Gifts of Checks, Cash and Credit Cards

Policy Purpose
The policy is needed to provide University administrators guidance on processing gifts of checks and cash that are received in the departments. 

Policy Statement
It is the University policy that all gifts of checks and cash be forwarded to the Development Office on the same day they are received, and should be accompanied by a Gift-to-Deposit Form outlining the details of the gift.  The University Development Office will be responsible for the timely and accurate depositing of all gifts received by all departments and divisions of the University.   It is essential that all University departments in receipt of a gift transmit it to the University Development Office without delay. 

Policy Details and Procedures
The University Development Office is responsible for the timely and accurate deposit of all gifts received by all departments and divisions of the University.  University policy requires that cash and checks be deposited on the day they are received; therefore, it is essential that gifts be transmitted to the Development Office as soon as possible to maintain accurate records and assure that donors are properly acknowledged and recognized.

Fully completed Gift-to-Deposit Forms having no extenuating circumstances will be processed within 24 hours of receipt. A weekly report of all gifts credited to each account will be forwarded to the department’s Development Officer for review and disbursement. Note that there may be a lag of several weeks between the deposit of gifts and their appearance on the budget summary issued by the Office of the Comptroller.

Guidelines designed to assist all departments with acceptance, deposit, and acknowledgment of gifts follow:

Transmittal of Gifts by Check


1. Verify that the name of the University, or an appropriate abbreviation such as "GW", appears on the payee line of the check. Note: If donors ask, suggest that specific departments or divisions be noted on the memo line of the check.

2. In general, checks should be endorsed by the receiving department to ensure their safety in transit to the Gift Processing Unit. The checks should be endorsed with “for deposit only.” However, if a check intended for University purposes has been written to an individual (e.g. a faculty member), that individual must endorse the check and sign it over to The George Washington University. If a check is made payable to a specific department or division (e.g. Center for Digestive Diseases, Music Department, etc.), the department chairperson must endorse the check according to how it is made payable and specifically include The George Washington University in the endorsement (e.g. Center for Digestive Diseases of The George Washington University, Music Department of The George Washington University). When checks received in the Development Services Office are not made payable to the University, the gift processing staff will contact the originating department for resolution.

3. Departments receiving gifts of checks should complete a “Gift-to-Deposit” form [see attached sample], including the following information (incomplete forms will be returned to departments for additional information and will delay processing of gift):

a. Donor name and address

b. Gwid (if new to banner we will create an I.D., you should state n/a)

c. Gift amount

d. Account name

e. Designation or Banner Index to which deposit is to be made (Please use one deposit form for each fund/center code)

f. Indication of acknowledgement letter sent from department (strongly encouraged)

g. Name and phone number of department contact

Note: Additional forms, as well as electronic copies of the form, are available from the Gift Processing Unit. 

4. Forward the completed form, along with the check(s), a copy of the acknowledgment letter (if available), and all original documentation received with the check/cash/credit card, including matching gift forms, to the Gift Processing Unit, Development Office, 2100 M Street, NW, Suite 310. 

5. If dropping donations off you should do one of the following:

(If a receptionist is stationed at the front desk)

a. Fill out the “Receipt of Gifts Daily sign In Sheet”

b. Date

c. Deposit total

d. Checks (Total # of gifts, and total $ of gifts)

e. Credit (Total # of gifts, and total $ of gifts)

f. Cash (See Gifts of Cash/Currency section below)

g. Sign at Delivered by

h. Obtain signature from the staff receiving the envelope(s)

i. Make a copy via the fax machine for your files, place the original on the clipboard

j. The envelope will be placed in the black safe located in Room 313

                                                                       Or

k. Drop off your checks to Room 313 or 312 and you will receive a receipt for the donations.  

                                                         Or

If no one is available at the front desk, or Room 313 or 312 you should sign in the donations on the clipboard located on the top of the black safe.  Fill the form in its entirety.  Drop the donations in Room 313 in the Black Safe.  You will receive a receipt in the mail as soon as we retrieve it from the safe.  

6. Retain a copy of the (gift transmittal form/deposit form), (and any background information you wish) for departmental records. 

7. The Development Office will provide donors with an official receipt for tax purposes directly unless instructed to forward it to the receiving department for mailing to the donor. Matching gift forms will be signed by the University official authorized to sign them for GW, and will be submitted to the company or foundation. 
Gifts of Cash/Currency


1.
Cash gifts must be hand-delivered to the following staff in the Gift Processing Unit, Development Office, 2100 M Street, NW, Suite 310, along with the “Gift-to-Deposit” form[see Gifts by Check above, step 3] on the day they are received or collected. Cash transaction donations should be recorded separately and should not be added with checks or credit card transmittals.  Please call the Development Office in advance to verify Managerial staff is available to receive cash.  The following are able to receive cash/currency:  Nina Ellis, Director of Gift Records, Rodney Baccaray, Assistant Director of Gift Records, Annette Duffy, Manager of Special Gifts.  You will receive a receipt for your files.

1. These gifts will show on the journal produced electronically with a gift type of “GB” for your records.  


Credit Card Gifts via Telephone

1. Credit card donations made via telephone should be recorded on the “Telephone Donation Form” [see attached] and faxed directly to Development Services.  The form must be completed in full, incomplete forms will be returned to departments for additional information and will delay processing of gift. Please do not send duplicate in the mail as it may get duplicated.
2. Credit cards will be processed on the date they are received by Gift Processing, NOT when they are postmarked or sent.  This is especially important at the end of the calendar year.

 
Acknowledgment of Gifts

The Development Office issues official tax receipts as well as institutional thank you letters. Major donors receive a special letter from the president.  However, gifts designated to a specific department should be acknowledged by the department. 

Information and Questions   

If you have any questions about this policy contact the Director of Gift Records, 2100 M Street, NW, Suite 310, 202-994-9342; or visit www.gwu.edu/~ads.
