GEORGIA STATE UNIVERSITY FOUNDATION
Major Gift Transmittal Form
And Application for Solicitor Credit
This form is required for gifts/pledges of 10,000 or more.  Please submit original in lieu of a deposit form to Gifts and Records and distribute copies to the gift attribution committee (vice president and associate vice presidents) and gift officers requesting solicitation credit.  Please refer to page 2 for additional instructions.
1. CONSTITUENT IDENTIFICATION

Name of constituent: 

Constituent ID: 

Date of gift/pledge:   

Amount of gift/pledge: 

Fund name: 

Fund ID: 

Is this gift/pledge anonymous (Y/N)?  

Will soft credit be awarded (Y/N)? 

If yes, list constituent name(s) and ID(s) and reasons: 

2. PROPOSAL ENTRY
Has a solicitation been entered into Raiser’s Edge?  Has proposal documentation been submitted to Development Research?  This information is essential to the proper awarding of solicitor credit by the gift attribution committee.  See instructions on page 2.  Name of proposal as entered into RE (if applicable) 

2. HAS THE FUND BEEN ESTABLISHED?  WILL THE NEW FUND BE AN ENDOWMENT OR A QUASI-ENDOWMENT?  
See instructions on page 2.
3. REQUEST FOR SOLICITATION CREDIT?  Please list gift officers.
Solicitation credit is awarded by the gift attribution committee.  After the committee awards credit, Gifts and Records will make entries into Raiser’s Edge.
4. FORM OF GIFT (CHECK ONE)
· Completed outright gift (attach check or complete non-cash information block below).

· Pledge with initial payment (attach pledge documentation and first pledge payment check or complete non-cash information block below).

· Pledge – payments begin at a later date (attach pledge documentation)

5. NON-CASH INFORMATION (CHECK ONE)
Asset:  ( Securities/mutual fund shares*  ( Real estate* ( Tangible personal property (gift-in-kind)*  ( Other* (describe below)

Describe the asset, give its estimated value, and estimated receipt date:


*Additional paperwork required.  Consult the Office of Gifts and Records and foundation policies and procedures.  
6. ATTACHMENTS (CHECK ALL APPROPRIATE):
· Pledge documentation  (  Check  (  FE Project ID request form  (  Copy of endowment agreement/description
· Other – please list: 


7. SUBMITTED BY:

Signature
Date


Name printed or typed
Extension

8. RECEIVED BY:

For the Georgia State University Foundation
Date

GEORGIA STATE UNIVERSITY FOUNDATION

Major Gift Transmittal Form
And Application for Solicitor Credit
INSTRUCTIONS
1. CONSTITUENT INDENTIFICATION
This information is needed for the Gifts and Records staff to identify the constituent in Raiser’s Edge and process the gift properly.   Names of constituents should be the same as they are in RE.  Typical “reasons” for awarding soft credit are for households, company matching gifts, and donor advised funds.
2. PROPOSAL ENTRY
It is the responsibility of the soliciting gift officer to have solicitation information entered on the proposal tab of the prospect screen in Raiser’s Edge and have proposal documentation submitted to Development Research.  See the prospect management procedure for acceptable forms of prospect documentation.  Development Research staff will scan the documentation and post to the media tab of the prospect screen in Raiser’s Edge.  To help the Gifts and Records staff connect the solicitation to the gift/pledge, please enter the name of the proposal as labeled in Raiser’s Edge.
3. HAS THE FUND BEEN ESTABLISHED?  
WILL THE NEW FUND BE AN ENDOWMENT OR A QUASI-ENDOWMENT?  

If no, complete a new account form and submit to Foundation accounting, which will assign an RE fund code and an FE project ID.  If the new fund is an endowment or quasi-endowment, complete an endowment fund/endowment description form and submit to Donor Relations and University Events which draft the agreement/description.
4. REQUEST FOR SOLICITATION CREDIT

List names of the gift officers for whom solicitor credit is requested and provide each with a copy of this form.  Solicitation credit is awarded by the gift attribution committee.  After the committee awards credit, Gifts and Records will make entries into Raiser’s Edge.
5. FORM OF GIFT

Self explanatory.  Unusual situations should be discussed with the Director, Gifts and Records. 
6. NON-CASH INFORMATION 

This section should be completed if a non-cash gift or pledge payment is made contemporaneous to the submission of the major gift transmittal.  If such gift or pledge payment is not complete at the time that the transmittal is submitted, estimates will suffice.  The information is needed to alert the Office of Gifts and Records and to provide background to others on the distribution list.  Additional paperwork may be required.  Note: There is a separate planning gift transmittal form.  Contact the director of gift planning for more information.
7. ATTACHMENTS

Self explanatory.  The submitter of this form is responsible for requesting an endowment agreement/description, if needed, from the Donor Relations and University Events and for requesting a Financial Edge project ID, if needed, from Foundation accounting.  Until the FE project ID is assigned, the gift/pledge will be assigned to a holding account.

8. SUBMITTED BY:

Usually this is the primary managing the prospect or the gift officer who closed the gift.

9. RECEIVED BY:

For use by the Office of Gifts and Records.
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