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Voucher Redemption Instructions 
 
Thank you for using DonateDirect. The voucher redemption process is very straightforward and 
should take less than one hour.  You will need the following: 
 

1. Approximately 45-60 minutes 
2. Copies of receipts for qualifying purchases 
3. Optional, but recommended: Organization address stamp or sticker.  Each voucher must 

have the organization name and address entered in the appropriate spot.  Your package 
may contain 100-200 vouchers. 

4. Optional, but recommended: Signature stamp from an employee of the organization.  Each 
voucher must be signed by an employee or designated representative.  

 
This packet contains the following: 
 

• Step-by-Step Voucher Redemption Instructions 
• Voucher Redemption Cover Sheet  
• Voucher packet in the amount of $    
• Sample Voucher 
• Spreadsheet detailing your vouchers and voucher amounts 

 
 
 

Step-by-Step Voucher Redemption Instructions 
 
 

- PREPARE PROOFS OF PURCHASE -  
 

1) Gather together proofs of purchase for IT product purchases by your organization.  
• Each proof of purchase must include the date of the purchase and the product 

name/description.   
• This may consist of either receipts or invoices.   
• If an individual purchased the item, please include a paper trail that proves the 

purchaser’s relationship to the organization.  
• Eligible purchases include most desktop software, hardware, and peripherals which 

were purchased after July 18, 2003.   Ineligible products are software and hardware 
which is enterprise or server based.  For more information on product eligibility, check 
http://www.microsoftcalsettlement.com. 

 
2) Make copies of all receipts, which contain the eligible products.  You will need to send the 

receipts as part of your voucher package; we recommend sending copies and retaining the 
originals.   
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3) Circle or highlight the eligible product names and the amount paid on the proof of 
purchase. 

 
In this example an organization purchased Apples iWork software 
from CompUSA on January 21, 2005. Please ensure all qualifying 
purchases were made after July 18, 2003. Eligible products include 
IT purchases including software, hardware, and peripherals, not 
including any enterprise or server purchases.   
 
More information on product eligibility is listed on the front of the 
voucher or at http://www.microsoftcalsettlement.com. 
 
 
 

 
4) Add up the dollar value of all of the circled products.  Do not include taxes and shipping 

costs.  
 

- PREPARE VOUCHERS - 
 
5) Gather just enough vouchers to “cover” the dollar value of the circled items. 

You may also use the Voucher Excel spreadsheet in this package to double-check the 
vouchers and their values.   For example, if you have $6,500 in receipts, gather at least $6,500 
in vouchers to submit.  As you will probably exceed $6,500 by a small amount you will receive 
a new voucher for the excess from the Claims Administrator along with your check(s). 

 
 

6) Fill in the name and address of your 
organization in the “Name” and “Address of 
person or Entity Receiving the Transferred 
Voucher” fields.  You may use a stamp or 
stickers to streamline this step. 

 
 
 
 
 
 

7) Sign all of the vouchers with your name in 
the green box.  It is acceptable to use a 
signature stamp.   
 
Any person authorized by your organization 
can sign the voucher. On rare occasions, the 
Claims administrator may ask for a letter from 
your organization regarding the authorization 
of the signing person to confirm the vouchers 
are being redeemed on behalf of the recipient 
non-profit. 
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8) Detach the vouchers at the dotted line. Retain the top portion of the vouchers (stubs) for 
your records. You should keep these until you receive payment from the Claims Administrator. 

  
 

- PREPARE EXCEL SPREADSHEET-  
 

9) If you have proof of purchases exceeding the total amount of all of your vouchers, you 
should submit the excel spreadsheet as is.  
 
If you are not submitting all of the vouchers at this time you will need to modify the Excel sheet 
to reflect only the vouchers currently be redeemed; line through the vouchers which are not 
included in this submission.  
 

 
- COMPLETE VOUCHER REDEMPTION COVER SHEET –  

 
10) Complete the Voucher Redemption Cover sheet (included in this packet) 

 
11) Mail the following items: 

• Voucher Redemption Cover Sheet 
• Excel sheet identifying all enclosed vouchers 
• Vouchers 
• Proofs of Purchase 

 
To: Claims Administrator 

Microsoft-California Settlement 
P.O. Box 790 
Minneapolis, MN 55440-0790 

 
Because the Claims Administrator uses a post office box, you cannot use UPS, FedEx, or any 
independent package carrier to send in vouchers. We recommend that you send your 
voucher packets via US Mail, specifically Priority Mail, Return Receipt Requested.  If you 
would like an email acknowledging receipt of your voucher package, please note that on the 
cover sheet provided to you by DonateDirect.  
 
 You should expect to receive your check(s) in 45-60 days.   
 

- FINISHED! WHAT’S NEXT? –  
 

12) After you receive your check(s), each donor needs to receive a letter acknowledging the 
amount of their tax-deductible donation on your organization’s letterhead.  Once you receive 
the check(s) from the CA please contact us and we will send you language to include in the 
thank you letter re-explaining the DD program and also a soft copy of the mailing list to 
facilitate a mail merge. 
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Voucher Redemption Cover Sheet 
 

Please include a completed Voucher Redemption Cover Sheet with each voucher pack submission. 
 

I.  Contact Information  
   
 Contact Name: ____________________________________________________ 

Organization Name: ________________________________________________ 
 
Address (mailing labels or stamps can go here):      
________________________________________________________________ 
________________________________________________________________ 
________________________________________________________________ 
________________________________________________________________ 
 
Phone:  __________________________________ 
Email:  ___________________________________ 
 
 Optional: I would like the Claims Administrator to email me confirming  

receipt of this voucher package. 
 
II.  Voucher Information  
 

 I am enclosing receipts totaling $_______ 
The total amount of proofs of purchase that you are submitting 
(minus tax, shipping, and handling fees). 

 The total number of signed vouchers that I have enclosed is ______ 
 These vouchers are for a total amount of $_______ 
 I have enclosed a printout of an Excel spreadsheet detailing the 

individual vouchers that I am redeeming.  
 
III. Proof of Purchase  

 
Please indicate which of the following proof of purchase options you are enclosing:  
If you purchased software licenses, the same rules apply.  Please note that a yearly  
service agreement is not eligible, but proof of a software upgrade is.  

 
 Purchase receipt from retail store  
  Invoice with name of organization, product purchase listing, date  
  Email receipt, normally used for online purchases of software  
  Invoice with an individual name, along with proof that the individual is purchasing on behalf 

of your specific organization (i.e. reimbursement information with name and address of the 
organization) 

  Other proof of purchase (please attach an explanation of the paper trail, and enclose all 
documentation) 
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FREQUENTLY ASKED QUESTIONS 
 
 
If there is a problem with my submission, what happens? 
If the Claims Administrator has a question or comment about the voucher packet you have submitted, 
they will contact you directly.  In the event of a dispute over the eligibility of a piece of software or 
hardware, the Claims Administrator will refund that portion of your vouchers.  Under no circumstances 
will you lose vouchers due to any disputes.  If any vouchers are lost, you may request replacements 
by contacting the Claims Administrator.  
 
What if we are an umbrella organization, submitting more than one voucher pack? 
If you are an umbrella organization submitting voucher redemption for more than one location, and 
you made group purchases, you will have to submit additional documentation connecting the 
purchases and eventual distribution of the technology purchases to the specific location.  Common 
types of documentation are accounting ledgers and fixed assets reports. We recommend that you 
submit a cover letter explaining the connection, including any internal codes contained in the 
additional documentation that would assist in the claims administrator’s review of your submission. 
 
Please include a separate Voucher Redemption Cover Sheet with each voucher pack submission. 
 
Where do I find the name of each donor?  
The name of each donor is on the front of each voucher 
(circled in the graphic at right), as well as on the spreadsheet 
that we have sent to you.  
 
When do the vouchers expire?  
Please note the date in the upper left corner (circled in the 
graphic at right).  After this date, your vouchers expire, and 
can no longer be redeemed for cash. All vouchers must be 
postmarked by this date 
 
 
 
Please visit www.DonateDirect.net for more frequently asked questions or email the Claims 
Administrator at jmoberg@rustconsulting.com. 


