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Form Event Procedures





All forms must be filled in completely with all donor information, such as address, phone no., etc.





Gift in kinds must have a complete, detailed description with a value for the item.  An item no. fill in is included for those that use them in auctions.





The cash donation form is to be used for any form of purchase, including and not limited to tickets for dinners and galas, and any other item that your fund is selling to obtain donations.  If holding an auction a separate form is included for those items and should be used for them.





All monies collected at the time of the event must be turned in with forms.





Credit card slip must include the 3 digit security code on the back of all credit cards.  We can not process the cards without this information.





If an item is bought or donation is made by an organization, please provide a contact name so that the proper person will receive the contribution receipt for the donation.





If a person purchases an auction item for less than the declared value of the item a contribution receipt will not be sent to the individual or organization.





Any questions please contact us at (610) 696-8211.





This form should be faxed or mailed to the Business Affairs Office of the Chester county Community Foundation at least 2 months before event so that we can prepare for the large processing of gifts.











