
Donation receipt template for schools
This example shows the information you must include on your donation receipts 
to donors. For more information visit ird.govt.nz/donations

Letterhead or an  
official stamp

1

First name/initial and 
last name or name 
of partner/spouse

2

Date of donation or 
financial year

3

Reference/receipt 
number unique to 
each payment

4

Clear statement  
that the payment 
was a donation

5

Amount of donation6

Signature of 
authorised person

7

1

1

2

3 4 5 6

7
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Information required to 
be on a donation receipt:EXAMPLE

Mr P. Smith
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