Procedures

For

Gifts, Bequest & Contributions


A.
The donor of gifts, bequests, and contributions must specify in writing the use of which the gift, bequest, or contribution is intended.

1.
If the gift, bequest, or contribution may be used at the discretion of the College for general purposes--the most desirable acquisition--the donor should so state.

2. Gifts, bequests, or contributions or personal property such as books, equipment, and training aids with unusual long-term restrictions on their future use and ultimate disposition should not be accepted.

3.
The validity of donor restrictions will be determined at the lowest level of acceptance authority.

4.
Items covered by statutory regulations regarding use, possession, storage, or disposal must not be accepted without prior approval of the President.

B.
A permanent centralized file of all letters from donors of gifts, bequests, and contributions which contain the provisions for the use and disposition of the gift, bequest, or contribution will be maintained by the Institutional Advancement Office.

C.
The President may accept money or negotiable instruments for the establishment of endowment, agency, loan or scholarship funds.

D. A letter of conveyance from the donor must be obtained, stating the purpose for which the donation is to be used, and, in the case of money or negotiable instruments state how the principal and/or income from the funds will be used.  If unrestricted, it should be so stated.

E. Any information concerning donors or prospective donors will be confidential.  No information will be released to the general public without securing the donor’s prior permission, unless a need to know has been established.  

F. Accurate records of donations will be maintained by the Institutional Advancement Office.  Personal property given to the College will be properly inventoried and recorded by Inventory Control.

G. Upon receipt of a gift, bequest, or contribution, a Gift Acceptance & Transmittal form is prepared by the individual receiving the gift, bequest, or contribution.

H. The Gift Acceptance & Transmittal Form, along with a contribution agreement or letter, is forwarded to the Institutional Advancement Office.
I. The President acknowledges the gift, bequest, or contribution with a letter to the donor.

J. One copy of the Gift Acceptance & Transmittal Form is sent to the Inventory Control Department for inventory for value over $5000.00.  Another copy is sent to the Director of Marketing and Communications if Donor Permission Release has been provided for value over $5000.00 for press release or for student scholarships press release.
K. Institutional Advancement Office reports gift(s) to the office of the Associate Vice Chancellor of Resource Development as required, by input into a system-wide resource development database.

L. The Gift Acceptance & Transmittal Form and a copy of the President’s acknowledgement letter are placed in a permanent file in the Institutional Advancement Office.

