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MISSION STATEMENTS
Alumnae Association Mission Statement, 1992

The mission of the Alumnae Association of Smith College is to further the well-being of Smith College and its alumnae by increasing the interest of alumnae in the college and each other.

Advancement Mission Statement, 2006

The mission of the Advancement Office at Smith College is to encourage and increase both financial and volunteer support for the institution.  In so doing, we strive to engage alumnae, parents, friends, members of the campus community, and other external audiences, fostering lasting connectedness to Smith and to one another.   

In supporting both of these missions, we collectively adhere to the following guiding principles.  

STATEMENT OF GUIDING PRINCIPLES
· We approach our work from a place of integrity.

· We encourage and promote staff development and teamwork.

· We appreciate the value of humor and its ability to energize, motivate, and ground our work.

· We seek to balance the pursuit of excellence with the promotion of a climate that allows for risk-taking.

· We believe that successes and mistakes provide equal opportunities for learning.

· We recognize that we live in a rapidly changing world that demands flexibility and creative problem-solving in our work approach.

· We take pride in the professional quality of our work.

· We place our trust in each other and in ourselves.

· We value and respect the talents, experiences, and contributions of our colleagues.

· We treasure and foster the relationships between the college and its alumnae and friends.

· We promote a healthy work/life balance, recognizing the importance of relaxation and play.

INTRODUCTION
Smith College is a not-for-profit organization supported by the generous contributions of alumnae, friends, foundations, corporations, and other entities.  Its mission is to educate women.  (http://www.smith.edu/collegerelations/mission.php)
Our goal in accepting gifts on behalf of the college is to match the donor’s wishes with the college’s priorities.  One of the greatest rewards for a donor is seeing her gift make a difference.  It is imperative we do all that we may during the time of gift negotiation to ensure the college’s need and the donor’s wishes match.  

The Office of Advancement serves as the primary contact in working with donors to obtain gifts and establish endowed funds.  Advancement officers should follow the funding priorities set by the college as closely as possible when working with donors.

These policies and guidelines are designed to assist you in significantly strengthening Smith College’s endowment, capital, deferred, grants, and annual campaign programs.  Their purpose is to serve as an important fundraising resource to further the mission of Smith College and to assist donors and prospective donors by facilitating the proper acceptance of gifts.
All gifts and grants are to be made and accepted in accordance with these guidelines.  Any exceptions to these guidelines must be approved by appropriate officers of the college in consultation with the President, Vice President, and/or the Director of Major Gifts and Gift Planning and the controller’s office.

POLICY ON CONFIDENTIALITY OF INFORMATION
Smith College is committed to protecting the privacy of people whose personal information is held by the College through responsible information management.  This includes information on constituents (alumnae, donors and potential donors) that is held on behalf of the Alumnae Association of Smith College and with the Smith College Office of Advancement.  Confidential information about Smith College constituents as well as confidential College information in oral form or on electronic, magnetic, or print media is protected to foster a trusting relationship between the constituent and the institution.  This means that the information is not available for anyone except institutional representatives, and their agents, to see.  In response to this trust, the College requires adherence to the College’s Code of Conduct and particularly its statement of confidentiality:

Members of the college community (including former employees) may be privy to confidential information.  Such information may relate to students, job applicants, employees, finances, intellectual property, research sponsors, or future planning.  All confidential information should be protected by safeguarding it when in use, storing it properly when not in use, and discussing it only with those who have a legitimate business need to know. (http://www.smith.edu/codeofconduct/)
This policy applies to all employees, including part-time, temporary, contractual and student employees, and paid and unpaid interns who assist in the College’s fund-raising and alumnae outreach mission.  Each person with access to confidential information is personally responsible for the protection of it as captured in the following statement:  

1. All electronically-stored information is treated as confidential unless information has been explicitly acknowledged as public information.

2. All computer files, office files and research files are confidential and examining or disclosing their contents is only permitted by authorized College staff and volunteers to fulfill the purpose for which it was originally collected, or for a use consistent with that purpose unless expressly consented otherwise by the constituent.  

3. There shall be no alteration or editing of Smith College records except as required in the performance of one’s duties.  

4. Each person is responsible for reporting any breach of this policy immediately to his/her supervisor or to the Vice President for Advancement or to the Executive Director of the Alumnae Association.

Failure to comply with this policy may result in disciplinary action including termination from employment or referral to the student Judicial Board.  Smith College retains the right to investigate criminal misuse of its information or resources.
CONFLICTS OF INTEREST
It is the policy of Smith College to conduct its Gift Planning Program as a service to donors in assisting their estate and philanthropic planning.

No agreement shall be made between Smith College and any agency, person, company, or organization on any matter related to investments, management, or otherwise which would knowingly jeopardize the donor’s interest.

Smith College’s representatives (directors, volunteers, administrators, or staff) shall not enter into any transaction which would form the basis or suggestion of a conflict of interest.  See the Guidelines below.

It is the college's intent to avoid conflicts between interests of the college and the personal interests of faculty and staff members.  Therefore, when any college business transaction under consideration presents the potential for a conflict of interest, the faculty or staff member concerned shall not be involved in the transaction, and the college shall act in accordance with the guidelines below.

Conflict of Interest Guidelines
A conflict of interest is defined as incompatibility between an individual's private interests and his or her duties or actions as a college employee.



(

A potential for conflict of interest exists where a college faculty or staff member, or a close relative or member of that person's household, is an officer, director, employee, proprietor, partner, trustee, or stockholder in, or stands personally to profit in a material way from, an organization seeking to do business with the college.



(

A potential for conflict of interest also exists when a college faculty or staff member has an interest in an organization which is in competition with a firm doing business with the college and the faculty or staff member's position gives him/her access to proprietary or other privileged information which could benefit the firm in which he/she has an interest.

College business transactions include but are not limited to procurement of goods and services (including consulting and contractual services), disposition of college materials or property, and agreements for the provision of services or use of college facilities or space.

Involvement in a college business transaction includes but is not limited to initiating, making the principal recommendation for, or approving a purchase or contract; drafting or negotiating the terms of a transaction; or authorizing payments for college accounts.

COLLARED APPROACH TO ENDOWMENT INCOME
(December 2004)
This change was implemented after a year of study with the trustee finance committee, and while not the majority approach among colleges, it is still quite common.  The new approach has no impact on the total return concept relative to our old methodology.  

The college has used the “total return concept” for over thirty-five years.  Starting in 2005-2006 the method of determining the annual amount of “income” (also called “draw” or “spending rate”) to be used each fiscal year was changed from taking a percent of the average of the prior twelve quarterly unit values to the collared inflator approach.
With the collared inflator approach we simply start with an initial draw from the endowment in year one (we used 4.75% of the 12/31/04 market value to set the amount of income available for the initial fiscal year 2005-2006).  We convert this to spending per share ($244 for 2005-2006) since our endowment is unitized and we want to account for new gifts.  The following year, the default is that we raise the draw per share by 4.0%.  This is the "inflator."  The "collar" comes in as a check to make sure that we are not under-allocating or over-allocating endowment income to the operating budget relative to shifts in the market value of the endowment. Thus, we calculate the next fiscal year’s spending rate per unit using the 4% inflator of the current year’s spending rate per share.  We then calculate what this new spending rate is as a percent of the per unit market value at the previous December 31 marker.  If it falls within the 4% and 6% range, we deem it acceptable and adopt it.  If it trips one of these "breakers," then we intervene by setting it at the edge of the acceptable range (either 4% or 6%).  The unit value as of 12/31/04 was $5,140.  The initial draw for 2005-2006 was set at 4.75% or $244 per unit.  For 2006-2007 the draw will be $254 ($244 plus the 4% inflator), unless that amount is greater than 6% of the 12/31/05 unit market value or less than 4% of that value, then we would revert to the value on the edge of the “ 4% to 6% collar” nearest the 4% inflator amount.

The purpose of the shift was to minimize the volatility of the endowment contribution to operations from one year to the next and to allow for more effective planning of this important revenue line in our mid-range financial plan.

GENERAL INFORMATION ON ENDOWED FUNDS

Endowed funds are held in perpetuity, with the principal invested for long-term growth. The use of the income from endowed funds may be either unrestricted or restricted to a specific purpose.  The college spends endowment dollars in a “collared approach” (see below).

Use of the income must meet the restrictions set forth in the fund description.  For that reason, fund descriptions must be written with care, preferably including as few restrictions as possible.  When writing fund descriptions, it is important to consider whether the fund will still be useful 100 years from now.

Many endowed funds underwrite departmental budgets, in which case they are not available to fund new expenses.  For example, a new scholarship fund will neither bring an additional financial aid student to Smith nor increase the college’s financial aid budget.  The college may increase the budget by some amount, in recognition of the new endowed fund, especially if the fund is particularly large.  For funds that do not underwrite the budget, a financial manager, usually a department head, is appointed to spend the income in accordance with the donor’s restrictions.  Some funds, for example scholarships and prizes, are controlled and managed by an administrative department.

Income which is not used during one year will accumulate for use in the future unless the gift instrument dictates otherwise.  For example, a lecture fund which generates $5,250 per year will accumulate about $15,750 if not used for three years.  That amount may be used to pay a particularly distinguished lecturer.

If the full amount of the gift is not paid at the time the fund is established, a statement of intent form must be completed by the donor at the time of the gift, to be approved as part of the fund agreement.  Guidelines to be followed:

· No endowed fund will be established on the college’s books unless 20% of the amount required for the fund is received. 
· A two- to three- year period is the preferred time period to complete a pledge.  Ideally, a five-year period should be the maximum time period.  However, other circumstances may dictate a different arrangement which must be discussed, prior to setting up the arrangement with the donor, with the Director of Major Gifts and Gift Planning.

No funds are to be named for current students, faculty, or staff.

· Sample Language for Endowed Fund Descriptions

· The term “endowed” must always be included on the endowed fund description.  Otherwise the fund may be assumed to be expendable for current use.

· For restricted funds, the term “with preference for” must be included in the fund description.

· A clause concerning use for the fund in the event of changed circumstances in future years must be included. 

Endowed Fund Tips and Guidelines

1)  Please keep fund descriptions as generic as possible.  It may not be possible to use highly restricted funds as written, despite your best intentions and the college’s best efforts.  In the long term this can cause donor dissatisfaction and require a great deal of staff time.  

2)  If you are talking with a donor about a fund with special requirements/requests, please contact the Director of Major Gifts and Gift Planning or the Director of Donor Services very early in your discussions to avoid any potential problems.  

3)  Before finalizing a fund with a donor, send it to the Director of Major Gifts and Gift Planning to pre-approve.  Then it goes to the College’s Chief Accountant for final approval.

4)  Be sure to add information on the fund description concerning who should receive reports.  Donor Services needs that information or no reports will be sent.

5)  Endowed funds can be paid off over a period of years.  Acceptable time-frame is 2-3 years, and sometimes up to a 5-year pledge.  Occasionally exceptions are made.  Talk to the Director of Major Gifts and Gift Planning!

6)  Smith starts to spend “income” from a fund on July 1st after the fiscal year that the fund is established.  The college does not wait until the full fund amount is paid off.  If a fund is established June 30, 2006, it will start to be used on July 1, 2006.  If it is established on July 1, 2006, it will be used beginning July 1, 2007.  Some exceptions to this can take place via discussion with the Controller’s Office.  

7)  The Vice President for Finance and Administration determines whether funds “underwrite budget” or are supplemental to the operating budget.  The Controller’s Office/College prefers for funds to be budget relieving whenever possible.

8)  With few exceptions, all financial aid at Smith is need-based.  We use the terms “scholarship” and “financial aid” interchangeably.  

a)  Students will receive their full scholarship aid/financial aid whether or not a donor creates a new fund.  

b)  Scholarship funds are awarded retroactively each year by Student Financial Services.  Awards are finalized in February, and that information comes to Donor Services then.  We write to donors with basic info about the students and send requests to students to thank donors in March or April.  We continually work to move up the reporting time.

c) To comply with fund terms, Student Financial Services “matches” students on financial aid with appropriate funds—e.g. a scholarship fund for a Comp Lit. student will be used for the financial aid award for a student pursuing Comparative Literature. 

9)  When a department administers a fund, they usually only receive the fund description as written.  They are not aware of any discussions with donors, correspondence, or special understandings that are not included in the fund description.

10)  Departments also do their best to “match” the description, and some administer very large programs, making restricted or personalized funds more difficult to use.  For example, Praxis makes about 450 awards annually, and students find and arrange their own internships.  The Praxis staff will match the funding to the existing internships (similar to the way financial aid is awarded.)

SMITH COLLEGE ENDOWMENT FUND AGREEMENT

Name of Fund: 
[NAME] [CLASS (YYYY)] Fund
Purpose of the Fund: 
This [RESTRICTED/UNRESTRICTED] endowed fund was established through the generosity of [DONOR NAME], Class of [YYYY].  

Annual income from this fund shall be used [IN SUPPORT OF …….] [WITH A PREFERENCE FOR…(RESTRICTION)].
If, in future years, circumstances have changed so significantly that it is no longer practical to use this fund as defined, the Trustees of Smith College may use the fund's income for other purposes, which, in their opinion, most closely fit the donor’s original intent.

______________________________________

___________________

[DONOR NAME] (signature)



Date

_________________________________


___________________

[GIFT OFFICER] (signature)



Date

[TITLE]

______________________________________

____________________

William J. Sheehan (signature)




Date
Controller for Smith College

Reports to be sent to:

[p:\Forms\Endowed Fund Template]

ENDOWED SCHOLARSHIP FUNDS
SMITH COLLEGE ENDOWMENT FUND AGREEMENT

Name of Fund: 
[NAME] [CLASS( YYYY)] Scholarship Fund
Purpose of the Fund: 
This [RESTRICTED/UNRESTRICTED] endowed scholarship fund was established through the generosity of [DONOR NAME], Class of [YYYY].  

Annual income from this fund shall be used to provide financial assistance for students, consistent with the financial aid policies of the college, [WITH A PREFERENCE FOR…(RESTRICTION)].
If, in future years, circumstances have changed so significantly that it is no longer practical to use this fund as defined, the Trustees of Smith College may use the fund's income for other purposes, which, in their opinion, most closely fit the donor’s original intent.

______________________________________

___________________

[DONOR NAME] (signature)



Date

_________________________________


___________________

[GIFT OFFICER] (signature)



Date

[TITLE]

______________________________________

____________________

William J. Sheehan (signature)




Date
Controller for Smith College

Reports to be sent to:

[p:Forms/Endowed Scholarship Fund Template]

EXPENDABLE FUNDS
In many cases, new fund language will not be necessary because the college may already have an existing fund (i.e. financial aid or internships).  Please consult with the Director of Major Gifts and Gift Planning at the time of gift negotiation to determine whether new expendable fund language is needed.  Most commonly, new language will be needed when donors are directing money to a newly funded initiative or are attempting to place additional restrictions on how a designated gift may be used (i.e. an expendable scholarship gift with preference for students from CA).  

Sample Fund Language:
Restricted – Internship Support

This fund is established through the generosity of Ann Adams, Class of 1933.  The funds are to be used in support of internships, with preference for those in the social services.

Restricted – Poetry Program

This fund is established through the generosity of Peter Smith in honor of his mother, Harriet Smith, Class of 1947.  The funds are to be used in support of the poetry program.

Unrestricted – General Purposes

This fund is established through the generosity of Mary Brown (in honor of the 15th reunion of her partner, Jane Doe, Class of 1990). The fund is to be used for general purposes of the College.

Unrestricted Scholarships

This fund is established through the generosity of Janet Doyle, Class of 1938, in appreciation of her undergraduate experience at Smith College.  The fund is to be used with preference for scholarships.

Restricted Scholarships

This fund is established through the generosity of Jean Danes, in honor of her daughter, Mary Clarke ’61.  The fund is to be used for scholarship assistance with preference for students from Oshkosh, WI who are outstanding writers.  If no students meet these criteria in a given year, preference is to be given 1) to students from WI or 2) to any Smith student with financial need.

(Please note:  Write the description in a way that allows for one or more award(s) to be made.  Do not limit to a single candidate, because as the fund grows it may provide enough income for multiple awards.)

OR

This fund is established through the generosity of Jean Danes, in honor of her daughter, Mary Clarke ’61.  The fund is to be used for scholarship assistance with preference given to members of an underrepresented minority group.  If no students meet these criteria in a given year, preference is to be given to any Smith student with financial need.
Restricted Scholarship

This fund is established through the generosity of Joan Jones.  The fund is to be used with preference for internships in the field of environmental planning.  If there are not suitable candidates in that field in a given year, the fund may be awarded for internships in another area.

SMITH COLLEGE EXPENDABLE FUND AGREEMENT

Name of Fund: 
[NAME] Fund
Purpose of the Fund: 
This [RESTRICTED/UNRESTRICTED] expendable fund was established through the generosity of [DONOR NAME(S)], Class of [YYYY].  

The fund shall be used [IN SUPPORT OF…] 

______________________________________

___________________

[DONOR NAME(S)] (signature)



Date

_________________________________


___________________

[GIFT OFFICER] (signature)



Date

[TITLE]

______________________________________
____________________

William J. Sheehan (signature)
Date

Controller for Smith College

[p:\Forms\Expendable Fund Template]

STATEMENT OF INTENT

I, (full name and class year), am pleased to make a pledge to Smith College of ($ amount) in support of (designation).

Enclosed is my initial payment of $ ________________.

I would like my gift to remain anonymous:  ___Yes   ___No

_______________________________________
________________________

Signature

Date

(Name and Address)
************************************************************************

My pledge will be fulfilled according to the following schedule:

Date


Amount

I would like to receive pledge payment reminders  ____Yes   _____ No

Schedule:
___Quarterly
___Annually

If you wish to make a gift of securities, please call Janice McDowell in the Office of Donor Services at (413) 585-2681 or (800) 526-2023 option 5.

All donors will be listed in our gift report, unless you indicate otherwise below:

_____ I do not wish to be listed  

NAMING GIFT LEVELS 

The following proposed naming gift levels were recommended to the Board of Trustees by the Advancement Committee, and approved at the Board’s May 2004 meeting, effective July 1, 2004.  

Gift Levels









Endowed Professorship 


$2.5 million



Named Endowed Scholarship
Fund

$150,000


Named Endowed Fund


$150,000
Named Endowed Internship Fund

$100,000



Departmental Endowed Prize Funds

$ 20,000

Library Endowed Book Fund


$ 25,000

Memorial Endowed Fund


All levels

Memorial Tree



$   3,000+ if available

Memorial Bench



$   3,000+ if available

Gifts-In-Kind

GIFT ACCEPTANCE COMMITTEE

A Gift Acceptance Committee (GAC) has been formed to review proposed Gifts-In-Kind to Smith College.  The Committee will represent the college’s interest in evaluating the property for a use related to the college’s mission.  Proposed Gifts-In-Kind shall be made to the college (not to an individual faculty or staff member or student) and shall be consistent with IRS rules and regulations governing charitable gifts.

Gifts that fall under this committee’s review include tangible personal property, life insurance, and other assets, with the exception of gifts of books and collections for the library (which will be reviewed by the various library departments), works of art (which will be reviewed by the Museum’s Curatorial Council), and gifts to the Botanic Garden (which will be reviewed by the Director of the Botanic Gardens).  The category “other assets” can include, but is not limited to, intellectual property, partnership interests, and restricted securities.

The Committee will be made up of the Vice President for Finance and Administration, Vice President for Advancement, College’s General Counsel, the Director of Major Gifts and Gift Planning, an individual gifts officer (if involved), and the department to which the gift is being offered (if relevant).  It is the responsibility of any gift officer, or any member of a college department who is offered a gift, to bring proposed gifts subject to this policy to the Gift Acceptance Committee prior to accepting the gift.  
1.  TANGIBLE PERSONAL PROPERTY

GUIDELINES

The Gift Acceptance Committee has established guidelines and procedures for accepting gifts of tangible personal property (e.g., musical instruments, theatrical props, furniture, fixtures, and equipment) donated to various departments within Smith College.  The department or program accepting a Gift-In-Kind shall acknowledge the gift on behalf of the college at the time of receipt.

· Gifts-In-Kind with a total value of less than $500 need not be processed through the Gift Acceptance Committee.  Gifts-In-Kind with a value less than $5,000 shall be recorded on the College’s financial records at the donor’s estimated value or at fair market value if independent verification of that value of the gift is provided.  Independent verification may include written qualified independent appraisal of the donated property in accordance with IRS regulations, a vendor’s invoice indicating the item’s cost to the vendor in order to substantiate the fair market value of the goods donated or the donor’s original purchase price.

· Gifts-In-Kind with a value exceeding $5,000 shall be recorded on the College’s financial records at the appraised value. The Gift Acceptance Committee shall require the donor to provide a copy of the qualified written appraisal of the donated property in accordance with IRS regulations in order to substantiate the fair market value of the goods donated. 

2. LIFE INSURANCE

GUIDELINES

· While not encouraged, the College will accept gifts of life insurance as long as the College is named as owner and beneficiary of the policy.  In addition, the College shall request a copy of the contract. 
· If a policy is a “vanishing premium” policy, then the gift officer shall clarify with the donor the risk of “reappearing premiums” if assumed interest rates or dividends decrease.  Often premiums vanish only to reappear later when an economic environment becomes less favorable.  Annual illustrations shall be requested for these types of policies. 

· If a fully paid whole life policy is given, the donor may deduct for income tax purposes the cash surrender value.  If the policy is new, the donor may deduct for income tax purposes each year the amount of the premium paid.  Smith College prefers that the College pay the premiums when notices come to the College as owner, with the donor then making a gift to the College in the amount of the premium.  This process will maintain a clear audit trail for the substantiation of gifts.  However, the College will not give Smith Fund credit for funds used to offset a premium.

· The College may choose whether to continue making premium payments, with offsetting gifts from the donor, or to surrender a policy for cash.

3.  OTHER ASSETS

GUIDELINES

The Gift Acceptance Committee will consider gifts of other assets, including but not limited to intellectual property, promissory notes, assignment of promissory notes, partnership interests, and restricted or non-publicly traded securities, only after a thorough review of the criteria set forth below.
· Market Value and Marketability. The Gift Acceptance Committee must receive a reasonably current appraisal of the fair market value of the property and interest in the property the College would receive if the proposed gift were approved. Gift officers will inform the donor that, if the gift is completed, the IRS will require a qualified independent appraisal made within sixty days of the date of gift. In the event that there is no immediate use for the proposed gift, the appraisal and other information must indicate clearly and convincingly that there is a market for the asset under consideration and that the asset can be sold within a reasonable period of time.
· Limitations and Encumbrances. The existence of any and all mortgages, deeds of trust, restrictions, reservations, easements, mechanic liens and other limitations of record must be disclosed. No gift of an interest in such property will be accepted until all mortgages, deeds of trust, liens and other encumbrances have been discharged, except in very unusual cases where the fair market value of the College’s interest in the property net of all encumbrances is substantial or where a separate agreement to pay any such encumbrances which might be charged to the College has been executed by a financially responsible party.
· Carrying Costs. The existence and amount of any carrying costs, including but not limited to property owners’ association dues, country club membership dues and transfer charges, taxes and insurance, must be disclosed.

Approval/Acceptance Process
· The gift officer shall complete the written Gift Proposal Summary and submit that summary to the Gift Acceptance Committee through the Director of Major Gifts and Gift Planning. At a minimum, the summary shall include the following information:

· Description of the asset;

· The purpose of the gift and the department(s) or program(s) to benefit from the gift;

· An estimate or appraisal of the asset’s fair market value and marketability;

· Potential for income and expenses, encumbrances, and carry costs prior to disposition;

· Any environmental risks or problems revealed by audit or survey;

· Credit history or financial statement of financially responsible party, if applicable;

· Any special arrangements requested by the donor concerning disposition (e.g., price considerations, time duration prior to disposition, potential buyers, etc.).
· The Gift Acceptance Committee will review the material presented by the gift officer or other appropriate departmental official and make a determination as to whether to accept or reject the proposed gift (or, if necessary, to postpone a decision pending the receipt of additional information). The final determination of the Gift Acceptance Committee shall be communicated to the gift officer or other appropriate departmental official in writing by a member of the Gift Acceptance Committee. The gift officer or other appropriate departmental official shall communicate the College’s decision to the donor in writing including any conditions imposed by the Gift Acceptance Committee prior to acceptance.

· If a proposed gift of an asset in this category is approved by the Gift Acceptance Committee, the gift officer or other appropriate departmental official will acknowledge receipt of the gift on behalf of the College. The College will not appraise or assign a value to the gift property. It is the donor’s responsibility to establish a value for the gift and to provide, at the donor’s expense, a qualified appraisal required by the IRS in the case of assets valued in excess of $5,000 ($10,000 for non-publicly traded stock).
· The gift will be completed by the execution and delivery of a deed of gift or other appropriate conveyance, and the delivery of the property, as applicable. The donor will pay the costs associated with the conveyance and delivery of the gift. In addition, the filing of Form 8283 (instructions) by the donor is required by the IRS for gifts of assets valued at more than $500. This form will be prepared by the Controller’s Office and forwarded to the donor along with instructions for its inclusion on the donor’s tax return.

Disposition
· If there is no specific use for an accepted gift in this category, the Gift Acceptance Committee will determine how the College will dispose of the gift with consideration given to restrictions on disposition, including minimum sales price and approval or rejection of any special written arrangements with the donor.

· The Gift Acceptance Committee must first be consulted before a previously accepted gift may be sold for less than appraised value or estimated fair market value, or fails to meet the guidelines imposed by the Gift Acceptance Committee when approving the gift, as the case may be. If the asset is a security, it is generally expected that the Office of Donor Services will assist the Controller’s Office in disposing of the asset, subject to policies then in effect for trading securities. If, in the judgment of the College department responsible for disposing of the gift, a current appraisal of the property would assist in disposing of the property, the College department responsible for disposing of the gift may request permission from the chair of the department to have the appraisal performed.

· Upon sale of the property, the College department responsible for disposing of the gift will prepare a final report on the property, including a financial summary of net proceeds received, and distribute it to the Director of Major Gifts and Gift Planning, the Controller’s Office, the Office of Donor Services and the designated representative of the department to benefit from the gift.  The net proceeds received shall be sent to the College cashier in accordance with the Controller’s cash control procedure.

· The Controller’s Office is responsible for filing Form 8282 for gifts of tangible personal property valued at more than $5,000 sold by the College within three years of the date of gift.

Procedures

· When a gift is accepted, a Deed of Gift will be provided to the donor.  

· The donor will sign the deed of gift, return it to the college, and make transfer arrangements for the property.

· When the property arrives, the receiver will sign the deed of gift confirming that the property was delivered along with any notes as to its condition.

· The executed deed of gift will be given to the Staff Accountant in the Controller’s Office who will provide a copy to the appropriate unit within Advancement for gift processing.

· If the property is valued in excess of $5,000, the donor will be responsible for obtaining a written qualified independent appraisal in order to substantiate the gift with the I.R.S.  The appraisal must be dated no earlier than 60 days before the deed of gift.  A copy of the appraisal shall be sent to the Controller’s Office.

· The Controller’s Office will send appropriate tax information to the donor in a timely manner with all necessary tax forms included.

· The Controller’s Office will enter the gift in Banner at its appraised value.

ITEMS TO BE INCLUDED IN AN INDEPENDENT QUALIFIED APPRAISAL 

Per Section 170 of the Internal Revenue Code

· Full description of the property.

· The physical condition of any tangible property.

· Date (or expected date) of contribution. 

· List how the property will be used by the college.

· Name, address, and taxpayer identification number of the appraiser.

· Qualifications of the qualified appraiser.

· A statement that the appraisal was prepared for income tax purposes. 
· Date (or dates) property was valued.

· The appraised fair market value (one figure, not a range) on the date (or expected date) of the contribution. 
· Method of valuation (income approach, comparable sales or market data approach, replacement cost less depreciation, etc.)

· The specific basis for the evaluation

· Name, address, taxpayer identification number of the donor 
· Manner and date of acquisition and cost basis
· Name, address and tax ID number of donee (Smith College tax ID # is 04-1843040)

For additional information, refer to IRS Publication 561, Determining the Value of Donated Property.  For complete information, please encourage donors to consult their tax advisor.
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Gift Proposal Summary

	Subject:   Proposed Gift 
	Date:   

	
	

	To:           Gift Acceptance Committee
	From:  


Description of the proposed gift:

The purpose of the gift and the department or program to benefit from the gift:

The estimate or appraisal of the gift’s Fair Market Value and marketability:

Special Arrangements:

Potential for income and expenses, encumbrances, carrying costs, if applicable:

Environmental risks or problems revealed by audit or survey, if applicable:

Company credit history or financial statement, if applicable or relevant:

APPROVED     

DECLINED











Date:






Gift Acceptance Committee
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DEED OF GIFT

I, 




, the Owner of the following property, hereby gift all of my right, title, and interest in the property described below, to The Trustees of the Smith College for its unrestricted purposes.  I understand that the management, use, display, or disposition of this gift shall be in accordance with the professional judgment of the college.

I affirm that I am the sole owner of the property and that to the best of my knowledge the property is free and clear of all liens and encumbrances, and I have full authority to make this gift.  

DESCRIPTION OF PROPERTY:

I wish that the gift be identified to the public as:

Gift of













Donor Signature







Date











_______

Donor Signature







Date

Donor’s Address:  










Donor’s Telephone:  




Donor’s e-mail:  





DELIVERY:  The above named property was received by Smith College on













*Date

By 















Name/Department/Title
VALUATION:  Smith College will accept your valuation of this gift for insurance purposes, but cannot determine value for any other purpose.  Please attach an independent qualified appraisal if value is greater than $5,000.  
APPRAISED or ESTIMATED VALUE: 







BOTANIC GARDEN GIFT ACCEPTANCE INFORMATION
For Memorial and Honorial gifts (for trees and benches), you can find our policies online: http://www.smith.edu/garden/Giving/donations.html.  The Botanic Garden has a comprehensive policy manual and collections policy that covers gifts of plants (which we are pretty hesitant to accept). The section that covers gifts of plants and establishing memorial gardens is below.

1.1.6  Acquisition by Gift or Loan 
Donors, alumnae, and other organizations frequently offer plants as gifts. However, before being accepted by any member of the Botanic Garden, the plant list should be evaluated by the relevant curator, manager of collections, and the Director. Plants accepted by the Smith College Botanic Garden as gifts or as loans must meet the same criteria as those purchased or acquired by trade; otherwise, the gift or loan must be rejected with documented reasons for the rejection. In rare cases, where a donated plant does not compromise the collection and is linked to a major donation, the Botanic Garden will consider accepting the plant. Unless otherwise specified, however, plant gifts are considered to be unconditional as to their eventual disposition and may be deaccessioned. If a plant is donated, Smith College Botanic Garden cannot appraise the gift plant for tax purposes or otherwise, and the Botanic Garden is not responsible for the cost of an outside appraisal. 

Large gifts aimed at establishing a memorial garden should not be accepted without an endowment large enough for perpetual care in the form of plant replacement and labor for maintenance. The funding level necessary is determined in consultation with the Office of Advancement and the Vice President for Finance and Administration.

LIBRARY GIFT ACCEPTANCE INFORMATION
The Smith College Libraries follow college and IRS guidelines for monetary gifts.  The library also accepts gifts in kind - books, cds, manuscripts, maps, photos, etc.  They accept all gifts, but do not promise to keep them. If a potential donor contacts us with details of a potential gift, we let her/him know whether the item will be added to our collection.  (Even so, the library simply cannot promise that they will always keep it.) Most gifts, however, are just sent in, and the library staff check to see if they have the item already, or if they want to acquire the item.  After consulting library subject specialists and perhaps faculty members or special collections curators, they'll either add the item or dispose of it.  If the item has an appraised value it is kept for the time required by the IRS.  A copy of their "Donor Information Sheet" is below.

INFORMATION SHEET for Donors and Potential Donors of Books and 


Other Material to the Smith College Libraries

Thank you for thinking of Smith College Libraries.  Gifts of books, periodicals, personal papers, and other items are a valuable resource for any library, for they provide the collection with a wealth of rare and sometimes unique materials.  In what follows we set out our general guidelines for donations.  We invite you to consult with our staff if you have questions about any aspect of the process.

Materials donated to the Smith College Libraries will be added to the collections as appropriate.  Materials that prove to be duplicates or unsuited to the collections may be sold or otherwise disposed of to benefit the Libraries.  

Gifts in kind will be reviewed in terms of the existing collection, collection development policies, and demand in that subject area to determine whether they will be retained.

Reproductions or photocopies of copyrighted works will not be accepted unless evidence of compliance with the copyright law (Title 17, U.S. Code) is given and material has been copied on acid-free paper.

Manuscript material--papers, photographs, letters, diaries, etc.--will be reviewed by Special Collections staff and returned to the donor if inappropriate for their collections. 

TAX CONSIDERATIONS:  Smith College Libraries are not responsible for providing appraisals of the monetary value of gifts.  It is the donor's responsibility to identify gifts that fall under IRS regulations, i.e., those appraised at a value of $500 or more and claimed by the donor as an income tax deduction.  In order for the Libraries and the College to document these gifts, the donor must supply an appraisal and an IRS Form 8283.  Any portion of these gifts which the Libraries does not add to its holdings will be stored for the required two years in the libraries.   

Once again, we thank you for your contribution.

SMITH COLLEGE MUSEUM OF ART GIFT ACCEPTANCE INFORMATION
SMITH COLLEGE MUSEUM OF ART

Collection Management Policy
A.  Mission Statement
It is the mission of the Smith College Museum of Art to promote learning, understanding, and enjoyment of art through its collections, exhibitions, and programs.  The Museum collects, preserves, displays, and interprets works of aesthetic quality and historic importance from all periods and cultures, with particular emphasis on modern Western art.  Through astute collection policies, innovative programming, and creative use of resources, the Museum strives to respond to the needs and interests of the students, faculty, staff, and alumnae of Smith College.  A valuable resource within the region, the Museum also recognizes a responsibility to the other four member colleges in Five Colleges, Inc. (Amherst College, Hampshire College, Mount Holyoke College, and the University of Massachusetts, Amherst), as well as to other educational institutions in the Connecticut River Valley and to the general public—local, regional, national, and international.
B.  Purpose of the Collection Management Policy

1. This policy reflects shared values, standards, and expectations of Smith College Trustees, employees, and volunteers regarding the growth and preservation of the Museum’s collection.  Its goal is to provide clear guidelines for those responsible for the growth, care, and use of the collection.  

2. This policy outlines the methods by which the Museum pursues its collecting goals and activities, and the level of care required by professional standards for works entrusted to 

its care.  The policy was formulated by the Museum’s professional collections staff including the Collections Manager/Registrar, curators, and Associate Director for Museum Services.  It has been endorsed by the Museum Director (hereafter the Director), recommended by the Visiting Committee, and approved by the Smith College Board of Trustees.  The Director oversees all collection matters and ensures compliance with all policies; curators and other applicable Museum staff are expected to adhere to these policies and procedures at all times.
3. College employees working at the Smith College Museum of Art and others associated with the Museum adhere to the principles and policies outlined in Smith College’s Code of Conduct, which includes guidelines for ethical conduct.  In addition, staff and representatives of the Smith College Museum of Art adhere to the Smith College Museum of Art Code of Ethics, which outlines ethical standards for those involved with the Museum’s governance, collections, and programs and provides the context for this Policy.

*D.  Governance

The Museum is a charitable organization governed by the Board of Trustees of Smith College.  The Board operates under Articles of Incorporation in the Commonwealth of Massachusetts and by-laws adopted by the Board, most recently revised and restated on October 22, 2005.  The Board of Trustees appoints a President as CEO for the College; a Museum Director performs the duties of CEO for the Museum and reports to the Provost.  The Board of Trustees approves deaccessions and the Museum’s policies.  The President of the College, acting on behalf of the Board of Trustees, approves purchases with a price of one hundred thousand dollars ($100,000) or more.  A Visiting Committee comprised of Smith College Trustees and members of the Smith community with a demonstrated interest in the Museum serves in an advisory capacity and makes recommendations on all acquisitions with a price of twenty-five thousand dollars ($25,000) or more.

E.  Revision

This policy, which supersedes all prior collection policies, will be reviewed every five years.  Any amendment to or revision of these policies requires the approval of the President acting on behalf of the Board of Trustees.  

II.  MANAGEMENT OF COLLECTIONS

A.  Nature of the Collection

The Museum collects, preserves, displays, and interprets works of aesthetic quality and historic importance from all periods and cultures, with particular emphasis on modern Western art.  The Museum’s holdings include paintings, sculpture, works on paper (prints, drawings, photographs, and books), antiquities, decorative arts, and emerging collections of African, Asian, and Islamic art.  To maintain the excellence of this resource, the Museum builds on strengths through purchases, gifts, and bequests.  It also seeks to add significant works from other periods and cultures as well as to increase its holdings in contemporary art.

The collection strategies of the Museum consider the interests of the Smith College community.  The Museum also actively develops its collection in light of its role as a teaching museum, as a resource for the education of Smith College students as well as for the broader community.  It seeks to respond to and support the evolving curriculum of the College through its acquisitions and programs.

B.  Acquisitions

The permanent collection of the Smith College Museum of Art consists of all works owned by the Museum, whether acquired through gift, bequest, purchase, exchange, or transfer.

*Section “C” has purposely been omitted from the above.  The full SCMA Collections Management Policy is available from the SCMA.

1. The methods of acquisition are:  gift or bequest, purchase from an individual, vendor, institution or other museum, exchange with another institution or museum, or with the artist for another work by that artist, and transfer from another College department, institution, or museum.

2. Works of art are accepted into the collection by approval of the curatorial committee composed of members of the curatorial department.  The Director, as Chief Curator, acts as chair of the committee and is present at the deliberation.  The committee may solicit the opinion of members of the Smith College Art Department or scholars whose expertise would be useful in determining the quality or importance of a particular work of art.  The curatorial committee has final approval for the acceptance of gifts, which is expressed by a majority vote.

3. The Museum staff considers the work’s artistic merit, its importance to the collections, and its appropriateness in serving the Museum’s mission before recommending an acquisition.  The following requirements apply equally to gifts as well as to purchases, i.e., adequate care can be provided; the condition of the work of art is acceptable; copyright status is ascertained and acceptable; due diligence is shown in establishing provenance; and clear title is established (the work(s) is not stolen, illegally imported, or removed from country of origin without appropriate approval; illegally removed from an historic or archaeological site; or produced from an endangered species as defined by applicable state and federal laws).

4. The Museum does not place works of art on display “permanently.”  All works, even commissioned installations or site specific works may be relocated or removed from view based on the judgment of the Director and curatorial staff.

5. The Museum complies with international laws as approved by the International Council on Museums (ICOM), a division of the United Nations Educational, Scientific, and Cultural Organization (UNESCO), as well as Public Law 101-601, the Native American Graves Protection and Repatriation Act (NAGPRA).

6. The Museum subscribes to the American Association of Museums (AAM) Guidelines Concerning the Unlawful Appropriation of Objects During the Nazi Era (approved November 1999, amended April 2001).
  The Museum requires provenance information for gifts as well as purchases of works of art.  The Museum is also an active participant in the Nazi-Era Provenance Internet Portal project, having researched its holdings and placed on that site those works that fall into the relevant period of creation or collection.
7. A work can only be accessioned into the collection once it is in the Museum’s possession.  Works collected by the Museum must be accompanied by a valid legal title.  A legal instrument of conveyance adequately describing the works and the conditions of transfer must accompany the gift, bequest, purchase, or exchange (i.e., a deed of gift or commercial invoice).  The Museum prefers gifts that are outright and generally without restrictions to use or future disposition, but on rare occasions when it accepts restrictions, they must be clearly described in the instrument of conveyance.
C.  Gifts

1. Legal and ultimate responsibility for furnishing appraisals of value to governmental tax agencies rests with the donor.  The Museum cannot provide appraisals to individuals but will make the work(s) available in the Museum for an appraiser’s inspection.

2. In compliance with the Federal Revenue Reconciliation Act of 1993, the Museum does not offer any goods or services in exchange for works given. 
3. Gifts and bequests to the Museum do not require consideration by the Visiting Committee.  However, the Director and staff of the Museum keep the Visiting Committee informed of major gifts and, when indicated, solicit the opinions of appropriate members of the Art Department or outside experts before arriving at a decision.

4. The curatorial committee may accept unrestricted gifts “For the Benefit of the Collection.”  These are defined as works that are not accessioned into the permanent collection but will be sold or exchanged.  Net revenue from the sale of such gifts will be placed in a restricted account for collection care and acquisitions.

5. Works which are not of museum quality may be offered by donors to other departments of the College.  Although the College may choose to accept such donations, the Museum is not responsible for their storage or care.  These works are not accessioned or intermingled with the Museum’s own collection.

D.  Promised and Fractional Gifts

1. The Museum accepts promised and fractional gifts.  No work will be considered a fractional or promised gift unless the appropriate forms have been signed by the donor and the Museum.  These works, when in the possession of the Museum, will be accorded the same treatment as works already fully accessioned into the collection.  The Museum will assume responsibility for insuring promised and fractional gifts when they are in the possession of the Museum.

2. Fractional interests will be conveyed by a duly acknowledged deed or equivalent document, and each additional fraction will be given by a new deed or equivalent.  Donors are encouraged to execute a non-cancelable bequest to the SCMA by will or trust of any remaining fraction owned by the donor at the time of death.
3. To assure the donor’s ability to take a charitable tax deduction, the IRS requires that a fractional gift remain in the possession of the Museum for the number of days each year that correspond to the percentage of the Museum’s ownership share.  The responsibility for meeting this requirement rests with the donor; the Museum will cooperate fully on issues of packing, shipping, and insurance.
4. If a promised gift is not fulfilled, SCMA may initiate actions resulting in the donor’s payment for the costs incurred by the Museum on behalf of the work, including shipping, storage, conservation, and insurance.

E.  Purchases

1. Any work purchased by the Museum for a price of twenty-five thousand dollars ($25,000) or above, not including the shipping and incidental expenses, must be brought for consideration to the Visiting Committee as a whole, or to a subcommittee of that group established for the purpose.  The comments and recommendations of this group are conveyed to the President of the College.  All purchases of works of art for a price of one hundred thousand dollars ($100,000) or above, not including shipping and incidental expenses, require the concurrence of the President of the College, acting on behalf of the Board of Trustees.
2. Under special circumstances, for example, in the instance of a work that is very rare or that requires an exceptional commitment of space for display and storage, the Museum will consider entering into a co-purchasing arrangement with another institution.  Such an arrangement will adhere to the policy for fractional gifts, that is, the Museum will have the right to display the work for a period each year equivalent to its share of ownership.

GIFTS OF REAL ESTATE
ACCEPTING GIFTS OF REAL PROPERTY - GUIDELINES
July 2004 
On average, about 35% of assets owned by families across the country are real estate assets, yet only about 2% of all charitable giving is in the form of real estate gifts.  Smith alumnae and other prospective donors have significant wealth tied up in real estate, yet the College has tended not to aggressively seek out such gifts.  Going forward, the College will search for such gifts with greater interest, balanced by appropriate caution based on the inherent complexities and risks of such potential gifts.  In particular, prospects considering real estate gifts will be asked to understand that the College must pay special attention to environmental liability risks, marketability risks, and the possible costs of holding real estate pending sale. 

The College will consider gifts of real property including single- and multi-family residences, condominiums, apartment buildings, and other income-producing property, farms and ranches, and possibly other real estate assets as well.  The College will also accept partial interests in such real estate, provided that such interests can be readily sold.  Smith College will consider outright gifts of real property as well as gifts subject to a retained life estate, gifts for a charitable remainder trust, gifts in exchange for a charitable gift annuity, and bargain sale gifts after assessing the expenses and risks associated with receiving a gift of property in comparison to the value of the gift to the college.  

The college retains the right to refuse a gift during negotiations without incurring cost or liability.  Possible exposure to environmental liability and possible challenges in marketing the property could be reasons for such a refusal to consider a gift.

When considering potential gifts of real estate, the College will take into account all expenses it might incur, and will project likely net proceeds to come to the College, whether by way of an outright gift or a deferred gift.  The net value of the gift to the College – taking into account all appropriate expenses -- discounted to present value (i.e. in today’s dollars), should project to at least $50,000 for the College to consider the gift.    
The general practice of the college is to sell all gifts of real estate as soon as possible.  Any sale occurring within two years of the date of gift shall be reported to the IRS on Form 8282 as required by law. 

Process

All proposed gifts must be reviewed by the Gift Acceptance Committee, made up of the Vice President for Finance and Administration, the Vice President for Advancement, the college’s General Counsel, and a member of the Planned Giving staff.  The Planned Giving Office will work with the donor and the VP for Finance’s office to obtain all necessary information for review before a gift can be accepted.  Donors will be advised of the time frame to expect in reviewing a potential gift of real property.

· The donor must submit a “Real Estate Checklist,” (attached) completed as fully as possible. The purpose of the checklist is to gather basic information about the property, surface possible environmental issues, and understand the possible costs of holding the property. 

· A representative of the college, usually an employee, will generally visit the property to assess potential risks before incurring the expenses associated with further consideration of the real estate gift possibility.

· College representatives will be especially interested to learn of any environmental problems or pending claims pertaining to the property or abutting properties.  If the gift review process proceeds, a Phase I environmental assessment will be required.  (In rare situations, this requirement might be waived by the VP for Finance.)  Unless the donor offers to pick up this expense, the College will pay for this environmental assessment. (The purpose of the assessment is to protect the College’s interests.)

· The college should secure documentation that the donor holds clear title to the property, e.g. deed, attorney’s title opinion, insurance policy, survey.  Assuming these documents indicate the donor holds clear and marketable title, the college will generally obtain title insurance at the time the property is conveyed.
· Donors must provide, at their expense, an independent, qualified appraisal for tax purposes.  In some cases Smith may want to obtain its own independent appraisal.  Although a recent appraisal may be used for the purposes of gift acceptance, donors should be notified that they need to obtain a qualified appraisal dated not earlier than sixty days prior to the date of gift, and not later than the date on which the tax return claiming the deduction is filed.

· In many cases, it will be important to gather a further assessment of the marketability of the property.  This could be in the form of an independent appraisal commissioned by Smith, or a marketing study from a local realtor or real estate consultant.  

· Gifts of real estate will generally not be accepted until all mortgages, deeds of trust, liens and other encumbrances have been discharged.  (However, if the value of the property net of mortgages and the like is sufficient, the college might consider accepting the gift.)

· In many instances, especially when Smith gives value (such as a gift annuity, charitable remainder trust, or bargain sale) in exchange for real estate, the college should approach the exchange as if it were paying cash for the property.  In such a case, Smith would employ counsel (in the state in which the real estate is located) to represent the College’s interest. (1996 opinion from local attorney Bill Dwyer)

· Donors should be asked to sign an environmental indemnity agreement.

· For gifts of property subject to a retained life estate, the college will require the donor to continue to maintain the property, pay real estate taxes and any association fees or assessments, pay for insurance on the property, utilities, and repairs.  Responsibility for capital improvements may be apportioned between the donor and the College, based on life of the improvement and life expectancy at the time of the donor. A Memorandum of Understanding will be signed by the college and the donor covering these topics and others.

· For gifts of property to fund a charitable remainder trust, Smith will not act as trustee.  Mellon Trust of New England, N.A. will be presented as a potential trustee.  Donors funding FLIP charitable remainder trusts will be encouraged to act as their own trustee until the property is sold. (As a rare exception Smith might consider acting as trustee until the property is sold.)
· Gifts of real estate to fund charitable remainder trusts should not be mortgaged property, or subject to an obligation to sell the property since the IRS looks upon these situations as the donor having sold the property, resulting in negative tax consequences for the donor. 
· For gift annuities, prospective donors will be encouraged to defer receipt of annuity payments at least one year, to assure liquidation of the property.  In most cases, donors will be informed that the annuity rate offered will be discounted from the college’s usual schedule of rates to take into account the risks and expenses associated with disposing of the property.

Gift Acceptance

Smith will prepare a Gift Acceptance Agreement (attached) describing the conditions and special arrangements of the gift, which the donor would be asked to countersign as a “letter of intent,” to indicate that she is serious about a gift of the property to Smith.  Once the parties have agreed on the structure (outright, bargain sale, etc.) and timing of the gift, subject to continued due diligence, the college could then proceed with a Phase I study.
If the gift is accepted by the college, the Director of Major Gifts and Gift Planning, or another member of the Advancement Office, will communicate the college’s decision to the donor in writing, working with the donor to complete and obtain all necessary paperwork including an appropriate deed of conveyance (through an attorney in the state where the property is located).  

Once the property has been properly recorded, the Advancement Office will acknowledge receipt of the gift. 
Disposition

The Vice President for Finance and Administration must authorize the sale of the real property unless it has been transferred to a charitable remainder trust.  In that case the trustee of the trust will authorize the sale.

Cam Kelly 8/13/03; revised 4/8/04 with comments from Bidwell Advisors.

Revised 7/27/04 incorporating comments from Georgia Yuan, SC General Counsel.

Smith College

Proposed Gifts of Real Property

Checklist for Considering Acceptance

Property is
____Gift to SC ____Asset to fund a life income gift ____Retained Life Estate

(if known)

1. Name of Donor(s)










Address












Phone















Work phone




Home phone

Best time to call?










Email address










Location of property: 










Ownership: (fee simple, joint tenancy, etc.) 







Purchase date: 











Cost basis (including improvements):








Does a mortgage exist on the property?








Has property been depreciated? _____________By what method? 




If professional services are used (realtors, appraisers, environmental engineers, etc.), 

how should arrangements be made to gain access to the property?

Property Manager:












Name





Phone

Donor’s Attorney:















Name





Phone

Donor’s Accountant













  
    Name




Phone


Assessor’s Parcel Number: 









Brief property description:

A. ____Residential


____Donor’s home
____Multi-family
____Seasonal home
____Rental property

B. ____Commercial, please describe: 







C. ____Previous uses of property, describe:






D. ____Undeveloped land, please describe: 






Area Description: 












Are any of the following on the property? Or in the immediate area? Please check if yes:


____Gas Stations


____Factories


____Landfills


____Underground storage tanks


____Any other potential environmental “red flags”


____Storage sheds


Please provide details for any of the items checked above:

Property cash flow (please attach copies of most recent annual income statement, current rent  rolls, and copies of all existing leases involving the property).



Projected Annual Revenue




$




Projected Annual Expenditures


           ($

)




Projected Net Cash Flow



$



Value and Marketability of Property:

A.
Executor/trustee estimate of fair market value

$




Basis for opinion?










B. Any recent sales of neighboring properties? If yes, describe:

C. What is the property tax assessment?



$


D. Have there been any appraisals or realtor market analyses performed on the property in the past two years? If yes, please list dates and values given:











$





Date


















$





Date








E. Has the property been on the market recently?





F. Property Liens

(1)First mortgage





   Balance due:
$

(2)Other liens, please describe: 







(3)Easements, please describe:







G. Maintenance needing immediate attention, please describe and include estimated cost:

Has owner made plans to do repairs? 






H. Major expenditures that may be required per statutes of local, state, or federal government. Please describe any known code requirements that the property may not be in compliance with and the estimated cost to correct:

Earthquake Protection:











Environmental:










Other governmental Requirements (Fire, Flood, etc.):






Is there the following on the property?


____Asbestos


____Urea Formaldehyde Insulation


If yes to either of the above, please give details as to extent and location.


Also describe local requirements (i.e. removal prior to sale, full disclosure, etc.)

I. Is property insured? 


If not, please explain: 










Materials to get from executor/trustee, if applicable:


____Pictures of property


____Appraisals and market analyses


____Most recent tax bill


____Engineering reports

Please list names and phone numbers of realtors that donor recommends who would be


 potential marketers of the property:

Does donor have names of potential buyers of the property? If yes, please list with phone #:

Is there a pre-arranged sale agreement? 








Gift Acceptance Committee comments on whether or not to accept property:


Name and Title 

Acceptance or Non-acceptance of the property:

APPROVED



NOT APPROVED

Vice President for Finance 

Vice President for Finance

Date


and Administration


      and Administration

Vice President for Advancement

Vice President for Advancement
Date

Gift Acceptance Agreement

Smith College understands that _________________________________ (donor) wishes to make a gift of the following described property to Smith College.  The intended form of the gift is ___________________________________________________________ (type of gift arrangement).

Property Description:

Smith College agrees to accept the gift subject to:

1) A Phase I Environmental Study.  Smith College reserves the right to address concerns raised in the study and to choose to continue with an evaluation of the gift or decline the gift at that time.

2) Receipt of title insurance to the college’s satisfaction.

3)  Other conditions: 

_____________________________________________

__________________

for Smith College







Date

Title:

I/We agree to the terms described above related to this proposed gift.

_____________________________________________

__________________

Name









Date

THINGS TO CONSIDER WHEN DONORS OFFER GIFTS OF REAL ESTATE

There are a wide variety of options available when donors use real estate to fund charitable gifts.  While Smith College (and other charities) cannot accept every gift of real estate that is offered, many real estate gifts are wonderful win-win vehicles for Smith and the donor.  

Please ascertain whether the property is residential or commercial, and if a mortgage exists on it.  If the property is commercial, bring the matter to the planned giving office’s attention right away.  If residential, please help us determine the donor’s financial needs and objectives:

(1)  If the donor lives in the property, does she want or need to move?

(2)  Does the donor need to realize principal from the sale of the property in order to move or does the donor have adequate additional assets to cover the cost of the move?  

(3)  Does the donor need or want income from the property?

(4)  What is the approximately value of the property, and what is the donor’s basis in the property?  Do they have long-term capital gain of more than $250,000 per owner ($500,000 for a couple)?  If so there will be capital gains tax implications in any sale. 

There are charitable gift options available regardless of the yes or no answers to these questions.  Those questions will simply help us find the best option(s) for the donor.
BENEFITS OF DIFFERENT TYPES OF REAL ESTATE GIFTS
Outright gift to charity(ies).

· income tax deduction

· asset is removed from donor’s estate

Retained life estate

· income tax deduction

· donor continues to pay taxes, insurance and maintenance and lives in the property until death

· asset is removed from donor’s estate

· can accelerate the gift for additional deduction if donor needs to move

Bargain sale to charity(ies)

· part gift part sale; donor gets some cash and an income tax deduction

· some capital gain may be realized if over the exclusion

· asset is removed from donor’s estate

Use home to create an income stream (charitable remainder trust)

· donor must move (does she have enough cash to move without proceeds from sale of this asset?)

· trust sells property, pays donor lifetime income

· income tax deduction for portion of the value (is her income large enough to absorb it over six years?)

· capital gain is avoided at transfer until it is paid out of the trust as income

· can name multiple charitable beneficiaries

· asset is removed from donor’s estate

Use home to create an income stream (charitable gift annuity)

· donor must move from the property

· donor deeds property to Smith and Smith sells the property

· Smith issues gift annuity with a reduced rate to cover market risk and selling expenses

· some capital gain is avoided; the rest is returned over donor’s life expectancy

· income tax deduction for a portion of the home’s value

· asset is removed from donor’s estate

Retained Life Estate and Gift Annuity Combined
· donor can deed property to Smith at death, obtain income tax deduction AND an income stream for life
· donor does not have to move
· Smith issues gift annuity at reduced rate
· some capital gain avoided, same as above
· income tax deduction same as above
· asset removed from donor’s estate
Donors sell property (if it is a personal residence) and donate some of the proceeds to charity

· if capital gain in property is less than $500,000 for a couple ($250,000 for an individual), donor may be able to sell without capital gains tax liability

· cash can be given outright to charity(ies) or used to fund life-income gift(s)

· income tax deduction when charitable gifts are made

Use portion of home to fund charitable remainder trust and sell remaining portion

· donor must move, but they will realize a portion of the income from sale of the home to help them move (another form of a bargain sale)

· trust will pay donor lifetime income

· income tax deduction

· capital gain may be realized if it is larger than the exclusion amount

PLANNED GIVING GIFT ACCEPTANCE POLICY

CHARITABLE GIFT ANNUITIES

Age Constraints/Minimum Gift Amount

An income beneficiary must be sixty (60) years old in order to be issued an immediate charitable gift annuity.  Deferred payment gift annuities will be issued to donors younger than sixty or those over sixty wishing to defer payments to a later date.  The minimum amount for a charitable gift annuity is $10,000 (deferred payment gift annuity minimum is $5,000).

Types of Property Accepted

Typically cash and marketable securities will be accepted to fund a charitable gift annuity.  In some cases, the College will accept gifts of real property in exchange for a gift annuity.  In those cases, the College undertakes a thorough study of the property to determine marketability and condition, and has a Phase I Environmental Study done (sometimes waived if residential property).  If a gift annuity is issued, the annuity rate offered is discounted at the discretion of the Vice President for Finance in order to cover the costs associated with marketing and selling the property.  The donor is responsible for obtaining an independent, qualified appraisal for the property.

POOLED INCOME FUNDS

Age Constraints/Minimum Gift Amounts

An income beneficiary must be fifty (50) years of age to participate in either the Income-Oriented or the Growth-Oriented Pooled Fund.  Occasionally donors younger than 50 are allowed into the Growth-Oriented Fund.  In the case of a two-life arrangement, the College allows for the survivor beneficiary to be somewhat younger, typically no younger than age 45. The minimum for a new pooled income fund gift is $5,000, and additions to the fund may be made in minimum amounts of $2,000.

Types of Property Accepted

Cash and marketable securities are accepted into either pooled income fund with the exception of municipal (tax-free) securities which by law cannot be accepted or held by a pooled income fund trust.  Real property or tangible personal property is not acceptable in a pooled fund since the assets are not readily liquid and cannot immediately generate income.

CHARITABLE REMAINDER TRUSTS

 (Mellon Trust of New England, N.A. as Trustee)

Age Constraints/Minimum Gift Amounts

There is no minimum age for the beneficiary of a charitable remainder trust.  The College reviews each proposed trust taking into consideration the age of the beneficiary(ies), the payout rate and the effects both have on remainder value.  An unofficial minimum remainder value of 25% is sought at present.  Mellon will serve as trustee for a trust in a minimum amount of $100,000.  Additions may be made to unitrusts in any amount, while annuity trusts, by law, cannot accept additions.

Smith College will give credit for charitable remainder trusts or that portion of the trust assigned to the College as irrevocable remainder beneficiary.  If Smith is asked to draft a trust document using the College’s retained legal counsel, the College requires that it be named at least 50% irrevocable remainder beneficiary of the trust.

Types of Property Accepted

Cash, marketable securities and real property are all acceptable in a charitable remainder trust. In the case of real property, a Net Income with Makeup Unitrust or a Flip Trust can be used in order to allow time for the trustee to sell the property and reinvest the proceeds in an income-producing asset.  In the case of real property, Mellon as trustee bank uses a thorough checklist to review the property and determine its soundness and marketability.  A donor is asked, when funding a trust with real property, to make an additional cash gift(s) to the trust to cover insurance, maintenance and taxes on the property for as long as the trustee feels it will reasonably take to sell the property.  The donor is required to obtain an independent qualified appraisal for the property for gift substantiation purposes.

ACCEPTING GIFTS OF LIFE INSURANCE

While not encouraged, Smith College will accept gifts of life insurance as long as the College is named as owner and beneficiary of the policy.  In addition, the College should request a copy of the contract and a current vanishing in-force illustration for its review.  If a policy is not fully paid, the College should also request a second illustration assuming a 1-2% reduction in interest or dividend rates.

If a policy is a “vanishing premium” policy, then a discussion should be held with the donor about the risk of “reappearing” premiums if assumed interest rates or dividends decrease.  Often premiums vanish only to reappear later when the economic environment turns less favorable.  Annual illustrations should be requested for these types of policies. 

If a fully paid, or partially paid, whole life policy is given, the donor may deduct the "cash surrender value" of the policy which can be obtained from the issuing life insurance company.  The donor would be responsible for obtaining a qualified appraisal if the gift was valued at greater than $5,000.  If the policy is new, the donor may deduct each year the amount of the premium paid.  Smith prefers that the College pay the premiums when notices come to the College as owner, and then donors make a gift to the College in the amount of the premium.  This will create a clear paper trail for substantiation of gifts.  While a donor may claim an annual gift, the College will not give Smith Fund credit since the funds were used to offset a premium.

The College can choose whether to continue making premium payments, with offsetting gifts from the donor, or to surrender the policy for cash.

cmk 11/04 (revised)
General Gift Accounting Information

Determining Gift Date
According to IRS guidelines established for determining date of gifts, the envelopes must be retained.  In addition, the gift accounting office asks that items be date stamped with the date received by the recipients.  For gifts handed to an individual, the gift accounting unit needs the date the gift was placed into the Smith College staff/volunteer’s hands.  

1. Charge Cards

a. gifts/payments are the date the charge clears through our charge card machine.

2. Securities

a. date supplied by broker (date owner relinquishes control)
b. if certificates received here, basic guidelines for other gifts/pledges are followed

3. All other Gifts/Pledges 

a. Received via the U.S. Postal Service

i. The postmark

ii. If two postmarks exists, the earlier date prevails unless it is a metered postmark, the official U.S. Postal Service postmark is used

iii. If the postmark is missing, then the earliest date that the gift accounting unit can determine as its arrival on campus – thus the importance of stamping with date received

iv. If no date for arrival on campus, then arrival date in gift accounting office

b. Received by private courier (i.e. Federal Express, UPS)

i. The date received here on campus

ii. If no indication of arrival on campus, then arrival date in gift accounting office

c. Received by hand delivery

i. The date received by Smith College agent (staff, volunteer) 

ii. The date received here on campus

iii. If no indication of arrival on campus, then arrival date in gift accounting office.

Determining Gift Type
The following information defines the types of gifts handled by Smith College and includes the gift type code used for entry.

· Bequests are gifts left to Smith College through the donor’s last will and testament. 

· Checks and cash are the most common form in which gifts arrive.

· Credit Card Gifts are gifts that are made using a donor’s credit card.  The donor submits the card number, expiration date, name on the card and the amount they wish to charge.  The Gifts Unit processes the charge using a credit card terminal that has its own phone line linking directly to the bank.  Smith College accepts MasterCard, VISA, Discover and American Express.

· Deferred/Planned Gifts include gifts that provide an income for the life of the donor or other designated beneficiaries.  Smith College can use the funds upon termination of the agreements (usually upon the death of the donor or last designated income beneficiary).  The amount received and the designation of the funds is based upon the agreement and type of deferred gift.

· Types
· Gift Annuities – are agreements between a donor and Smith College.  In return for a contribution, the College agrees to pay the donor and/or another named beneficiary a fixed sum each year for life.  Payments are secured by the total assets of the College.  Annuity gifts are commingled with the College’s endowment and there are no management fees.  Annuitants must be at least age 60.
· Deferred Payment Gift Annuities – are also agreements between the donor and Smith College.  In return for a contribution, the College agrees to pay the donor and/or another named beneficiary a fixed income each year for life beginning either at age 60 or at a later date.  Payments are secured by the total assets of the College.  Deferred Payment Annuity gifts are commingled with the College’s endowment and there are no management fees.

· Pooled Income Fund Gifts – Gifts from donors to the pooled income funds are commingled and overseen by outside trustees.  The income earned by the funds is distributed quarterly to the participants based on their proportional share of the total fund.  Upon the death of the last income beneficiary of each agreement, the portion of the fund principal associated with the gift is made available to Smith. 

· P1 – PIF I - Income-Oriented Fund gift is invested for greater current income and modest growth of principal.

· P2 – PIF II - Growth-Oriented Fund offers a more modest immediate return with the prospect of greater income through long-term growth.

· Charitable remainder trusts are irrevocable gift agreements that provide income for life, or a period up to 20 years, to the donor and/or other beneficiary.  A trustee is selected to invest the trust assets, make payments to the income beneficiary, handle annual tax reporting for the trust, and – at the termination of the agreement – immediately deliver the remaining funds to Smith College, to be used for the purpose previously designated by the donor. 
· Gifts in Kind are non-monetary gifts such as paintings or books.  The values of gifts-in-kind are not included in donor’s campaign commitment or campaign fundraising data.  

· Gifts in lieu of reimbursement are a result of expenses that a donor has incurred while doing business for the college and requested that the dollar amount of the expenses be donated to the college rather than reimbursed.

· Lockbox gifts are donations that are mailed directly to the lockbox department of the bank and deposited directly into Smith’s account.  The bank makes copies of the checks and forwards them to the Gifts Unit along with the envelope and any documentation contained with the gift.

· Matching Gifts are gifts received from an individual’s employer, or the employer’s foundation, directly matching the employee’s or employee spouse gift.  Each employer’s guidelines may differ and not all employers have matching gift programs.  Information on specific employer programs can be found in the CASE Matching Details Book.  (A copy is kept in the Gifts Unit.)

· Payroll Deduction is a vehicle that can be used by employees of Smith College or other organizations to make a gift to Smith.  The employee authorizes a specific amount to be deducted during each pay period for specific period of time.  This amount is removed from the individual’s paycheck.  The payroll office forwards a list of individual names and the amount deducted for each pay period to the Gifts Unit for entry.
· Securities/Mutual Funds are vehicles that are used by many of Smith College’s donors.  Please refer to the section on Securities.

· Wire Transfers are a direct deposit made by a bank from the donor’s account to Smith College’s bank account.  

GIFTS OF SECURITIES
Please note:  The following form is for your information only.  All donations given via stock must be coordinated through the Securities Specialist in the Gift Accounting Unit in Donor Services.  
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Securities Gift Form

Date: _______ Donor Name: _______     ___________________Year: _____________  

I.D.:  ____________________________________   Phone: _______________________ Number of Shares _______ Security to be Transferred _________________________

*Approximate Value $_________________ (If over $100,000, DO NOT Transfer - see below)

Donor’s Brokerage Firm__________________________________________________  

Broker’s Name: _______________________________ Broker’s Phone: ___________

Purpose of Gift:  ________________________________________________________

Confirmed to me: ( in person     ( by phone 
 

By: ( Donor     ( Broker 
( Other (specify) ___________________________

*Transfer to:


Taken by:  ________________________________________ Ext: _________________

Please return immediately to:  Gift Accounting; Stoddard Annex, Level I

Please call Janice McDowell at ext. 2681 with questions
* If the gift is over $100,000 or the donor requests a different brokerage firm, contact Janice McDowell or a Gift Accounting staff member directly.

WIRE TRANSFER OF CASH
Please notify the Gift Accounting Unit of all wire transfers!

Cash should be wired to:

Wachovia Bank

P.O. Box 7618

Philadelphia, PA  19101-7618

ABA#031201467

Account #2000098815027

For Credit to Smith College

Swift code (foreign transfers)  PNBPUSS33

Contact (800-523-0902) Roger, Barbara, or Rosalie at Wachovia Bank to confirm.  

Notify the Controller’s Office that a money wire transfer is to take place.  Provide the amount being transferred and where it is coming from.  Contact names and telephone numbers should also be provided when possible.

Gift accounting Unit Glossary of Terms
Activity Date
The activity date is the last date that the record has had activity on it.  It could be the same date as the entry date or differ if adjustments/modifications to the record have been made.  (For example, a gift is entered on May 12th.  On May 15th, notification is made that the gift is to be modified to reflect a different designation.  When this adjustment is made, the activity date will reflect the date of adjustment.  The entry date will still reflect May 12th.)

Acknowledgement Letter
An “acknowledgement” is a thank you letter sent to a gift/pledge donor.

Annual Smith Fund Recognition 
Transactions receiving annual Smith Fund recognition are coded with an annual fund campaign code (i.e. AF08). Gifts and pledges from alumnae receiving Smith Fund recognition also receive class recognition.  The year in which Smith Fund recognition is received is directly influenced by the annual fund campaign code (i.e. AF06) attached to the transaction.
Smith Fund gifts are normally unrestricted gifts (designation of 025100) that are spent immediately and support all aspects of the college’s operations. Exceptions are gifts from Smith Clubs to their current or endowed club designations.  Club gifts are granted Smith Fund recognition with no class recognition.  There are also a small number of restricted current-use accounts that are approved for Smith Fund recognition.  They are listed below.  

Designation

Description

446050

Ada Comstock Current Scholarship Fund

446178

Miscellaneous Current Scholarship Fund

446160

Minority Scholarship Fund

449xxx

Paid-in-Advance SF accounts

There is a specific group of alumnae that have been “grand-mothered,” allowing them to give to their or their family’s named fund and receive Smith Fund recognition.  These donors have met the prerequisite of having given at least two gifts to the named fund via the Alumnae Fund prior to July 1, 1985.   These individuals and the specific fund that will be allowed Smith Fund recognition are listed below.

Donor




Restricted Fund

Alice Kingsbury Bakemeier ’45
564640
Kingsbury Family Endowed

Scholarship Fund

Marian Sternlieb Blum ’53

530825
Joseph I. Sternlieb Endowed Fund

Marion Weathers Grassi ‘37

446962
Gladys McCain Weathers 1913 Fund

Jeanette Strand Harding ‘41

555180
James A. Harding Memorial 
Endowed Scholarship Fund

Dorothy Hyman Hertz ’41

530450
Rosamond Starin Hyman ’12 and 
Robert E. Hyman Fund

Susan Kingsbury ’63


564640
Kingsbury Family Endowed 







Scholarship Fund

Priscilla Kingsbury Maynard ’42
564640
Kingsbury Family Endowed 







Scholarship Fund

Cynthia Dalrymple Newman ’43
565760
Cynthia Dalrymple Newman

Edowed Scholarship Fund

Helen McEldowney Patterson ’41
553220
Lt. Robert Lamont Darrah Memorial
Scholarship Fund

Muriel Kohn Pokross ’34

063450
Muriel Kohn Pokross ’34 and Joan







Pokross Curhan ’59  Fund

Elizabeth Kingsbury Ripley ’37
564640
Kingsbury FamilyEndowed
Scholarship Fund

Judith Ripley Walton ’62

564640
Kingsbury Family Endowed 
Scholarship Fund

Anticipated Match (Matching Claim)

Anticipated Matches are entries in the system that indicate an expected matching gift from a donor’s employer or its corporate foundation.

Associated Donor

An associated donor is an individual in whose honor or memory a gift has been given or a pledge has been made.

Auxiliary Codes of ACLAS, SCLAS, GCLAS

ACLAS is indicative of undergraduate credit (formerly ADVANCE school credit of SMITH), SCLAS is SSW credit and GCLAS is graduate credit.  These codes are used only for Smith Fund credited gifts.  When a class year (i.e. 1954) is entered in the ‘Preferred Class’ field and an amount in the appropriate field on AGAGAUX, you are indicating the amount which is being credited to a particular class within the particular school.  For example, if Joanne Singh were to give a straight gift to the Smith Fund, she would have a GCLAS code as a graduate alumna with her preferred class year attached.

AVMENU

AVMENU is a reporting interface for reports that have been written in FOCUS that extract information from the Banner system.  

Banner

Banner is the integrated computing system used by Smith College.  It consists of five separate modules (Alumni/Development, Finance, Financial Aid, Student, and Human Resources).  These modules share basic information on the entities contained in these systems (i.e. Name, Address, ID numbers)

BAR (Banner Access Reports)
BAR is a reporting interface for reports that have been written in MSACCESS that extract information from the Banner system.  Users can choose from a number of reports based upon their needs.

Bequest
A gift to the college left at death through a number of vehicles including a will, a living trust, life insurance, or a retirement plan.
Campaign 
“Campaign” refers to a specific period of time wherein gifts and pledges are collected.  It does not indicate a designation.
Campaign Code
A campaign code is a code (i.e. AF99, CC99) attached to all transactions as required by Banner.  This code gives the user an additional way of grouping gifts/pledges.

Campaign Commitment
Campaign Commitment is the total amount of revenue credited to an entity plus outstanding pledge balances and any anticipated matches that are coded with an appropriate campaign code that corresponds with the current comprehensive campaign.  

Formula: Revenue Received [Gifts Received from donor + Memo Credit Received by donor – Memo Credit Given Away by donor] + Outstanding Pledge Balances on Active Pledges [Pledges Received from donor + Memo Credit Received by donor – Memo Credit Given Away by donor]  + Anticipated Matches [Anticipated Matches from donor + Ant. Matches Memo Credit Received by donor  -  Ant. Matches Memo Credit Given Away by donor]

Campus School Annual Fund Recognition 

Transactions receiving Campus School Annual Fund recognition are coded with an annual fund campaign code (i.e. CS99).  The year in which recognition is received is directly influenced by the annual fund campaign code (i.e. CS99) attached to the transaction.  

Class Credit 

All gifts, whatever the designation, receive class credit.  “Class credit” refers to the class affiliation of the alumnae donor.

Class Recognition 
Class recognition is coded only on annual Smith Fund transactions. “Class recognition” refers to the class receiving recognition in their totals for an annual fund gift/pledge.  Class recognition is normally assigned to the class year of the relevant alumna, who may be the legal donor or the memo donor, using the auxiliary (AGAGAUX/AGAPAUX ) form.  Alumnae donors may “give away” their class recognition to other classes. Only annual Smith Fund reports compute class recognition.

Constituent

A constituent is an entity in Banner that has a donor category code.  

Current (Expendable) Fund 

A current, or expendable, fund is a designation wherein the gifts received are immediately available for spending.

Date of Gift 

“Date of Gift” is the legal date of gift/pledge for tax filing purposes (the date the donor relinquishes control of the assets).  Legal date of gift is determined by the postmark date for items received via the U.S. Postal Service.  Items received through private courier (i.e. UPS, Federal Express) are dated with the date of receipt by Smith College.  Transactions received by telephone (i.e. credit card calls, telephone pledges) are dated with the date the call is received.

Deferred (Planned) Gift
Deferred, or planned, gifts are gifts from which the college will benefit at some future date (usually at the time of the death of the donor or a beneficiary).  Deferred/Planned gifts may be received in the form of 1) Bequests, 2) Pooled Income Funds, 3) Charitable Gift Annuities, 4) Charitable Remainder Trusts.

Designation 

“Designation” is the financial account to which a gift/pledge is assigned.

Donor Category Code

A donor category code (i.e. SCAL, SCND, etc.) is linked to an entity in the Banner system and indicates the type of constituent (i.e. alumna, parent, friend, corporation, etc.).  Donor Category Code is specific to the Alumni/Development Module of Banner and not shared across modules.

Endowed Fund 

An endowed fund is a designation wherein the gift is held (and invested) by the college in perpetuity.  The total return concept is used to determine the annual spending rate.
Entry Date
Entry date is the actual date of original entry of information into the Banner system. 

Fair Market Value
Fair Market Value is the face value of the gift when it is transferred to the college.

Fiscal Year 

The Smith College fiscal year runs July 1st through June 30th. 
Gift

Gifts are a voluntary, irrevocable, gratuitous transfer to and accepted by Smith College of cash, securities or property of value, or the execution of an instrument that legally vests an interest of value to Smith College.

If a gift is for multiple purposes, unless the donor indicates the distribution percentage, the College would need to define clearly the basis for distribution for the amount can be properly recorded by gift accounting.

· A multi-purpose gift shall be divided by purpose and counted by purpose

· Multiple payments for a single gift purpose shall constitute a single gift in the accounting procedures

· Gift may be made by individuals, corporations, foundations and by other legal entities.

Gift-in-Kind
A gift-in-kind is a non-monetary gift such as a painting or book.  These gifts are entered into the system with an appraised value or $0.01 if the value is unknown or if the gift is of little monetary value.  The value is not included in donors’ campaign commitment or any campaign figures. 

Gift (Tax) Receipt
A gift receipt is notification to the donor of their gift.  These are mailed directly to the legal donor of the gift for tax filing purposes.  The receipt contains the amount of the gift, a description of the property transferred, date of gift, designation of gift, information on associated and memo credit donors along with a statement regarding any goods or services provided in consideration of the gift.

Giving Society 

Giving Societies are another form of recognition.  Smith College currently has four types of societies. 

The Planned Giving Society (The Grécourt Society) is maintained manually by the Advancement Planned Giving unit.  Individuals become lifelong members of The Grécourt Society when eligible, and are coded as a member once and only once.  

The Parents’ Fund Annual Society, the Smith Fund Annual Society, and the School for Social Work Annual Society are computer calculated within Banner as dictated by specific rules.   There are multiple levels within each of these societies.  Constituents become members of these societies on a fiscal year basis.

Independent Qualified Appraisal

An appraisal that is performed by a qualified independent appraiser.  List of information to be included in the appraisal form appear on page 22.
Independent Qualified Appraiser

Any individual or entity qualified to serve in that capacity and which is independent in the party of interest engaging in the transaction and its affiliates.  The qualified independent appraiser must present in writing its qualifications to serve in that capacity, and must also detail any relationship it may have with the party in interest engaging in the transaction that could enable the party in interest or its affiliates to control or materially influence the actions of the appraiser or vice versa. 

Legal Donor
A legal donor is the entity that has given a gift.  This is the entity to which a gift receipt will be issued for tax purposes.

Letter Generation
Letter Generation is a process used in conjunction with Banner to produce letters, receipts, acknowledgements and pledge confirmations.

Matching Gift
A matching gift is a gift received from a donor’s employer, or its corporate foundation, matching the donor’s gift.  Some matching gifts are dollar-for-dollar, while others are 2-to-1 or even more for each dollar given.  The donor initiates these gifts through the donor’s place of employment.  The guidelines for an employer’s matching gift program can normally be found in the CASE Matching Gift Details Book.  

Memo Credit Donor
A memo credit donor is the entity who is receiving credit/recognition for the gift but is not the legal donor of the gift.

Paid in Advance Gift
A Paid in Advance Gift is a gift made within a specific fiscal year that is to be recognized by the Smith Fund in a future fiscal year.  The gift will be entered with its legal date of gift and coded with the appropriate campaign code (i.e. AF08) to indicate the year of recognition by the Smith Fund.

Parents’ Fund Recognition 

Transactions receiving annual Parents’ Fund recognition are coded with an annual fund campaign code (i.e. PF99).  The year in which Parents’ Fund recognition is received is directly influenced by the annual fund campaign code (i.e. PF99) attached to the transaction.  Parents’ Fund gifts are unrestricted gifts (designated to 025200) that are spent immediately and support all aspects of the college’s operations.

Plant Fund
A plant fund is a designation wherein the gifts received are used for “bricks and mortar” projects (i.e. Fine Arts Center, Lyman Plant House, Tenney House Renovation, Seelye Hall Renovation, etc.).  

Pledge

A pledge is a promise or agreement of a future gift to the college.  The pledge outlines the amount of the gift, the designation as well as the anticipated payment schedule.
Pledge Confirmation

A confirmation is notification to a donor containing the specifics of a pledge that has been entered into the system.  It contains information on the pledger (i.e. name, address, ID number), pledge amount, pledge date and designation of pledge.

Population Selection (PopSel)
A population selection, or popsel, is a group of entities sharing certain characteristics as defined by a set of rules (i.e. all alumnae in the state of Massachusetts).

Remainder Value (also called Gift Value or Discounted Present Value)
Remainder Value is a term that is normally associated with life income gifts.  The remainder value is the amount a donor can claim as a charitable contribution on federal income tax returns.

Restricted Gift
A restricted gift is a gift to the college that is limited in use as directed by the donor.  This would include any gift with an indicated preference by the donor.

Revenue
Revenue is gifts received, “cash in hand.”
Third Party Payment
A third party payment is a gift received from an entity (for example, a donor advised fund or private foundation) as a payment toward a second entity’s pledge. 

Unrestricted Gift
A gift received by the college that is not limited as to its use, without restrictions.  

Variables
Variables are rules that will return a specific value to be included in merges used in conjunction with Letter Generation.

Wildcard

A wildcard is a symbol that can be used in a search when there is a question of spelling, etc.  The symbol used in Banner is “%.”  For example, if you know a person’s last name starts with “Birk-“ but are not sure if the rest of the name is “-owitz” or “-enstalk” or some other variation,  type “Birk%” and Banner will search for all variations. You can use more than one % in a search, but the more you use, the slower the search.

A.G. Edwards & Sons, Inc


1350 Main Street


Springfield, MA 01103-1672


Contact:  Mr. Mark W. Teed, Vice President - Investments


1-800-628-8466 or direct 413-584-1607 Fax: 413-739-1526 or 413-788-6111





Account Detail:


Account name: Trustees of The Smith College


Account No. 5818-1423


DTC No. 0201





Smith College Tax I.D.: 04-1843040








� The Smith College Museum of Art Code of Ethics adheres to the ethical guidelines established in AAM Code of Ethics for Museums (2000).  See:  www.aaam-us.org/museumresources/ethics/index.cfm


� See:  www.cr.ups.gov/nagpra/MANDATES/25USC3001etseq.htm


� See:  www.aam-us.org/museumresources/ethics/nazi_guidelines.cfm  
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