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PURSE-A-PALOOZA IN-KIND DONATION RECEIPT INSTRUCTIONS 

General Information 

- Information will be used by YWCA for donation tracking, sending receipts, and thank yous.
- Please fill out BEFOREHAND and bring completed forms with you when dropping off donations.
- The In-Kind Donation Receipt is a fillable PDF so you can fill out on your computer and print or you can fill out by

hand.

Who/what should go on each form? 

- Please fill out one in-kind donation form PER DONOR.
1. Example: Sanctuary Spa donated a gift certificate and a beauty product. Fill out ONE form for Sanctuary Spa

for BOTH items.
2. Example: If Sanctuary Spa donated a gift certificate and you bought a beauty product from Sanctuary Spa, you

would fill out two forms – one for Sanctuary Spa and one for you.
3. Example: If you bought a gift certificate and beauty product from Sanctuary Spa, you would fill out one form

and include your information in the Donor Information section.
- This means you will fill out forms for all of the businesses from which you’ve solicited donations AND a form for

your personal donations.

What is the difference between a Donor Information and Donation Obtainer sections? 

- The Donor is whoever provided the donation. If someone purchased an item from a store with the intent to
donate, they would be considered the donor. The Donor Obtainer comes into play when someone solicits a
donation from a business. In this case, the business would be the donor and the Donor Obtainer would be the
person who approached them for a donation.

- If you solicited an in-kind donation from business, the business information would go in Donor Information and
your information would go in the Donation Obtainer section.

- If you purchased and donated, your information would go in Donor Information and in the Donation Obtainer
section, check the box indicating the information in the Donor Information section is the same.

What goes in the Item Description(s) and Dollar Amount(s) section? 

- In Item Description(s) and Dollar Amount(s), please succinctly but accurately describe each item that is being
donated and the dollar amount. It is very important to list the dollar amount of each item as this information will
be used to calculate the value of the auction package to which the item will belong. If there is only one donation
listed, put the dollar amount in the Total Dollar Amount section.

- The Total Dollar Amount should be the total of the specific dollar amounts listed in the item description.
- Please note that YWCA cannot assign a dollar amounts to any items for tax reasons.
- If you are donating multiple items from multiple stores, you may include all of the items you are donating on one

receipt, HOWEVER, please include where it was purchased in the item description.

For any questions, please email Renee at executiveoffice@ywcabillings.org or call at 406-696-0582. 

mailto:executiveoffice@ywcabillings.org


PURSE-A-PALOOZA 2022 IN-KIND DONATION RECEIPT 
Date: 

Donor Information 

Business Name (leave blank if not applicable) 

First Name Last Name 

Address City State ZIP 

Email Phone Number 

Item Description(s) and Specific Dollar Amount(s) – for tax reasons, YWCA cannot assign a value to in-kind donations 

Total Dollar Amount for donation(s) in Item Description $ 

Donation Obtainer 

 Check if information is the same as above. If checked, do not fill out below portion. 

First Name Last Name 

Address City State ZIP 

Email Phone Number 

For YWCA Office Use 

Received by:  Date Received:    Receipt Number:  
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