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Do most organizations hand sign letters for all gifts? or small gifts vs. larger gifts?

University - We hand sign (Gift officer). Though we are talking at the most 30 letters per day divided between 4-5 gift officers.

University - "Acknowledgments" are handled in a completely decentralized way and so answers are all across the board.  All I can address are gift receipts, which also contain a thank you letter.  Those have no hand signatures and are mailed the day after the gift is processed. 

University - All gifts of $1000 and above received hand signed letters from either AVP, VP or President.  Gifts from $1-$999.99 received a combo receipt/acknowledgement letter that has an electronic signature.  However, Director’s of Development/Dean’s/etc. send hand signed letters for gifts to their designations.

University - We hand sign all letters

University - No, most orgs level gifts and sign appropriately.
College – We hand sign letters for all gifts, except for pledge payments and those donors get a hand-signed letter with the initial pledge/payment and a final hand-signed letter with their last payment. A pledge status card is sent with each payment in between along with the gift receipt.
College - All acknowledgements/tax receipts are hand signed.

College - we removed the gift receipt from the acknowledgment process.   We receipt all gifts using a standard form letter electronically signed within 48 hours of receipt.  I proof all of these letters before they go out and our Advancement Services Director reviews them and writes a note on most. Then we have a process for acknowledgments.  All gifts receive a written thank you note from students.  Managed donors receive a letter or phone call or email from their manager.  Gifts of $1 to $4999 to our annual fund receive a thank you note, letter or call from our annual fund staff.  Then we have levels where gifts receive additional thank you notes from other staff, up to and including the President and a board of regents member.

9-12 School - Yes, we hand sign everything.  We probably sent just over 5,000 acknowledgements.

YMCA - Our Executive Director/CEO and I both hand sign all gift letters and make personal notes on the letters.  I make a personal thank you phone call on every gift received.

Foundation - We hand sign all letters no matter what size the gift. 

Foundation - We send receipts for gifts under $100 - not signed but on the same Exec letterhead 

Center - Letters are hand-signed for $250 and above by the CEO.  The development officer often makes a phone call for the gift as well.  Smaller gifts have a digital signature which is mine.
Unknown - We send letters for all gifts
Hospital - We hand sign all letters. Most sites (because we have five hospital foundations) have a board member sign but some choose to have the Foundation Director sign.

Does the President, BOT chair, etc sign an additional letter for larger gifts?

University - Yes. For larger gifts, at the VP of Advancements discretion, the President signs. 

University - AVP $1000-$9,999.99  VP $10,000-$24,999 and President $25,000 and above.  Note, President also sends acknowledgement to all Board Members regardless of the gift level.

University - President signs an additional letter for $1,000 and up gifts

University - Absolutely, in the pyramid plan which is best practices for leveling acks, the president should sign the top level ONLY.
College – Yes, our president signs acknowledgements for $1,000+ donations.
College - The president of our colleges signs $1,000+ acknowledgements.

College - Managed donors receive a letter or phone call or email from their manager.  Gifts of $1 to $4999 to our annual fund receive a thank you note, letter or call from our annual fund staff.  Then we have levels where gifts receive additional thank you notes from other staff, up to and including the President and a board of regents member. We are striving for multiple thanks for large gifts, in multiple ways.  A phone call or personal note is the best, otherwise we prepare personalized letters.  These can happen within 24 hours or a week or two after the gift receipt is mailed - but they are separate from the receipting process for tax purposes.

9-12 School - Yes, for certain gifts, the head of school sends an additional.  Also, we’ve recently started a program where the Chairman of the BoT will telephone donors of gifts that meet a set of criteria.

YMCA - Again, our Ex. Dir./CEO  signs all letters when in town.

Foundation - The President signs all thank you letters, personally hand writing the larger gift letters.
Foundation - VP for Development signs all letters for gifts over $100 

Center - No
Unknown - Our president makes personal calls for gifts of $1,000 or larger; president and foundation CEO sign thank yous for all President's council gifts.
Hospital - We unfortunately don't do anything special for the larger gifts on a regular basis but some of the directors do follow up with personal thank you calls.

What is the turn-around process time from time of gift receipt to acknowledgement in the mail?

University - We like 24 hours. At times it will go out to 36 hours.

University - gift receipts are mailed the day after the gift is processed. 

University - Gift receipt is 48 hours. Acknowledgement is no more than 5 working days.

University - 1-3 days.  There are a few exceptions, such as if we have to contact the donor for additional information 

University - 48 hours is best practice.
College – 24 – 48 hours.
College - 24 hours

College - We receipt all gifts using a standard form letter electronically signed within 48 hours of receipt.

9-12 School - Our goal is 48 hours, but peak times rarely achieve this goal.

YMCA - Letters are done within 24 hours of gift receipt.
Foundation - The gift officer responsible for the gift will  send a  hand signed acknowledgment within 2 to 3 days,  in addition to the acknowledgment the President sends (which has the tax receipt language) which takes 2 to 3 weeks.

Foundation - Same day 

Center - Old CEO liked everything done in 48 hours for his letters; 24 for smaller.  It was hectic but do-able.  New CEO has had us wait up to a week to close out letters.
Unknown - About one week 

Hospital - Because we don't receive the dollars in the central office (all foundations deposit their own donations), we have a 48 turnaround time from the time the check copies are received in the central office. If sites choose to sit on checks for a week before making a deposit it's out of our control and once we forward acknowledgement letters back to each foundation it's out of hands as to how long it takes them to get them in the mail.

Are acknowledgement letters computer generated? or hand-written?

University - Computer generated. That sounds very simple but there are a few steps involved in that process. In other words it does take some manual involvement.

University - Templates are used, computer generated, hand signed and some times a personal note is included on the letter.

University - Computer generated

University - Both using templates to build upon all top level should be hand crafted.
College – Our are computed generated and edited, if needed. Hand notes are written by the development officers.
College - Database generated, utilizing Raiser’s Edge mail function.

College - We receipt all gifts using a standard form letter electronically signed within 48 hours of receipt. All gifts receive a written thank you note from students. 

9-12 School - Computer generated, but solicitors will typically had write notes on nearly all acknowledgements.

YMCA - Hand-written notes on computer generated letters.

Foundation - Larger gifts are hand-written, smaller gifts are computer generated.

Foundation - Raisers Edge generated  
Center - We use RE to generate a template for anything over $250; under $250 is a completely computer generated letter. 
Unknown -  Most (95%) are computer generated, but have a template for the type of gift.  (We use Raiser's Edge and the system has the capacity for a number of different letters that can be generated as directed byt the Gifts Processor.)
Hospital - Our tax-deductible acknowledgement letters are all generated directly out of Raiser's Edge. Letters aren't run until all gifts are entered and the RE report balances to the deposit slip to eliminate errors of gift amount, etc... Extra hand-written letters are done by each site as they see fit.

How many people use computer generated signatures versus hand signing?

University - We only use computer generated signatures on our large mailings or solicitations. Never for acknowledgment letters.

University - All gifts of $1000 and above received hand signed letters from either AVP, VP or President.  Gifts from $1-$999.99 received a combo receipt/acknowledgement letter that has an electronic signature.  However, Director’s of Development/Dean’s/etc. send hand signed letters for gifts to their designations.

University - Hand sign

University - Not many for the top level, Hand signatures are essential.
College – Hand signing on all acknowledgement letters.
College - Hand signing is preferred here.

College - We receipt all gifts using a standard form letter electronically signed within 48 hours of receipt.  I proof all of these letters before they go out and our Advancement Services Director reviews them and writes a note on most.

9-12 School - All hand-signed
YMCA - We hand-sign all letters

Foundation - None 

Foundation - All hand signed 
Center - Computer generated for small stuff.  Hand signing for bigger.  Event acknowledgements are all computer generated as there is usually co-chairs. 

Unknown - All are originally signed;  frequently a personal note is added
Hospital - We only do hand signed signatures for our acknowledgement letters.
Does the person responsible for the gift sign the letter or someone else in the office or organization?

University - All gifts of $1000 and above received hand signed letters from either AVP, VP or President.  Gifts from $1-$999.99 received a combo receipt/acknowledgement letter that has an electronic signature.  However, Director’s of Development/Dean’s/etc. send hand signed letters for gifts to their designations.

University - Our gift processor signs the acknowledgement letters on behalf of the VP.   I sign the gift receipts.We encourage the development offices and department heads to send thank you notes.

University - No, should be leadership or volunteer or someone else, not gift officer.

College - Gifts here are acknowledged and hand signed by the amount of gift.  Our gift processor signs letters at the $1-$99 level, Director of Advancement $100-$499, VP $500+.
College – We have the Development Officers sign letters for donors in the states for which they are responsible.
9-12 School - Someone else to a certain degree. Annual fund is separated by class with our solicitors, capital gifts are signed by the Chief Development Officer’s manager, but solicitors typically send separate, hand-written thank you note.

YMCA - Our Executive Director/CEO and I both hand sign all gift letters and make personal notes on the letters.

Foundation - The Person responsible for the gift signs the letter, in addition to the thank you sent from the President's office.

Foundation - N/A
Center - The CEO does her own soliciting so she is signing some of her own letters.  The Annual Fund director and I both solicit, but the CEO usually signs our letters as well.  With the wonderful start of "Joy shared with me the news of your commitment of $XXXXX to the Annual Fund."
Unknown - Person responsible for the gift (except for President's Council as noted above)

Hospital - If we have a special campaign going on, we usually have the campaign chair sign the letters, or if there's an event and we have a chair for that, we'd have the chair sign the letters but generally it's a board president or foundation director.

Are the letters personalized or generic? small gifts vs. larger gifts?

University - The letters are generic no matter the size. This is a gift acknowledgment only. If the gift is a larger gift say $5,000 and above, the gift officer may choose to send a personal thank you. This is at their discretion though.

University - Both.

University - Mostly generic.  We sometimes make slight changes to personalize. 

University - The smaller the gift the more generic.
College – The smaller the gift the more generic; the larger the gift the more personalized.
College - Generic, for the most part.  Also depends on the constituent and/or the relationship between the donor and V.P., for example.

College - We receipt all gifts using a standard form letter electronically signed within 48 hours of receipt. All gifts receive a written thank you note from students. 

9-12 School - Class of gift and fund determines acknowledgement letter language.
YMCA - Larger gifts are always personalized.

Foundation - Small gifts have a generic thank you template, larger gifts are personalized.

Foundation - We have many different letters set up in RE, but among those choice  letters used are generic with personalized modifications for larger or special gifts 

Center - We use RE to generate a template for anything over $250 and If it is over $500, I usually tweak the letters more to make it more personal.  The CEO will sign her signature and add a hand-written note.
Unknown - Generic for direct mail (though each mail piece has its own letter; semi-personalized for mid range gifts
Hospital - We have about 100 letters for the five foundations but the letter isn't based on the amount of the gift. Most of the time it's based on the solicitation they're responding to so if it's a 'leadership' mailing they'd get a 'leadership' acknowledgement letter.
Does anyone use e-mail acknowledgements instead of USPS letters?

University - We at this time do have a couple who have requested an email acknowledgment. We are looking at doing more in this area though. 

University - Not at this time as practice.

University - We send the initial acknowledgement for on-line gifts via email.  But we follow up by mailing the tax receipt.

University - No. USPS is still the gold standard, Emails can be used to supplement, never replace.

College - We do not.
College – No, we do not.
9-12 School - No, not yet

YMCA - We mail thank you letters – with stamps

Foundation - No
Foundation - No
Center - only in the case of website donations.  Anything that goes through the website gets an e-mail acknowledgement.  If the web donation is over $500, the Director of Annual Giving will make a phone call, but we try not to generate anything that will cost postage.  A copy of the e-mail gets attached to their record in RE.
Unknown - No
Hospital - All of our letters are hand mailed.

How does it work if the development officer isn't available to sign letters? how much time is allotted before someone else might step in and sign the letters?

University - No more than 24 hours. If the gift officer is planning on being out it is their responsibility to let Development Services know that it is ok to sign for them or appoint someone to do it for them. If they appoint someone, they still must inform Development Services know who it is. Small staff. This is rather easy for us to accomplish. 

University - Not applicable, handled separately.

University - n/a

University - Should never wait more than 48 hours. Period.
College – We cover for each other so we meet our 24 – 48 hours.
College - Development officers create a personal letter to thank their donors at their discretion.  Time allotted is usually 48 hours.

9-12 School - We try to make our goal so we’ll option letters to another signer if necessary to achieve our 48 hour goal.

YMCA - In my absence, the Ex. Dir./CEO only signs the letters.  If he is gone, I sign the letters.  We make sure that one of us is here to sign thank you letters –especially during campaigns.
Foundation - If he will be gone more than one day I sign his name (so noted)
Center - The old CEO would have the CFO sign them.  The new CEO wants us to wait until she comes back.  So far that hasn't been a problem.
Unknown - If responsible officer is on vacation, then the Foundation CEO signs
Hospital - We know ahead of time if a board president is going to be out of town and adjust the letters to have someone else sign them.
