Date of Letter  [Left margin for entire page  = 1 inch]
FormattedName  [2 11/16 inches from top of page to accommodate window envelope]
AddrLine1
AddrLine2
AddrLine3
City/State/Zip
Dear <Salutation/VPName>:

(If outright gift is made by check/cash/charge, then insert this text.)

It’s my privilege to acknowledge your recent gift of <$AssetAmount> in support of the <Designation>.  [Insert as needed Faculty/Staff text.]
(If gift is made with securities, then insert this text.)

It’s my privilege to acknowledge your recent gift of <# total shares> shares of <Name of Securities> which was booked in the Temple account on <Transferred Date>.  The mean value of the stock on that day was <Par Value> bringing the level at which this gift will be recognized to <Total Value $> in support of <Designation>.   [Insert as needed Faculty/Staff text.]
(If gift is an in kind contribution, then insert this text.)

It’s my privilege to acknowledge your recent contribution of <Description of in kind gift> in support of the <Designation>.  [Insert as needed Faculty/Staff text.]
(If transaction is a pledge, then insert this text.)

It’s my privilege to acknowledge your recent pledge of <$AssetAmount> in support of the <Designation>. [Insert as needed Faculty/Staff text.]
(If transaction is a soft credit, then insert this text.)

It’s my privilege to acknowledge the recent gift of <$AssetAmount> which you directed to us through <FormattedName on record from which credit was generated> in support of the <Designation>.
[Insert general text to be drafted by Communications.]
Most sincerely,

[Insert electronic signature for VP]
Total Transaction amount:
  <Asset Amount $>

Gift amount:  <Deductible $>
Fiscal year to date total*:  <Cumulative YTD $>

Value of benefits:  <Quid Value>
(Insert the following paragraph only if transaction contains a charitable gift component.)

Please retain this letter as a receipt of your charitable gift.  With the exception of any value of benefits you have accepted in relation to your gift noted above, no goods or services as defined by the IRS have been exchanged in consideration of this contribution to Temple. 
* Note:  This amount reflects recognition total only and may include credits or estimated fair market value of in kind contributions; not necessarily equal to charitable tax deduction total.  
