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Fiduciary Service Policies
revised May 8, 2010
General information:
· No interest is paid on fiduciary accounts.

· We add donors’ names and addresses to our donor database.

Record Keeping:

· APF will keep an electronic record of deposits and withdrawals including any notes you provide. 

· APF also maintains a printed copy of all checks and invoices pertaining to your account.

· We recommend you also keep detailed records.

· An electronic statement is available on request, and will be provided to you at least annually.

· Paper files are available for you to view or copy at our office during normal business hours.

Fees:
· Credit card transactions will be charged a 4% fee, deducted monthly. APF reserves the right to change this fee as needed to cover our credit card processing costs.
· Requests for stop payment or reissued checks will be charged $25 per check.

Making deposits to your account:
· Payments are accepted via cash, credit card, or check. 

· All checks should be made out to Austin Parks Foundation.  The name of your organization should be clearly noted on the memo line of the check.

· Mail or hand-deliver checks/cash to the APF office:

· 816 Congress Ave, Ste. 1680, Austin 78701

· Please be sure to thank all your donors. 

· APF will send a thank you only for donations of $250 or more, as these are required for the donor’s tax records. A thank-you letter from APF confirms for the donor that their contribution is tax-deductible to the extent allowable by law.

· For smaller donations, the donor’s cancelled check is their receipt for tax purposes.

· If we receive donations for your group directly, we will notify you of the amounts and the donors’ contact information.

Making withdrawals from your account:
· Withdrawals are generally made on a reimbursement basis. Submit receipts to APF by email, fax, mail, or by hand with a written request for reimbursement. 

· Checks are issued twice monthly, generally on the 15th and 30th. Check requests turned in fewer than 5 business days before these dates may be delayed until the following check run.

· If your group requires advance payment to a contractor or for other purposes, please give us two week’s notice. We will require a written estimate or invoice from the company. APF reserves the right to hold checks until any overdraft is resolved or until proper invoice documentation is submitted.

What you can tell your donors:
· APF is a 501(c)3 non-profit organization. The Austin Parks Foundation is a registered non-profit organization and meets the criteria as described in Section 501(c)(3) of the Internal Revenue Code. 

