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Form on Receipt of Gifts/Donations/Bequests











This sample form should be adapted for your board of management by customising as relevant. 


Form: Donation Receipt Confirmation


Section A: Donor Information
Donor's Name: ___________________________________________________________
Donor's Address: __________________________________________________________
Contact Number: _________________________________
Email Address: ___________________________________
Section B: Donation Details
Type of Donation: (e.g., Cash, Cheque, Equipment etc.) ___________________________
Amount/Value: €_______________________________
Date of Donation: _________________________________
Purpose of Donation (if specified): _________________________________
Received By: _________________________________
Receipt Number: _________________________________
Position: _________________________________
Signature: _________________________________
Date: _________________________________
Section C: Principal's Review
Reviewed By (Principal’s Name): _________________________________
Comments/Instructions: _________________________________
Signature: _________________________________
Date: _________________________________
Section D: Accounts Department
Date Entered into accounts package: _________________________________
Claim made under Charitable Donations Scheme (if applicable) _____________
Reference Number (if any): _________________________________
Account Code: _________________________________
Signature: _________________________________

School Gift/Donation Bequest Form
School Name: [Your School Name]

Address: [School Address]

Phone: [School Phone Number]

Email: [School Email Address]

Donor Information
Name of Donor: _______________________________________________
Address: ____________________________________________________
Phone Number: _______________________________________________
Email Address: _______________________________________________
Tax Details (if applicable): _________________________
Gift/Donation Details
Description of Gift/Donation: _________________________________
Estimated Value: _____________________________________________
Purpose/Intended Use: ________________________________________
Any Specific Conditions or Restrictions: ________________________
Tax Details (if applicable): _________________________
Bequest Details (if applicable)
Bequest Amount: ______________________________________________
Executor/Contact Person: ______________________________________
Executor/Contact Person Phone: ________________________________
Executor/Contact Person Email: ________________________________
Tax Details (if applicable): _________________________

Acknowledgement and Receipt
Received By (School Representative Name): ____________________________
Title: _______________
Date Received: ___________________
Authorization
I, the undersigned, hereby authorize the acceptance of the above-described gift/donation/bequest on behalf of [Your School Name].

Signature of School Representative: _____________________________       Date: ______________

Donor Acknowledgement
I, the undersigned, confirm that the above details are accurate and that this gift/donation/bequest is given to [Your School Name] without any obligations other than those stated above.

Signature of Donor: __________________________________________	      Date: ______________

Thank you for your generous contribution to [Your School Name]. Your support is greatly appreciated and will make a significant impact on our school community.

Please return this form to the school office or email it to [School Email Address].














Note: This document is issued by the FSSU to encourage and support the better administration and management of schools. It is part of a suite of guidance, designed to help boards of management implement effective, efficient, accountable, and transparent systems, processes, and policies. This document is not, nor is it intended to be, a definitive statement of the law and it does not constitute legal advice. This document is not a substitute for professional advice from an appropriately qualified source. The FSSU recommends that board of management consult their governing document or obtain their own independent legal advice where necessary. The FSSU accepts no responsibility or liability for any errors, inaccuracies or omissions in this document.





