exchange for the [donation of $X (delete the table if the donation is cash)/item(s) listed below :]

	Item(s)
	Description
	Quantity
	Donor Estimated Unit Value (optional)
	Donor Estimated Total Value (optional)

	Ex. Electron microscope
	Model number EX557
	5
	$100
	$500

	Glass beakers
	500 ml 
	25
	$5
	$125

	
	
	
	Total
	$625


 
Once again, thank you for your generous donation.

We truly value your partnership with and support of [school and/or program name].

Sincerely,

[Signature]

[bookmark: _GoBack][School representative name and title]
*Note that if the total value of the donation is over $5,000, information must be sent to the Business Office to be included in the Board’s consent agenda.  Delete this footer before sending to donor.
