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Purpose of this Policy

UFCH aims to maintain healthy, long-term relationships
with its donors. In order to do that, all UFCH staff should
follow the following policy and processes.

Donor Database

When a donation is received, the Donor Database should
be updated for the following:

1. Donation Date

Donation Amount

Donor’s Name

Donor’s Email

Donor’s Telephone Number

Donor’s Address

No g krwbd

Any specific requests about the donation, i.e.
intended for a particular program or individual

8. Any information about how the donor came to
know UFCH and to donate

Anonymous Donations

Sometimes UFH Patients wish to make an
anonymous donation or UFCH receives donations via
WeChat and the donor cannot be identified. For non-
material donations, the donation will be booked to
the account “Anonymous Donations” in UFCH’s
accounting system. For any material donations, the
UFCH Accountant will discuss how to proceed with the
UFCH Executive Director.

ThankYou Letters

Whenever possible, a personal thank you letter should
be written to the donor and provided within 3 working
days. The thank you letter should contain the following:

. Name of donor
J Amount and currency of the donation

. Any specific information about the donation’s
intended use, i.e. program of for a particular
individual

J A sincere thank you from UFCH

o UFCH contact information including website,
email, telephone number

Copies of all thankyou letters shall be retained in an
organized manner for future reference.
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Donation Receipt

Upon request of the donor, an official Tax Deductible Receipt
may be issued to the donor. The amount of the official tax
receipt must not exceed the amount of the cash
donation made. In line with Chinese regulations, UFCH Team
will make every effort to identify donors that donate RMB 200
or above RMB and try to issue the corresponding receipt
within the fiscal year the donation was received. UFCH
Accountant will ensure that all receipt are issued in line with
the regulation.

RELATED FORMS
o None

END OF POLICY
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