Dear Pastor,

We want to thank you for the opportunity to serve you as the Foursquare Property Services Team. The following is a guide to help you through the process of receiving a gifted property. Along with the initial needed items, we have added some recommendations that you will surely want to consider. While managing some expectations regarding this process, we would like you to be aware that some of these needed items may seem excessive (especially when you are supposed to be receiving a gift) but we can assure you that we have done all that we can do to streamline only the necessary steps. Some are for legal information and other steps are to protect you from receiving a gift that could end up being a liability.

Needed Items:
1) A letter from the donor stating that they want to donate the property to International Church of the Foursquare Gospel 

2)  An environmental assessment of the land will need to be received. This is a type of survey that reports if any hazardous material, waste or spills have been reported in the general vicinity of the property. This report will cost the church $150, however, as a service to you and to make the process easier, the properties department will order and process the details.

Please Note: The majority of the time, this report comes back as low risk and there will be no further concerns or actions required. However, in rare occasions, if the report comes back high risk there may be further investigation and testing required. In these rare cases our property team will consult with you on next steps.

3) Structural and environmental assessment of any buildings and improvements.  An inspection of each building must be performed using a licensed building inspector supplying an expert opinion of the condition and integrity of the building. The licensed inspector you hire should provide a full report of their findings. To accomplish this, please have your inspector complete the attached “Inspection Questionnaire” in addition to any other report they may do as part of their routine service.

In addition, please request that the owner/donor provide any information that they may have by completing and returning the attached PT-21 form, “Environmental Questionnaire”.

Please Note: If the buildings or improvements being gifted were built before 1981, it is possible that some environmental tests will be needed. After we receive the property inspection reports, your Foursquare properties coordinator will review for any concerns and discuss the results with you.

4) A monetary market value will need to be established for the gift. This is needed for insurance purposes (see recommendation #1 below) and also for financial bookkeeping purposes. ICFG needs to know the market value of the property for its records and auditors, but the church will also want to have a value for its bookkeeping. Market value can be accomplished in one of two ways: an appraisal or a real estate broker’s opinion of value.  Whichever option the church chooses, the market value will need to be done by a licensed professional, contain a specific value, be written on company letterhead and signed by the professional. 
Please Note: If the donor has a current appraisal or broker’s opinion of value, the church can use that. If the church has a professional do the valuation, the church can share this with the donor but it may or may not be appropriate for the donor to use for his/her tax purposes. The church should provide a charitable contribution letter to the donor describing the property gifted, but the charitable contribution letter must not state a value for the gift; that is up to the donor to establish with their accountant. Again, it is okay to share information on value, but the church must not make any statement or acknowledgement to the donor regarding value.


The following are suggested recommendations to follow up on or investigate on your own initiative. These are not required, but may provide some very essential and or important information regarding this property being gifted to you.

Recommendations:
[bookmark: _GoBack]1) While it is certainly not mandatory, a letter summarizing your plan for the property indicating any improvements or repairs you expect to complete in the near future. This will help to supply the background information for the property team while preparing a story page for the board.


2) Obtain an insurance quote for covering the property. Although this may be a gift, protecting the asset is important and insurance costs can sometimes be higher than expected. Understanding these costs may help you in planning your future budget.


Please Note: The Foursquare Insurance Department (888.635.4234) is available to assist you in obtaining this quote.

3) The cost to maintain a property and/or repair deferred maintenance can sometimes be costly Asking the donor for these operating costs can help inform your future budget needs. 

4) Obtain a title report. Again, although this is a gifted property, understanding what easements, liens, etc. that could be connected with the property can affect its value and use.  In addition to the title report, you may want to consider obtaining an actual title policy to insure the donor has legal title and that it is properly transferred to the church. If you do work with a title company, they should also be able to assist you in preparing the proper transfer documentation and let you know the cost to record the transfer documents, etc. 

5) Research the possibility of obtaining a property tax exemption for the property. If a property tax exemption is not available, research the cost of the property taxes. 

Please Note: Property tax laws vary from state to state and sometimes county to county, and each has different criteria for the exemption and getting a preliminary assessment could very well be worth your time and efforts.  Do not assume that just because you are a church that you will not have to pay property taxes.  In many jurisdictions, how the property is actually used affects property tax exemption (e.g., vacant land may not be exempt). If you find that you are unable to get the exemption, understanding and considering the tax consequences in your budget may also be important.


We hope that this information is helpful and you do not feel overwhelmed. Your Foursquare property service team is here to help you through this process and to answer any questions that you may have. We look forward to seeing this gift become a blessing for generations to come.
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