If you drop oT items before receiving the email described in step 5 below, your donaBons become anonymous. You will
not receive a tax receipt for anonymous donadons. Please follow these instrucBons to obtain a tax receipt:

1. Email Holly Mills (hcmills@tntech.edu) with a list detailing each item you would like to donate, including 6tle,
Y on.

2. Within four weeks, Holly will email you the list of the items we will accept for our collecGon and a GiO In Kind form.

3. Onthe GiO In Kind form, please complete the Donor Informa8on and the GiO In Kind InformaBon sec8ons. This
form requires an es6mated value of the items we will add to our collec6on. Please determine this by finding the
new or used price on Amazon as appropriate.

4. Email the completed GiO In Kind form to Sharon Holderman (sholderman@tntech.edu). The form will be routed
for final university approval.

5. Once itis approved, Sharon will no6fy you via email and coordinate when you should bring in your donagon.

6. When you bring in the approved items, you will receive a copy of the approved GiO In Kind form for your records.
If you want to also bring the items we will not be adding to our collecBon in a separate box, we can put them on
our free cart.
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