Donation Receipt (IRS-Compliant) — Written Acknowledgment Template
[ORGANIZATION LEGAL NAME] — EIN [XX-XXXXXXX] — a 501(c)(3) tax-exempt organization
This is a starting-point template to adapt to your organization. Fill in every [BRACKETED] placeholder, delete the variants you don't need for a given gift, and confirm the current dollar thresholds and rules with your CPA or counsel before relying on it — IRS rules and amounts can change.
How to use this template
This document contains three ready-to-use receipt variants. Each one is a complete written acknowledgment you can send to a donor. Pick the variant that matches the gift, copy it onto your letterhead, fill in the brackets, and send it promptly so the donor has it in time to substantiate a deduction — practically, that means by the time the donor files their return for the year of the gift (and no later than the return's due date, including extensions).
1. Variant 1 — a cash, check, or electronic gift where the donor received nothing of value in return.
1. Variant 2 — a quid pro quo payment over $75, where the donor received goods or services (an event ticket, gala meal, auction item, or membership benefit) in return.
1. Variant 3 — an in-kind / non-cash gift of property, where the charity describes the property but does not assign a dollar value.
1. Keep a copy of every acknowledgment you send, plus the internal recordkeeping log at the end, in your permanent donor files.
Why this matters (the rules behind the template)
Under IRS rules for charitable substantiation (see IRS Publication 1771), a donor cannot claim an income-tax deduction for a single contribution of $250 or more — whether cash or noncash — unless the donor has a contemporaneous written acknowledgment from the organization. "Contemporaneous" means the donor must have it in hand by the earlier of (a) the date they file the return for that year, or (b) the due date (including extensions) of that return. The acknowledgment must also state whether the organization provided any goods or services in exchange and, if so, a description and good-faith estimate of their value. Providing a prompt, accurate receipt is one of the most valuable services you give your donors.
1. A written acknowledgment is the DONOR's substantiation requirement at $250+, but it is the CHARITY's job to furnish it; the charity is not penalized for failing to provide one, but the donor can lose the deduction without it.
1. A quid pro quo written disclosure (Variant 2) is the CHARITY's affirmative obligation for payments over $75, and the IRS can penalize the organization for failing to provide it.
1. These are federal income-tax substantiation rules; your state may have separate charitable-solicitation or registration requirements.
	IRS element required in a written acknowledgment
	Where it appears below

	Name of the organization
	Letterhead / header of each variant

	Name of the donor
	"Received from" line

	Date of the contribution
	"Date of gift" line

	Amount of any cash contribution
	Variant 1 (full amount) and Variant 2 (total paid)

	Description (but NOT the value) of any non-cash property contributed
	Variant 3

	Statement of whether goods/services were provided in exchange
	All three variants

	If goods/services WERE provided: a description and good-faith estimate of their value
	Variant 2 (and Variant 3 if anything was given in return)

	Statement if the only benefit was an intangible religious benefit
	Optional clause noted in Variant 1



The dollar thresholds referenced in this template ($75 quid pro quo disclosure; $250 written-acknowledgment requirement; $500 and $5,000 noncash thresholds tied to the donor's Form 8283) reflect long-standing IRS rules but can change. Form 8283 is the donor's form, not the charity's; the charity's noncash reporting flows through Form 990 Schedule M. Confirm the current figures and requirements with your CPA or tax counsel, and consult IRS Publications 1771, 526, and 561, before relying on this template.
VARIANT 1 — Cash gift, no goods or services provided
Use this when the donor gave cash, check, or an electronic payment and received nothing of value in return. Copy onto your letterhead.
Date of this acknowledgment: _______________________________________
Donor name (as it should appear for tax records): _______________________________________
Donor address: _______________________________________
Dear [DONOR NAME],
Thank you for your generous support of [ORGANIZATION LEGAL NAME], a tax-exempt organization described in Section 501(c)(3) of the Internal Revenue Code (EIN [XX-XXXXXXX]). This letter serves as your official receipt and written acknowledgment of the following contribution.
	Item
	Detail

	Received from
	[DONOR NAME]

	Date of gift
	[MM/DD/YYYY]

	Amount of cash contribution
	$[AMOUNT]

	Form of payment
	[CASH / CHECK NO. ___ / CREDIT CARD / ELECTRONIC TRANSFER]



No goods or services were provided to you in exchange for this contribution. The full amount shown above may be deductible as a charitable contribution to the extent allowed by law. [INCLUDE ONLY IF APPLICABLE — RELIGIOUS ORGANIZATIONS: No goods or services were provided in exchange for your contribution other than intangible religious benefits.]
Please retain this acknowledgment with your tax records. The IRS requires a written acknowledgment like this one to support a charitable deduction for any single gift of $250 or more; we provide it for gifts of all sizes as a courtesy. Because we did not provide any goods or services in return, no part of your gift was for goods or services. We are grateful for your generosity.
With appreciation,

______________________________    Date: ____________
[AUTHORIZED REPRESENTATIVE NAME], [TITLE] — [ORGANIZATION LEGAL NAME]
VARIANT 2 — Quid pro quo contribution over $75 (goods or services provided)
Use this when the donor paid more than $75 and received something of value in return (for example, an event ticket, gala meal, membership benefits, or an item won at a charity auction). You must state the value the donor received and the resulting deductible amount. Copy onto your letterhead.
Dear [DONOR NAME],
Thank you for your support of [ORGANIZATION LEGAL NAME], a Section 501(c)(3) tax-exempt organization (EIN [XX-XXXXXXX]). This letter is your written acknowledgment and required quid pro quo disclosure for the following payment.
	Item
	Detail

	Received from
	[DONOR NAME]

	Date of payment
	[MM/DD/YYYY]

	Total amount paid
	$[TOTAL PAID]

	Description of goods/services you received
	[E.G., ONE TICKET TO ANNUAL GALA, INCLUDING DINNER AND ENTERTAINMENT]

	Good-faith estimate of the value of those goods/services
	$[FAIR MARKET VALUE RECEIVED]

	Amount that may be tax-deductible (payment minus value received)
	$[TOTAL PAID MINUS VALUE RECEIVED]



For federal income tax purposes, the amount of your contribution that is deductible is limited to the excess of the money you paid over the value of the goods or services we provided to you. Based on the figures above, only $[DEDUCTIBLE AMOUNT] may be deductible as a charitable contribution, to the extent allowed by law. The value of the goods or services we provided is our good-faith estimate.
Because this payment exceeds $75 and was partly a contribution and partly for goods or services, the IRS requires us to provide this disclosure. If the goods or services consisted solely of a token item or low-cost benefit, or were of insubstantial value under IRS guidelines, a different statement may apply and the full amount may be treated as deductible — confirm the current insubstantial-benefit thresholds (which the IRS adjusts annually for inflation) with your CPA and adjust this language accordingly.
Please keep this acknowledgment with your tax records. With appreciation,

______________________________    Date: ____________
[AUTHORIZED REPRESENTATIVE NAME], [TITLE] — [ORGANIZATION LEGAL NAME]
VARIANT 3 — In-kind / non-cash gift (donated property)
Use this when the donor gave property, goods, or supplies rather than money. Describe what was donated, but do NOT assign a dollar value — that is the donor's responsibility. Copy onto your letterhead.
Dear [DONOR NAME],
Thank you for your in-kind contribution to [ORGANIZATION LEGAL NAME], a Section 501(c)(3) tax-exempt organization (EIN [XX-XXXXXXX]). This letter acknowledges your donation of the following property.
	Item
	Detail

	Received from
	[DONOR NAME]

	Date of gift
	[MM/DD/YYYY]

	Description of donated property
	[DETAILED DESCRIPTION — E.G., "15 NEW LAPTOP COMPUTERS, DELL MODEL XXXX" OR "GENTLY USED OFFICE FURNITURE: 4 DESKS, 6 CHAIRS"]

	Condition (if used property)
	[NEW / LIKE-NEW / GOOD / FAIR]



In accordance with IRS rules, we have described the donated property above but have NOT assigned it a dollar value. Determining the fair market value of donated property is the donor's responsibility. No goods or services were provided to you in exchange for this contribution. [IF ANYTHING WAS PROVIDED IN RETURN, DESCRIBE IT AND GIVE A GOOD-FAITH ESTIMATE OF ITS VALUE HERE.]
1. If your total deduction for all noncash gifts for the year is more than $500, you (the donor) generally must file IRS Form 8283 with your return — the charity does not complete this for you when the deduction is $500 or less.
1. If your deduction for an item or group of similar items is more than $5,000, additional substantiation generally applies, including a qualified appraisal and the charity's signed acknowledgment in Section B (Part V) of Form 8283.
1. We report the noncash contributions we receive on Schedule M of our own Form 990 where required; that is a separate filing from your Form 8283.
1. Please consult your tax advisor and IRS Publications 526 and 561 to value your gift and to confirm which forms apply to you.
Please retain this acknowledgment with your tax records. With gratitude,

______________________________    Date: ____________
[AUTHORIZED REPRESENTATIVE NAME], [TITLE] — [ORGANIZATION LEGAL NAME]
______________________________    Date: ____________
Date received and acknowledged: [MM/DD/YYYY]
Internal recordkeeping (for your files — not sent to the donor)
	Field
	Entry

	Receipt / acknowledgment number
	[INTERNAL ID]

	Gift variant used
	[1 / 2 / 3]

	Donor name
	[DONOR NAME]

	Date gift received
	[MM/DD/YYYY]

	Date acknowledgment sent
	[MM/DD/YYYY]

	Amount or property described
	[$ AMOUNT OR DESCRIPTION]

	Value of goods/services provided (if any)
	[$ OR "NONE"]

	Form 8283 Section B signed by us? (noncash over $5,000)
	[YES / NO / N/A]

	Prepared by
	[STAFF NAME]



This is a template to adapt, not legal or tax advice. Verify the current IRS thresholds, forms, and acknowledgment timing rules — and any state charitable-solicitation requirements — with your CPA or attorney before use. Refer to IRS Publication 1771 (Charitable Contributions — Substantiation and Disclosure Requirements), Publication 526 (Charitable Contributions), and Publication 561 (Determining the Value of Donated Property), and to the instructions for Form 8283 and Form 990 Schedule M, for current guidance. Laws and dollar figures change.
Provided free by Good Circles · goodcircles.org · This is a starting-point template; adapt it to your organization and confirm current rules with a qualified professional.
