Template for Tax Letter
Print this letter on your organization’s letterhead and mail it before January 31. 
[Your Logo] 
[Date] 
[Donor’s Name]
[Donor’s Address Block]

Dear [Name], 
	
Thank you for your ongoing support as a monthly donor [name of program]. Your monthly support truly makes a difference to the [fill in your focus]. 

Thank you for your generous support over the past year. It is because of donors like you that we are able to help those in need. Below is a list of your [year] contributions to our organization. 

Total [$ Amount]

Value of goods or services provided [$ Amount]   

All donations to [name of organization] are tax-deductible within the extent of the law. [Name of organization] is a charitable nonprofit organization registered with the Attorney General in [state] with Tax ID [tax id number].

[Include language of why it’s important to support your organization, a story, or expected impact of monthly donations to your organization]. 

Thank you again for your continued support as a monthly donor! 

Sincerely, 


[Signature] 
[Name] 
[Title] 
P.S. If you have any questions about your recurring gift, please contact [email address] or call [phone number for monthly giving questions]. 
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