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Trinity Episcopal Church, Upperville, Virginia 

Gift Acceptance Procedures 

         

 

Purpose 

 

These Gift Acceptance Procedures (the or these “Procedures”) provide guidelines for employees of 

Trinity Episcopal Church, Upperville, Virginia (the “Church”), as well as for members of the Church’s 

Vestry, its Finance and Endowment Committees, and others authorized by the Church to assist it in 

soliciting and accepting gifts to the Church or its Endowment (the “Endowment”).  The Procedures also 

provide assistance to potential donors who may be evaluating alternative strategies and structures for 

making gifts to the Church or the Endowment.  The Procedures complement and supplement the Gift 

Acceptance Policy adopted by the Vestry in May 2016 (the “Gift Policy”) and the related Statement of 

Gift or Intent to Make a Bequest (the “Gift Statement”).  The Procedures do not apply to gifts to support 

the Church’s annual stewardship program. 

 

The Procedures cover gifts and bequests designated for current operating expenses, for near-term 

capital projects and for the Endowment.  The Vestry intends that the Procedures be followed closely, 

but it recognizes that the specific steps described below may need to be modified in certain situations 

approved by the Vestry. 

 

 

Soliciting Gifts 

 

Each person soliciting gifts or bequests to the Church should be familiar with the Gift Policy, the Gift 

Statement, and these Procedures.  The Gift Policy and Gift Statement should be furnished to each 

prospective donor.  It is important that a donor planning a bequest in his or her will, or a distribution 

from his or her trust, use language that is consistent with these documents.  The Church will, upon 

request, review wording proposed by a donor to determine if it could prove problematic to the ability of 

the Church to accept the donor’s gift.  For prospective donors who are not members of the Church or 

may otherwise be unfamiliar with its practices – reference may be made to the Association of Fund 

Raising Professionals’ “Donor Bill of Rights”.  This document, though not official Church policy, reflects 

practices and procedures that are consistent with those that have been adopted and are followed by the 

Church.  

 

 

General Tax Implications 

 

The Church has not authorized any of its employees or others involved in soliciting or accepting gifts on 

behalf of the Church or the Endowment to provide legal or tax advice to prospective donors.  However, 

since most gifts to the Church should, if properly structured, be deductible for Federal and local income 
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tax purposes, donors should consult their tax advisors to resolve any questions they may have with 

respect the deductibility of their proposed contributions. 

 

Gift Review Process 

Questions regarding gifts to the Church should be referred as follows: 

1. to the Vestry, in the case of gifts for current expenses or near-term capital projects, as 

defined in the Gift Acceptance Policy; or  

 

2. to the Endowment Committee, in the case of gifts designated for the Endowment. 

For purposes of this review process, the term “gifts” includes bequests and distributions from trusts.  

The term “designated” refers to a donor’s expression of intent that his or her gift be utilized for general 

operating expenses, a specific project (subject to the conditions of the Gift Acceptance Policy) or 

contributed to the Endowment.  The term “restricted” refers to a donor’s intent that only the annual 

draw from the gift to the Endowment be used for current expenses. 

 

Undesignated Gifts 

Any gift that is not designated for current operating expenses, a specific project, or the Endowment, 

shall be distributed in the following manner: 

A gift in the amount of: shall be distributed: 

Up to and including $25,000 100% to current operating expenses or a specific 
near-term project selected by the Vestry 

>$25,000 up to or equal to $100,000 First $25,000 to current operating expenses or a 
specific near-term project selected by the Vestry; 
the balance split 50/50 between (a) current 
expenses or near-term projects selected by the 
Vestry, and (b) the Endowment 

>$100,000 First $100,000 split 50/50 between current 
operating expenses/near-term projects and the 
Endowment; the balance split 10/90 between (a) 
current expenses/near-term projects, and (b) the 
Endowment. 

 

The Church’s Treasurer and the Chairman of its Finance Committee shall be promptly notified of all 

undesignated gifts greater than $25,000, and the Vestry shall determine the amounts to be allocated to 

current expenses and near-term projects, respectively. 
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Types of Gifts 

The Church will accept gifts (including gifts designated for the Endowment) in the following forms, 

subject to the conditions described below.  In order for the Church to provide written substantiation for 

gifts, donors should provide their names and addresses and any documentation they may require (in 

addition to documentation customarily provided by the Church) to document their gifts for income tax 

purposes. 

 

Cash, Credit Cards and Checks 

(1) Undesignated gifts of cash or by credit card shall be accepted by the Church, regardless of 

their amount. 

 

(2) Undesignated gifts by check shall be accepted by the Church, regardless of their amount, 

provided that they are payable to the Church or the Endowment.  A check payable to one or 

more individuals, including, but not limited to, the Rector, the Assistant Rector, the 

Treasurer, a member of the Vestry or an individual responsible in any capacity for the 

Endowment, should be returned to the donor for re-issuance in accordance with these 

Procedures. 

 

(3) Gifts in currencies other than U.S. Dollars should, to the extent possible, be reviewed in 

advance of their delivery to the Church with the Treasurer. 

 

Marketable Securities 

(1) Readily marketable securities, such as those traded on a stock exchange, or government or 

corporate bonds, may be accepted as gifts to the Church. 

 

(2) For gift crediting and accounting purposes, the value of securities is the average of the high 

and low prices on the date of the gift. 

 

(3) A gift of securities will normally be liquidated immediately.  However, if the funds are 

designated for the Endowment, the Endowment Committee will decide whether to forward 

the securities to the custodian of the Endowment fund or arrange for sale of the securities 

and the transfer of the proceeds of their sale to the Endowment. 

 

 

 



4 
 

Non-marketable Securities 

(1) Non-publicly-traded securities may be accepted only after consultation with the Vestry. 

 

(2) Prior to acceptance, the Vestry will explore methods and timing of liquidation of the 

securities through redemption or sale.  The Vestry will determine: 

 

a. An estimate of fair market value 

b. Any restrictions on the transfer, and 

c. Whether and when an initial public offering might be anticipated. 

 

(3) No commitment to repurchase closely-held securities shall be made prior to completion of 

the gift of the securities. 

 

Real Estate 

(1) Prior to acceptance, gifts of real estate will be reviewed and approved by the Vestry, since 

accepting and owning real estate may involve conditions and obligations that would be 

difficult for the Church to manage as well as expenses that could exceed the value of the 

property. 

 

(2) The donor is responsible for obtaining an appraisal of the property to substantiate his or her 

contribution.  The appraisal should be performed by an independent/professional agent, 

and the cost of the appraisal shall be borne by the donor.  The value of the gift is the 

appraised value of the real estate less any costs incurred by the Church to acquire and sell 

the property. 

 

(3) The appraisal should be based on a personal visitation and internal inspection of the 

property by the appraiser.  Whenever possible, the appraisal should show the documented 

valuation of comparable properties located in the same area. 

 

(4) The appraisal should contain photographs of the property, its tax map number, its assessed 

value, the current asking price, a legal description of the property, its zoning status, and 

complete information regarding all mortgages, liens and other encumbrances on the 

property, as well as any litigation and title disputes affecting the property. 

 

(5) The Vestry shall have the right to require an environmental assessment of the property. 

 

(6) The property should be transferred to the Church or the Endowment prior to the time when 

a formal offer or contract to purchase the property is made. 
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(7) The donor may be asked to pay all or a portion of the following: 

 

a. Maintenance costs; 

b. Real estate taxes;  

c. Insurance;  

d. Real estate broker’s commission and other costs of sale; 

e. Appraisal costs; and 

f. Environmental assessment costs. 

 

(8) Prior to acceptance, the Vestry will explore methods and timing of liquidation of the 

investment, including, but not limited to: 

 

a. An estimate of its fair market value; 

b. Any restrictions on the property’s transfer; and 

c. Any concerns of the Trustees of the Church regarding the ownership and sale of the 

property. 

 

Life Insurance 

(1) A gift of a life insurance policy must be referred to the Vestry prior to acceptance. 

 

(2) If the policy is a paid-up policy, the value of the gift to the Church, or the Endowment, as the 

case may be, is the policy’s replacement cost. 

 

(3) If the policy is partially paid up, the value of the gift is the policy’s cash surrender value. 

 

Tangible Personal Property 

(1) Any gift of tangible personal property shall be referred to the Vestry prior to acceptance.  

Such a gift need not be accepted if the property is considered by such committee to be 

inappropriate for ownership by the Church, or if (in the judgment of such committee) the 

burden of holding or selling the property outweighs the benefits of the gift. 

 

(2) A gift of tangible personal property shall be assessed for the value to the Church or the 

Endowment that may be realized by selling the property or using it in furtherance of the 

Church’s core programs or special projects. 

(3)  The Church shall have the right to have its own qualified outside appraisal done either for         

insurance or resale purposes before accepting the gift.  The cost of such appraisal shall be 
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borne by the donor.  The donor is responsible for obtaining his or her own qualified 

appraisal in order to claim a charitable tax deduction in excess of $5,000.   

 

Deferred Gifts 

(1) Deferred gifts to the Church or the Endowment may be made through a testamentary or a 

life-income arrangement, which means that they are arranged now and fulfilled later. A 

personally tailored planned giving program can assure maximum impact from gifts for both 

the donor and the Church or the Endowment. 

The following is a brief description of the most popular vehicles that donors may use to 

implement deferred giving: 

a. Charitable gift annuity: a contract between the donor and the Church in which cash, 

stock and other assets are exchanged for an agreed-upon income for life. 

 

b. Charitable remainder trust: transfers of assets to a trust. The assets are 

subsequently transferred to the Church or the Endowment after the death of the 

last beneficiary.  The donor retains a fixed or variable income for life. 

 

c. Retained life estate contract: the donor agrees to transfer a deed of real property to 

the Church or the Endowment.  The donor reserves for him/herself and/or someone 

else the right to reside in and/or use the property for life. 

 

d. Charitable lead trusts: transfers of assets to a trust, providing income to the Church 

or the Endowment for a period of years, after which the assets revert either to the 

donor or to someone designated by the donor. 

 

(2) Neither the Church nor the Endowment shall act as an executor (personal representative) 

for a donor’s estate.  If a Church staff member or any other person affiliated with the Church 

serves as a personal representative of a donor, he or she will do so in a personal capacity 

and not as an agent of the Church or the Endowment. 

 

General 

All information obtained from or about actual or prospective donors shall be held in confidence by the 

Church and the Endowment, their respective staffs and volunteers.  The name, amount and/or 

conditions of any gifts shall not be disclosed without the express prior written approval of the donors 

and/or beneficiaries. 
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The Church and the Endowment each reserves the right, it its sole discretion, to decline any gift that 

does not further the mission or goals of the Church.  In addition, gifts that could involve an 

administrative burden or cause the Church to incur costs that it considers to be excessive or 

unreasonable may be declined. 

These Gift Acceptance Procedures, together with the Gift Acceptance Policy and the Statement of Gift or 

Intent to Make a Bequest, replace and supersede all previous documents dealing with this subject 

matter.  While they are intended to be comprehensive, the Vestry recognizes that they may not cover all 

matters that may arise in connection with a planned or completed gift to the Church or the Endowment.  

Any questions or other issues that are not clearly covered by these documents should be referred to the 

Vestry for guidance and resolution. 

 


