Crisis Intervention of Houston, Inc.

Privacy and Gift Acceptance Policy
Purpose: To ensure accounting of all monetary and non-monetary donations and appropriate recognition of donors.

Policy: Notification of all monetary and non-monetary donations to the agency will be forwarded to the development office.

Procedure:

Monetary Donations:

1. Forward donation immediately upon receipt to the Director of Development.  Include information regarding donor’s name, address, telephone number, date received, specified use, if any and/or account to be credited.

2. Director of Development will credit donation to proper account and the administrative assistant will prepare a letter of acknowledgement acceptable as receipt for income tax purposes for signature by Executive Director.

3. Administrative Assistant for Director of Development will create a donor file and add the donor’s name to the mailing list, unless otherwise instructed.

4. Director of Development will forward donation listed on agency cash report to the finance department with designation as to purpose of funds and department codes that funds are designated for.

Non-monetary donations:
1. Forward detailed list of donated materials/services and dollar value, if known, donor’s name, address, telephone number, email address and date received to Development department.

2. Director of Development will credit donation to proper account and the administrative assistant will prepare a letter of acknowledgement acceptable as receipt for income tax purposes for signature by Executive Director.

3. Administrative Assistant for Director of Development will create a donor file and add the donor’s name to the mailing list, unless otherwise instructed.

Guidelines:

1. Requests for exclusion of name(s) from printed lists, email distributions lists or Annual Reports will be honored and should be noted in donor file.  Donors may contact the Development Director for information on donor records at:
Crisis Intervention of Houston, Inc.

3015 Richmond ave  Ste 120

Houston Texas  77098

713 527-9864

dev@crisishotline.org
www.crisishotline.org
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