[bookmark: _GoBack]Gift Processing Forms 

New Endowment Allocation
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New Discretionary Budget
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Pledge Form
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Gift Transmittal – for an individual. There is a different form for organizations, but that is used less frequently. This form does not need to be seen or signed by the donor.
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REQUEST FOR NEW ENDOWED GIFT BUDGET 4333 Brookiyn
Box 359505

P-205685-1980 F: 206-585-5911
T form may be used 0 request a new 3 budaet. Questions should b diractd t Gif Prosessie, 2080851060, Please atachal eated donor
s deparimanisl comespondince.

GfL% University of Washington Gift Processing

BAKD  Oficeof ety Acvancement

FORM PREPARER INFORMATION

This should be your information.

REQUESTING DEPARTMENT

canp: oeparment | Access Program -
N Stb departments are only for Medicing,

seneec ATChitecture and Urban Planning Epgee - -

onsean AQUAHC aNG Fishery Sciences -

TYPE OF FUND PROPOSED

o Ensoament hane

Fund Purpose

0 G ugzen Dessmere o oo

[P Dsszsons sime Dsee

“The description shouild include the purpose of the fund and any odd donor restrictions, This description will be
used i a lot of places and may be the only fund description that an adminstrator looks at before they decide
how to spend the gift funds, so it should summarize the donor wishes from the gift agreement.

“This field i limited to 255 characters in Advance.

[1] Make this an oniine giving fund _ The fund will be put online even if you do not check this box

Matching: There are not any matching campaigns geing on, so it is very liely
01 Not part of a matching initiative €= that you should checl: this box for new funds,

[] Facutty-StafrRetiree Campaign fo Students Fund
[ "Students First” Scholarship Fund

FUND ADMINISTRATION

“This should match the gift agreement. It is usfiall the department|chai or the Dean.

‘The department contact for gift processing fingncial information. SHould usually be the depgrtment administrator.

GIFT PROCESSING INFORMATION (for ¢
Do ez | revencasy | Appoeasy

SucgeiNumoar | Dais Erersaon A | EnrEdS)

TR R SN

Choose one of
these options.

Ifyou are
creating a faculty
fellowship, it
should be made
extremely clear
that the fund is
intended to
support faculy
Gift processing
often confuses
fauchy
fellowships with
graduate
fellowships, and
thus assigns the
incorrect type of
budget nurmber
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Reset Fund Info

Gt Processing, Box 359505
4333 Brookiyn, Seatle. WA 38105
F:200-065-1380 F: 200-085-6911

University of Washington

@ REQUEST FOR NEW GIFT BUDGET

&P ofies of University Advancement
75 o sl e Used o reguest 3 new G BUdiet Guestons should be Greced o G Prosssein, 206-065- 1680 Please 30 a1 roied dorer
1 daparments conespongence.

“For discrdonary funds.thisform mustbe aocompanied by 3 complered copy of 2 Fequest 1o Esabich 3 iccrefionary Fund form.

Forward iheoriginal 0 Gran: and Contract Accounting. Box 351122

REQUESTOR INFORMATION

Reset Form

REQUESTING DEPARTMENT

Accuracy of the department
information is important for making
sure we recieve reparts of gifts when
they are pracessed to the fund.

School: Arts and S

Division: Arts, Humanities, Natural
Science, Social Science, or Dean's
of

Department: ARS Department
Sub department: is only for UW
Medicine. ARS does not have any
sub-departments

Organization Code: should be spe

s Seatte < | omarrer: A&S Non-Dept Programs |
Sovor ATt and Scences ] seowenmen "
veer Aquatcand Fishery Scencss =] 0P o
e ont o st 0 o s )
P D PROPOSED
Gy Gorramy o)
Dlstucent support CIFaculty Support DJProgram support O captal Support O piscretonary Support
PP D Academe Suppor D rescionat Suppor D wetatora Somper ]
O Fetowsno. O Research Dloiscretionary”
[] scholarship (undergrad or mixed [TJoraduste/Professional Scholarship [] Student Loan

S et g
L] rendng stetaton_[]Piedoe [Jon

[ st Teanster

Miske tis an onine gving fund
Owe

“The fund will always be
added to the online.
aiving page, no matter
which option you select.

ves

“The description shotid include the purpose of the fund and any odd
donor restrictions that should be made clear. This purpose description will
be used in a ot of places and may be the only fund description that
department administrators ook at when they choose how to spend the
funds, 50 it should summarize the donor wishes fiom the aift agresment.

This field is limited to 255 characters in Advance.

FOOD APPROVAL
“This fund wil be sed to purchase (check all that apply):

Dtood or arink [ alconoic beverages (Alcoholic beverages must be purchased through a discretionary fund’y
Foodlarnks 1 be used for (chedk al iat apply)

nosting and entertaining ] conferencesiworksnops [ research purposes [ remote research sites
FUND ADMINISTRATION
“This shouid match the administrator listed in the]gift agreement, and juil usually be the department chair

|nformation. Shoidl |sually be department acinistrator

Department contact for aift processing financial

epoeasy

Teremaaty Nocaion CoseAclgrea | GlogeINuno® | Dta rarsaon et | Snzas)

Select orly one option each in the
category and fund purpose sections
Although more than one box can be
checked on the form, orly one opton
can be entered into Advance.

If you are creating a faculy fellowship, it
shouid be made extremely clear here and
in the purpose section that the fund is
intended to support faculty. Gift
processing often confuses faculty
fellowships with fellowships for graduate
students.

To purchase alcohol, departments
need a 64-prefix budgst. That can be.
accomplished by setting up a nomal
65- gift budget and then creating a
64-sub budget OR by creating a
64-gift budget o begin vith,

A separate discretionary burigst
reiest form is recired in orclr o set
Up a 64- gift budget.
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UNIVERSITY OF WASHINGTON

INTERDEPARTMENTAL MEMORANDUM ﬁ

‘GRANT & CONTRAGT ACCOUNTING, NEW ACCOUNTS.

™ Assistant Vice President From [Prone:

3917 University Way NE, Box 351122
“The following information is provided to aciltate the review and establishment of a Discretionary Fund. If approved, this

fund will be administered in accordance wih the University's Operating Policy Used to Administer Discretionary Fund
Budgets. Addiional pages are atiached as necessary.

REQUEST TO ESTABLISH A DISCRETIONARY FUND
1. Source of funds and donor's purpose

Can match the gift agreement purpose section - can be general,

2. Speific description and objectives of fund.

Craft this portion out of the purpose section, but note if there are any specific programs that the fuch
will support.

3. General outline and examples of the type of expendiures to be Incurred.

Can match the authorized expenditures section of the gift agreement.

4. Complete budget ttle: /

Budget tie: gaspacssoriess) __ __ __ __ ___ . __ _._._______
5. Person designated to administer the fund. (Please include ille and phone number.)

Should be as close as possible to the fund name. May need to be shortened o fit

o, T, e

&. Organization Code - - _ _ ~ Find in the utiites section of SDS

7. Baxnumber Box number of the department. Can find in the UW office directory

Enclosure
RECOMMENDED FOR ACCEPTANCE

| Signanure Division/Deparment Department chair signature

 f required by Vice PresidenyDean) P 7 Dme
Dean Stacey signature

e Vo P o oo

F——

TS i 2 DiSyulon: WHITE - Grant & Goniract Accounting, CANARY - G Polcy, B0 558240
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UNIVERSITY OF : OFFICE OF UNIVERSITY ADVANGEMENT
Reset Form ocacsing.
WASHINGT e o

PLEDGE FORM FOR OUTRIGHT GIFT Prone. SO0 85 1080

Total personal

o mest the objectves that support the Universiy of Washington and is st
mylour intent to contribute a total of $, fdowed [INon-Endowed

[This pleage is from: L Jindividual(s) LJOrganization

e ekt e e Fo . e, R i
Relationship to University of Washington: [1]UW Alum []FacultyStafi - [] Friend
Donor or Organization Name:

‘Spouse/Partner or Organization Contact Name:
Address:

Donor or Org. Contact Signature: _Doner signs here Date:

IWe request that the gift be used to support the following area(s):

Amount Fund or Purpose e
Not the allocation code first and as much of the fund title as you can fit

s

s

s

Fulfilment InSUctions: (ot o sxceed 2 year)
1. Total plecge payment enciosed a this ime: §_€2N be $0 If the pledge payment schedule
2.1We would like o pay:[] Annually [ Semi-Annual oot ehaforuard youmay
CMonthly [ Quarterly this whitespace.
Starting: Date of 1t pledge
payment

3. Payment
] Please send pledge reminders to the above address.

] Please charge my creditcard. Your credit card wilbe utomsticaly harged each biling cyci.

Card Type: [] American Express Cara#
[ Mastercara Exp. date: iy
Ovsa

[ Please do not send pledge reminders.
gift eligible for a corporate match? [1ves [INo

Amount to be matched: $ _ Amount of match _ By: _Company name

Development Contact Information: Development Offer Name:_Si=Wardship Coordinaor nformation
Department Box Number Phone:

contribution from the
donor. If there is a
corporate match, those
funds should NOT be
reflected here - this is
Just the personal
contribution.

Al of this can be found
in Advance. You don't
need to make the
donor fill t out.

Ifitis anew
allocation, with ot
an allocation code
yet, you can put
"new fund" here
and submit the new
allocation form at
the same time.

If there is credit card
info on the form, do not
submit it o it
processing via email,

{— Corporate matching
details here

[ ——— )
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Unwersty of Washingon [Reset Donor Infol
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e
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[vome adress i phoneumtar e | [srommsomreros

ooty [ et rouzon

|

I the donor wishes to be
anonymous, it is important that
the aftis processed
anonymously. Itis essier to mark
a aift anonymous fiom the
beginning than to try to clean it
Up after the fact.

Publications anonymous means
that the donor's name will not be
listed in UV publications
externaly regarding that gift

Anonymous profile means that
the aift will never be associated
with the donor in Advance. Some
donors do care about limiting the.
number of UV staff who have
Inowlecige of their identity.

pr— p—————— pr—
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pr—— o e pr—
Check B Dimer v Cve Closeover Clac [m}
- T Ty ey

Crecit card gifts can also b processed tough the online giving page.

mouns i) atcioncos o _| _ saget wamaes s [—
e allocation in Advance,

This information smrm come directly fiom

T
s, riy .80 iy e ol ot oo
i memary s mhoncect ] mmemaryaf (]

e enenrees e s 53 % This affects the type of stewardship that we craft for the donor

In lind gifts need special documentation in order for the donor to be creited for the "value” of the gift.

pr——r——— eOwen

P —
vn o (e s 9

You will use this form most
frequently for ch

Most of the major gifts that
ABS works on will not be
associated with an appeal
code.

“This will give soft credit to another
entity in Advance, This is especially
important when aifts come from
“pass thiough” organizations like the
Seattle Foundation and we need o
Inow the actual indivual who shouid
be stewarded.

Can be he Stewardship Coordinator|and the same s the form Hreparer

v e o G 34, v for G f s 1t 5, A e 1 s
e o e s e s e s i St e

‘These signatures are not actually required,

Indicates to gift processing that
they should expect additional
paperworl: from the donor with
matching details.




