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l. Introduction
Objective: To establish an efficient and effective procedure for acknowledging
planned gifts. Planned gifts will be given special handling in the
acknowledgment process.

Il. Revision history
Initially adopted 6/10/2005.

ll.  Definitions
Definitions are contained in V. Roles and responsibilities and VI. Procedure.

IV.  Persons affected
Donors, director of gift planning, development officers, Donor Relations and
University Events staff, vice president for development and his/her associate,
assistant/associated vice president for development, director of development
research,

V. Roles and responsibilities
[Summarizes the roles and responsibilities of all individuals involved with this
document.]

A. Responsibilities of the Director of Planned Giving

1. Initiate the acknowledgement process.
2. Complete a “Planned Gift Transmittal” form (see exhibit) and distribute it to:
e Assistant Vice President for Finance & Administration
e Director of University Stewardship & Events
e Development Associate, Office of the Vice President for Development
e Director of Prospect Research

3. Provide the donor with an appropriate acknowledgement including tax
information and disclosures, if appropriate.



4. Provide the Assistant Vice President for Finance & Administration with any
additional information necessary to administration of the gift (e. g., gift annuity
agreements, charitable trust instruments, stock transfers, and real estate deeds).

5. Forward file copies of acknowledgement letters to the Office of Prospect
Research.

6. If a gift agreement is necessary, advise the appropriate development officer.

B.  Responsibilities of the Assistant Vice President for Finance & Administration

1. Complete coding notations and route the Planned Giving Transmittal to
appropriate personnel for recording, database coding, and adding to the Office of
Gifts & Records’ scanned and paper files.

2. As the Director of Planned Giving is providing tax information when
indicated, there is no need for the Office of Gifts & Records to issue receipts.

3. Provide information to the Foundation’s fiscal agent necessary for the
administration of the gift.

4. If a use agreement is indicated, negotiate the agreement and have it signed by
the appropriate parties. Provide copies of completed gift agreements to the offices of
Gifts & Records, Planned Giving, and Prospect Research.

C. Responsibility of the Director of University Stewardship & Events

If an acknowledgement letter from the President of the University is indicated, the
Director of University Stewardship & Events will route the Planned Giving
Transmittal to the appropriate person for drafting and processing and provide file
copies to the offices of Planned Giving and Prospect Research.

D. Responsibility of the Development Associate, Vice President for Development.

If an acknowledgement letter from the Vice President for Development is indicated, the
Development Associate will do the drafting and see that the letter is processed. Copies
should be provided to the offices of Planned Giving and Prospect Research.

E. Responsibilities of the Director of Prospect Research

Retain copy of Planned Giving Transmittal and acknowledgement letters in the donor’s
file.

F.  Responsibilities of other development officers.

If notified of a planned gift, provide information to the Director of Planned Giving so
that the acknowledgement process can be initiated.



If a gift agreement is indicated, negotiate the agreement and have it signed by the
appropriate parties. Provide copies of completed gift agreements to the offices of Gifts
& Records, Planned Giving, and Prospect Research.

VI. Procedures

A. Unusual circumstances may require a higher degree of communication and
cooperation.

B. Procedure Review. Appropriate staff will review this procedure annually.




GEORGIA STATE UNIVERSITY

Planned Gift Transmittal

DATE:
TO: Ellen C. Burgin, Assistant Vice President for Finance & Administration
Erin Erskine, Director of University Stewardship & Events
Martina Emmerson, Development Associate, Vice President for Development
Connie Hawkins, Associate Vice President for Central Development
Jane Spangler, Director of Prospect Research
FROM: David Brown, Director of Planned Giving
Date of Birth
Name of Donor(s) or Age Banner ID No.
Date of Gift: Face Value:
Type of Planned Gift
Bequest (or Living Trust) Life Insurance Policy
Q Dollar amount Q Paid Up
Q Stock or property O Premiums Remaining
Q Percentage bequest O IRA /Retirement Plan Beneficiary
O Residuary bequest Q Other - specify:

Exhibit

Q Charitable Gift Annuity

Q Charitable Remainder Annuity Trust

Q Charitable Remainder Unitrust

Revocable/Irrevocable
O Revocable QO Irrevocable. Present Value =$

Coding
O Code in Banner as Heritage Society member.
O Do not recognize donor as Heritage Society member in Banner.

Documentation Attached
Q Heritage Society Enrollment Form
Q Other - specify:

Designation
QO Unrestricted O Restricted as follows:

Acknowledgements (in addition to Director of Planned Giving)
Q Carl V. Patton, President of the University
O Nancy E. Peterman, Vice President for Development/President of the Foundation
Q Other - specify:
Unless otherwise indicated, acknowledgements should be sent to home addresses. File copies should be
forwarded to the offices of Planned Giving and Prospect Research.

Additional Information:




HELP

People to contact
Position Title Campus Location Phone Number
Director, Gift Planning 742 1PP 3-3414

Additional information and resources

Foundation policies and procedures
2.4 Gift Acceptance Policy, Title IV, Planned Giving
2.4a Gift Annuity Establishment Procedure

Email Address
cbeckoff@gsu.edu



	Name of Donor(s)
	Date of Gift: _______________________ Face Value: ______________________________
	Revocable/Irrevocable
	Coding
	Documentation Attached


