Henderson Community Foundation

Procedures Q & A

1) If I receive a check or cash donation, what do I do with it?

a) First, all checks from donors must be written to Henderson Community Foundation (this is a banking regulation; however, the fund name may be placed in the memo line on the check)
b) The fund advisor completes an HCF Donation Form for each donor.  Please be sure that the donor’s address and other information are correct so that the donor will receive a donor acknowledgement letter for their gift.

c) You can get this form on our website at www.hendersoncf.org/about us/forms  

d) Attach the check with a paperclip to the Donation Form.

e) Mail the packet to:

a. Henderson Community Foundation

b. 2756 N. Green Valley Pky Ste 268
c. Henderson, Nevada  89014
f) Checks are deposited once a week.

g) The IRS requires that donor acknowledgements be sent for donations of $250 or more.  HCF completes acknowledgement letters for donations of $100 or more.  Donor acknowledgement letters are sent out within 15 days from the end of the month in which the donation was received by HCF.  For example, if the check and form are received on February 12, then the donor can expect to receive their acknowledgement letter between March 1 and March 15.  

h) The acknowledgement letter indicates the amount received and the name of the fund.  If consideration was received, the fund advisor is responsible to attach a statement to the Donation Form indicating what the consideration was.

i) Keep in mind that donations made at year end should be deposited with HCF by December 23rd so the donor receives acknowledgement in the appropriate tax year.  

j) If you would like to verify that HCF has received the donation, you may call (702) 952-2640 or email:  AdminOffice@HendersonCF.org 
2)  A donor has provided services at no charge and is requesting an acknowledgement or has provided an item for use within the fund (i.e. computer, items to be included in a silent auction gift basket, etc.), what do I do?

a) The fund advisor completes an HCF In-Kind Donation Form for each donor.  Please be sure that the donor’s address and other information are correct so that the donor will receive a donor acknowledgement letter for their gift.

b) You can get this form on our website at www.hendersoncf.org/about us/forms  
c) Attach any documentation with a paperclip to the In-Kind Donation Form.

d) Mail the packet to:

Henderson Community Foundation

2756 N. Green Valley Pky Ste 268
Henderson, Nevada  89014
e)  The IRS requires that donor acknowledgements be sent for in-kind donations of $250 or more.  HCF completes acknowledgement letters for in-kind donations of $100 or more.  Donor acknowledgement letters are sent out within 15 days from the end of the month in which the donation was received by HCF.  For example, if the check and form are received on February 12, then the donor can expect to receive their acknowledgement letter between March 1 and March 15.  

e) The acknowledgement letter indicates the description of the item or service received (the IRS does not allow HCF to provide a fair market value or cost as this is the responsibility of the taxpayer to determine with his/her tax professional), the name of the fund, and either the value received in exchange for the donation or a statement that no consideration was received for the donation.  If consideration was received (i.e. show tickets used in a silent auction basket), the fund advisor must indicate "Yes" on the form and is responsible determining and including a description of what the consideration was.

f) If you would like to verify that HCF has received the documentation, you may call (702) 952-2640 or email:  AdminOffice@HendersonCF.org 

3)  I have an invoice that needs to be paid from my fund.  What do I do?

a) All payments must be for a charitable purpose.  For example, expenses related to a fund raising event or community service event are for a charitable purpose.  Expenses for an ad placed to endorse a preferred candidate for office is not charitable therefore, cannot be paid through the fund.  For questions on allowable expenses, you may call (702) 952-2640 or email:  AdminOffice@HendersonCF.org 
b)  The fund advisor fills out an HCF Request for Disbursement Form.  A section has been added to indicate if the check is to be sent to the payee on the invoice or to someone else (perhaps to the advisor, if he/she wishes to give the check personally).
c)  You can get this form on our website at www.hendersoncf.org/about us/forms  
d)   If the disbursement request is for a service, the IRS requires that HCF attain a W-9 validating the taxpayer identification number that HCF retains on file in accordance with its records retention policy.  Please be sure to include this document along with the invoice and disbursement form.  

e)  Fax the invoice and form to Henderson Community Foundation at (702) 798-8653 or send via email to AdminOffice@HendersonCF.org.
f)   All completed requests for disbursement packets received by 5pm on Wednesday will have checks written the following day provided enough funds are available in the fund making the request (the fund advisor should keep an accounting of all activity and reconcile it to HCF’s quarterly fund statement).  An authorized HCF check signer will sign the check no later than 3-5 business days.  After the check is signed, it will be mailed to the contact/address indicated on the form unless otherwise stated on the disbursement form.
g)   If you need a check by a certain date, please be sure to plan accordingly.
h)  If you would like to verify that HCF has received the check request, you may call (702) 952-2640 or email:  AdminOffice@HendersonCF.org 
4)   I have a donor or vendor that is requesting something called a W-9.  What do I do?
a)  A W-9 is an IRS form entitled, “Request for Taxpayer Identification Number and Certification.”  In this case, the document certifies the Foundation’s tax identification number, that HCF is a 501(c)3 organization and that HCF is exempt from backup withholding.  
b)  You can get the form by calling (702) 952-2640.  They may ask you why you need the form to ensure that it is for a charitable purpose.
5)   How do I find out the balance in my fund?

a) As a fund advisor, you should be keeping track of your deposits and disbursements and regularly compare your balance to HCF’s balance (much like your personal checking account and the bank you bank with).

b) The designated fund advisor provided to HCF will receive a statement of account quarterly.  

c) If the statement of account and your balance do not match and you cannot easily locate a timing difference (i.e. you send a donation near the end of the quarter that wasn’t posted until after the end of the quarter), you should call (702) 952-2640 for clarification.
6)  What is my fund’s administrative assessment and when is it assessed?
a)  HCF provides many benefits to you:  you do not have to go through the lengthy and onerous process of getting a 501(c)3 designation from the IRS or register with the State of Nevada, HCF sends out donor acknowledgement letters on your behalf.  If HCF has a donor whose needs match your mission, we may connect you, and much more.
b)  For providing these services, HCF charges a very minimal fee that is assessed according to HCF's fee structure and the type of fund that is being assessed.  (See fee schedules at www.hendersoncf.org/about us/forms - most funds are assessed monthly.)
7)  What does HCF do with my funds?
a)  From an accounting perspective, your funds are segregated and a balance is maintained.  The board has determined that funds are kept in several accounts:  1) Nevada State Bank (this account does not exceed the federally insured amount of $250,000 and 2) Fidelity.  
c)  For this reason, if you know you have a large purchase coming up, please send an email to AdminOffice@HendersonCF.org with the amount and due date.  We must receive a minimum of 30-days notification of any upcoming disbursements $10,000 or over.  If you can provide notification sooner, than that’s even better.

If you have questions not covered in this Q&A, please contact your Fund Relationship Manager.  If you are unable to reach your Fund Relationship Manager within two business days, please call (702) 952-2640.
