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POLICY 

THA Group ensures the timely acknowledgement and appropriate processing for all Hospice donations.
PURPOSE 
To outline the process for ensuring all donation checks are processed in a timely manner; that  all donors receive a thank you note, including tax ID information, within a designated time period; and that  families receive acknowledgement of donations made in memory of their loved one in a designated time period. 

PROCEDURE

1. Upon receipt of a Hospice donation at any location or Community office, the donation is sent via the most expeditious manner to Perry Street to the Infrastructure Management Specialist. (Checks should not be sent through interoffice mail but rather be hand delivered.) 
2. When donations are made via our website, the website administrator prints a copy of the donor information and sends it to the Infrastructure Management Specialist.
3. When donations are made by credit card directly to Finance, Finance sends a copy of the donor information to the Infrastructure Management Specialist.
4. The Infrastructure Management Specialist  enters all donations into the Donation Log on the Hospice Drive (Y:\Donations\Donation Log.xlsx) and notifies the AVP of Hospice of the donation. The Infrastructure Management Specialist sends the actual donation to Finance for depositing. 

5. Post Office boxes designated for donations are checked once a week for incoming donations.
 

6. The Infrastructure Management Specialist sends a thank you letter to the donor that also serves as a tax deductible receipt, as well as acknowledgement to the family whose loved one was memorialized, within 5 days of the donation being received. Electronic versions of the letters are saved on the Hospice Drive.  
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