College of Arts and Letters
Scope of Policy: Gifts Received, Development Donor Services
Original Effective Date:	3/1/2014
[bookmark: _GoBack]Date Amended:	  9/24/2018


Policy: College-generated Donor Thank-you Notes

Policy and Procedure:  
    
On the 5th of each month, Development Donor Services will provide the designated administrative staff member for each department/institute/program/center/office a Monthly Giving Report – a record of all donor gifts received for the applicable unit during the preceding month (see example attached).  The first tab – Monthly Cash Receipts – should be reviewed to determine gifts received.  In months when no gifts are received, the report will still be generated, but the monthly cash receipts will be blank.  Even if the Monthly Giving Reports (monthly cash receipts) are routinely blank, the Monthly Giving Report should be checked every month.

For each gift received (as noted in monthly cash receipts on the Monthly Giving Report), a thank-you letter from the director or chair of the unit should be generated.  This letter may be generated from boilerplate text and adapted based on the relationship with the recipient and purpose (see attached).   Please personalize the letter to fit your department or unit and the style of your chair or director.  Use the information from the Monthly Giving Report to generate the letter.  The name and address of the benefactor(s) are listed along with the informal name(s) to be used in the salutation of the letter.  The body of the letter should mention the name of the fund that received the gift (Allocation, in the green field on the example).  Do not acknowledge the amount of the gift, but do express the impact of the benefactor’s generosity on the work of your department or unit. If the benefactor has an assigned fundraiser, it will be noted in the far right column of the report (see the last entry on the attached report, Transaction Primary Solicitor Name). If a primary solicitor is listed, You should cc him or her on the thank-you letter and a copy should be sent via email.

Process:
1. Review the monthly cash receipts section of the Monthly Giving Report, every month when received from Donor Services.
2. If gifts are received, inform the chairperson/director.
3. For each gift received, generate an appropriate thank-you note in consultation with the chairperson/director. Also consider including your most recent departmental newsletter in the mailing.
4. FOR GIFTS OF $1000 OR MORE, SUBMIT A DRAFT OF THE THANK YOU NOTE TO CHLOE LEACH, Senior Administrative Assistant to the Academic Advancement Director, (cleach@nd.edu) FOR APPROVAL before mailing to benefactor
5. Once approval is received, the Chairperson/director signs the thank-you note.
6. Send an electronic copy of the thank-you note to the primary solicitor, if applicable.
7. Mail thank-you note to donor.

