Georgia State University Foundation, Inc.
Gift Deposit Procedures
· Deliver all contributions to the GSU Foundation Office, Suite 533, One Park Place South.  Deposits are accepted between 8:30 a.m. – 4:45 p.m.

· Deposit the contributions with the designated staff.

· List all contributions on the GSU Foundation Gift Deposit Form and provide any additional papers received with the contributions.

· You may download a blank Gift Deposit Form from the Foundation’s web site www.gsu.edu/giving
· If the donor is an organization, provide a contact name and title at the organization.

· If the contribution is on behalf of another individual, a memorial gift, or an honorarium, provide adequate information, like name and address, so that an acknowledgment or notification may be sent.

· Indicate if the contribution is for a fund that is in the process of being established. These gifts will be booked to the holding fund until the new fund is established.

· If the donor received a benefit for the contribution, indicate the amount in the non-gift column and give a brief explanation concerning the benefit.

· Clearly print the name of the person who prepared the Gift Deposit Form and provide a phone number in case questions arise during gift processing.

· For further help or questions concerning the Gift Deposit Form or gift processing procedures, please contact:
Marion Campbell

Director for Gifts and Records

404-413-3446
mcampbell11@gsu.edu
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