Sample Gift Acceptance Letter
Date

MEMORANDUM FOR USU VICE PRESIDENT, EXTERNAL AFFAIRS
Subject:  Request for University Gift Acceptance

(Name of activity) requests permission to accept a gift/donation to the University for the following item(s):
· Description of gift/donation:
· Donor’s name, mailing address, and phone number:
· Departmental receiver name, phone number, and email address:
· Approximate value of the gift:
· Description of how the gift will be used and its benefits:
· Where the gift will ultimately reside at the University:
· Anticipated modifications and funding source for maintenance, etc., if applicable:
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