Sample Letter Notifying Gift-Giver of Donation
Dear ________:
 
Thank you for the __________________[what].  Because of the agency’s no gifts policy, we have donated your gift to ___________[insert charity name], a local nonprofit organization that assists less fortunate families in our community.  
 
As stewards of the public trust, we are sensitive to any public perceptions that may result from anyone in our agency accepting a gift.  That concern motivates a policy that prohibits our acceptance of gifts or similar gestures.
 
Thank you for your thoughtfulness.  This season, those served by ______[insert charity name] and therefore the entire community, will benefit from your gesture.
Very truly yours,

[Agency Administrator]

