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The Avondale Foundation encourages groups to engage in activities that 
benefit the Avondale School District and its students.  Consequently it will 
work with those interested in taking advantage of the tax and administrative 
advantages available by raising funds through the Foundation.  The 
following Guidelines are designed to facilitate this process and ensure that 
laws and District policies and procedures are followed.  While adherence 
requires some up front effort, experience shows that the benefits are many. 

A. What must be understood about the tax-deductible nature of this 
solicitation? 
 
As a private not-for-profit organization, incorporated under IRS code section 501(c) 3, donations 
made to the Avondale Foundation are eligible for tax deduction. 
 
For business, donations will also be deductible as a promotional business expense. 
 
For individuals, donations are deductible on Form 1040, Schedule A, if you qualify to use 
Schedule A. 
 
For “in-kind” donations, the Foundation will send a letter acknowledging the receipt of the 
donated item or service, but the donor will be responsible for determining the value of the 
donation for tax purposes.   
 
All donors should be instructed to consult with their tax advisor. 
 
Advertising – If we are selling advertising, it will be considered a taxable activity to the 
Foundation.  We will probably not approve sales of advertising.  However, if structured right, we 
can thank donors for their support based on the level of the gifts they make.  (The solicitation of 
sponsorship is a better structure.) 
 
Example:  

• Donations under $100 to $200 will be acknowledged in an athletic event program. 
• $200 to $500 and a plaque will be placed on the gymnasium wall for the school year. 
• Gifts $500 to $1,000 and a banner will be placed in the walk of fame. 
• Gifts $1,000 to $5,000 and a banner will be placed above the floor in the gymnasium 

Etc…(For $100,000 we will put your name on the building) 
 
All marketed displays, sponsor banners, plaques, etc., should include the Avondale 
Foundation logo and name somewhere on the display.
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B.  What must be stated on any solicitation material to represent the 
tax deduction, use of funds, the Foundation involvement, etc.? 
 
Solicitation materials should: 
 
Clearly state the manner in which the donations will be used, e.g., “to support athletic programs, 
or to support scholarships for art students, etc.…” 
 
State that “Donations to the Foundation are deductible under IRS Code Section 501 (c) 3”.   
Checks should be made payable to the Avondale Foundation. If the donation is to support a 
designated fund, e.g., The James P. Steeby Scholarship, Supporting Avondale Athletics, etc., 
there should be instructions notifying the donor to designate the specific fund in the memo 
section of the check. 
 
Include in your solicitation materials a remittance section that can be torn off and returned with 
the donation, either by the donor directly or by an official committee representative.  The 
remittance section should include the following information: 

• name of the fundraiser or fund that will receive the benefit of this donation;  

• name of the donor; 

• donor’s complete address, including city and zip code; 

• donor’s phone number; 

• donor’s permission to acknowledge their contribution on the Avondale Foundation Web 
Page; 

• amount of the donation; and,  

• the Foundation’s address. 
 
See Page 6 for Example 1: A Donation Remittance Form from the Foundation’s Brochure 
 
In absence of solicitation materials, donors should be requested to provide a letter to the 
Foundation stating the purpose of their gift.  In absence of donor instructions, the gift will go into 
the Foundation’s General Fund. 
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C.  What are the donation submission and receipt guidelines?  
 
Checks should be mailed or turned in to the Avondale Foundation office located in the Avondale 
Community Relations Department, in the district’s administration building, 260 S. Squirrel 
Road, Auburn Hills, MI  48326.  
 
A mail solicitation campaign would most likely request donations be mailed directly to the 
Foundation.  Other campaigns may solicit donations or raise funds through face-to-face 
marketing, e.g., The Rubber Ducky Race ticket sales, The Supporting Avondale Athletics Raffle, 
etc.  In these instances an official from the organization raising the funds must be designated to 
collect monies from the different members and submit the collected funds to the Foundation 
office.  They should use the attached Donation Submission Sheet, or a form like it, to ensure 
proper accounting of their submission.  Please submit collected monies as soon as possible 
after collection. 

Note: The official in charge of this responsibility should be identified in the Fundraising 
Plan that is submitted to the Foundation Directors’ for approval. 

 
See Page 7 for Example 2: the Donation Submission Sheet. 
 
The Foundation will provide a receipt to the organization official submitting the donations.   The 
receipt will state the name of the person turning in the money, the date submitted, the name of 
the fund, and the amount submitted. 
 
The Foundation will mail the donor a Letter of Acknowledgement, (see Example 3, on Page 8, 
for an example of a Letter of Acknowledgement,) that states the amount of the gift and reiterates 
the Foundation’s understanding as to how the gift is to be used.  (This provides the donor the 
opportunity to correct any misunderstandings.) 

Note: Any acknowledgement must reflect the true value of the donation.  For example, if 
the price of a ticket for the Avondale Foundation Golf Outing was $100.00, which 
included golf, cart and dinner, which cost $80.00 per player.  The acknowledgement 
letter to the donor would note a donation of $20.00.  Only the portion of the money 
collected that will go directly to the Foundation funds can be considered a donation.  

 
The Foundation will deposit the check(s) or cash submitted and credit the appropriate fund.  
 

D. How will disbursement of funds be processed? 
 
1. The Foundation will work with the fund raising group to develop a Restricted Fund Profile 

that outlines:  

See Example 4 on Page 9: Restricted Fund Profile for C.U.T.S. Drama Scholarship Fund 
See Example 5 on Page 13: Restricted Fund Profile for Supporting Avondale Athletics Fund 

 
• The purpose and description of the Restricted Fund 
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• The Responsibilities of the fund raising group, including: 

→ Identification of the official contacts for liaison to the Foundation; 

→ Acknowledgment of Foundation solicitation guidelines; 

→ Acknowledgement that the group is responsible for conducting their own 
fundraising activities; 

→ Acknowledgement that the group understands they are responsible for any direct 
expenses incurred by the Foundation to administer the fund, e.g., postage, 
envelopes, etc. 

• The Responsibilities of the Foundation, including:  

→ Notice that the Foundation will provide accounting and management oversight for 
fund investment and will credit the fund for any interest earnings  

• Criteria for disbursement of funds.  The profile should identify what are the allowable 
circumstances and persons authorized to request disbursements, e.g., the Foundation 
Board will disburse funds at the request of the fund raising group’s President or other 
designated authority identified in the fund’s profile. 

 
2. Upon approval, the Foundation will create a Restricted Fund Account into which donations 
will be placed.  Monthly the Foundation Board of Directors review the fund accounts.  A report 
can be forwarded to an official representative upon request.   
 
3. The Foundation follows the disbursement rules and control procedures of the Avondale School 
District.  These require the requestors to prepare a Check Request that: 

• identifies the payee; 

• explains the purpose of the request; 

• has the signature(s) of the appropriate requestor, as per the Restricted Fund Profile, and, 

• where applicable, supporting documentation must be attached. 
 
See Example 6 on Page: Sample Check Request Form. 

F. What does the Foundation have to approve, etc? 
 
The Foundation will need to approve a fund profile in order to set up a restricted fund.  Approval 
will be based on the Foundation Board’s satisfaction that the purpose of the fund in consistent 
with the mission of the Avondale Foundation, and in accordance with District and IRS 
requirements. 
 
The Foundation will also need to approve specific fundraising programs or plans developed by 
the committees or groups to ensure the activities and supporting materials meet the by-laws of 
the Avondale Foundation and the legal guidelines under which a 501 (c) (3) organization must 
operate.  Officials from the committee should coordinate with Foundation officers to determine 
what documents and materials are necessary to support approval consideration.
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