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(School Name) is a Catholic, independent college preparatory high school for young women. The school’s mission is to develop the spiritual, academic, personal and physical growth of each student within an atmosphere of care and concern; to provide quality educational opportunities for students of diverse ethnic, economic and religious backgrounds; and to encourage each student to realize his/her full potential as an intelligent, cultural, spiritual and socially aware individual. 

I. Purpose

These policies set forth (School Name) terms, conditions, procedures and protocols for soliciting, accepting and receiving gifts. Adherence to these policies is intended to achieve the following objectives:

· Complete, accurate and consistent reporting of gifts and pledges.

· Compliance with Internal Revenue Service (IRS) regulations and acceptable business practices.

· Guidance for Advancement Office staff and persons involved in the solicitation, documentation and administration of gifts made for the benefit of (School Name).

These policies are necessary to ensure that gifts:

· Are appropriate to the mission and needs of (School Name).

· Impose no undue financial burdens on (School Name).

· If restricted, are donated according to reasonably broad and flexible terms to maximize each restricted gift’s usefulness to (School Name).

· If restricted, are donated according to terms that permit (School Name) to apply the gift to a related purpose in the event that the designated purpose is no longer practical, necessary or able to be performed.

These policies apply to all parts of (School Name), including all entities or associations under the (School Name)’s 501(c)(3) designation such as school departments, the Mothers Association, the Dads Club, the Board of Trustees and its committees. These policies will be reviewed annually by the (School Name) Advancement Committee of the Board of Trustees to ensure that they reflect relevant changes in IRS regulations, accounting standards or other applicable guidelines. Furthermore, it is understood that, except where stated otherwise, these policies are intended as guidelines and that flexibility should be maintained as some gift situations are complex and decisions regarding gifts can be made only after careful consideration. Any exceptions to the policies should be granted only with prior consent from the Board of Trustees. When appropriate, the Board of Trustees will seek the advice of legal counsel regarding gifts offered to and/or accepted by (School Name). (School Name) will strongly urge and advise the donor to seek independent professional counsel prior to making a gift.  

II. General Guidelines and Policies

All gifts will be subject to the charitable donation status of (School Name) as a 501(c)(3) non-profit designation.

A. Donations and pledge payments will be credited for the fiscal year in which they are received. (School Name)’s fiscal year is defined as July 1 through June 30.

B. A “pledge” is defined as a donor’s unconditional promise to give money or property in the future. (School Name) permits, on a case-by-case basis multi-year pledges, generally three to five years in duration. In approved instances longer pledge periods may be permitted. Pledges must be secured in writing and recorded by the Advancement Office, which will then be responsible for generating pledge reminders. The terms of pledges extended beyond five years will be on a case-by-case basis.
C. All gifts solicited on behalf of (School Name) shall be used, to the extent possible, in accordance with the donor’s intention for the gift.  All gifts will be recorded and accounted for under current accounting principles and as required by law. (School Name)  will acknowledge all gifts promptly in accordance with current IRS guidelines regarding charitable gifts. 
D. Gifts will be valued on the date the donor relinquishes control of the assets in favor of (School Name).  (School Name)  adheres to the rules of gift acceptance required by the IRS:

1. Mail: the postmark date.

2. Hand delivery: the date of physical receipt.

3. Wire / electronic transfer: the date received in (School Name)’s account.

4. Charitable remainder trusts, charitable lead trusts and charitable gift annuities are created on the date they are funded.

E. When a gift is given to (School Name), it is not considered legally consummated until (School Name) agrees to the conditions and notifies the donor of acceptance of the gift.

F. All gift solicitations should be coordinated through the Advancement Office. Major gifts shall be handled on a personal, peer-to-peer basis.

G. All planning, pledge projections, gift amounts and prospect information will be held in the strictest confidence and shall not be discussed beyond the venues for which they are intended.

H. Public acknowledgement of any gift will be made with respect for any donor’s request of anonymity. 

I. Acceptance of a restricted gift imposes an obligation to comply with the terms established by the donor. Therefore, it is necessary that (School Name) understand clearly the nature and extent of this obligation. For this reason, (School Name) will review the terms of each restricted gift with the utmost care to ensure that the terms do not hamper the usefulness and desirability of the gift. If a gift is deemed unacceptable because of the restrictions the donor has placed on its use, (School Name) will counsel the donor to remove or modify the restrictions.

J. Gifts not designated to a particular campaign shall be credited toward (School Name)’s Annual Fund, unless otherwise directed, as determined by (School Name) Administration with Board of Trustee approval.

K. Major donors will be informed that all discussions with, and information provided by, them will be held in strict confidence and that all volunteers or other representatives of the school are aware of such confidentiality. 

L. In no case should an (School Name) representative offer specific tax advice regarding any gift. All donors should be instructed to refer to their personal tax advisors or their own legal counsel for advice specific to each donor’s situation. 

M. In no event will a commission or finder’s fee of any type be paid to any party in connection with the completion of a gift to (School Name).
N. Gifts may not be accepted by (School Name) if they are offered on the condition, or with the understanding, that the award will be made to a student of the donor’s choice.
O. The President or the Director of Advancement reserves the right to decline any gift. Gifts that are refused should be reported to the Advancement Committee. Reasons a gift may be declined include: 
1. Gifts that are counter to, or beyond the scope of, (School Name)’s mission.
2. Gifts that require discriminatory practices.
3. Gifts that benefit an individual of personal interest to the donor.

4. Gifts that might require maintenance or repairs beyond their value.

5. An inability to meet donor restrictions.

6. Unwanted costs to maintain the gift or to meet the restrictions placed on the gift by the donor.

7. Gifts that are unrelated to the tax-exempt purposes of (School Name).

8. Gifts that may result in inappropriate or undesirable publicity.

9. Restrictions as to relatives or descendants as beneficiaries.  

10. A gift that is subject to an adversarial legal proceeding or indebtedness that (School Name) would have to assume.

III.    Types of Gifts


(School Name), subject to the approval of its legal and financial advisors, may accept all types of current gifts and deferred gifts as are lawfully permissible and as are in the best interests of (School Name).  Such gifts may include:

A. Cash – Outright gifts of cash of any amount may be accepted unless, as is in the case of all gifts, the gift is contrary to (School Name)’s mission or any applicable law, there is a question as to whether the donor has sufficient title to the assets, or there is a question as to whether the donor is mentally competent to legally transfer the funds to (School Name).

B. In-Kind (Tangible Personal Property) – In-kind gifts should have a use related to (School Name)’s mission and philosophy. Gifts of personal property that meet no potential needs of (School Name) and have no potential resale value will not be considered.  Gifts of artwork, jewelry, collections, equipment and software may be accepted after approval by the Advancement Committee. Consideration will be given to the cost of maintenance, cataloging, delivery, insurance, display and any space requirements as the time and effort needed to accept, process or maintain gifts may ultimately diminish the gain realized from a gift.  In-Kind gifts may be used by or sold for the benefit of (School Name). In most cases, the donor will be responsible for delivering the gift to (School Name).  (School Name)  will follow all IRS requirements in connection with an In-Kind gift and filing of appropriate tax reporting forms. It is deemed inappropriate for (School Name) to directly involve itself in the appraisal of In-Kind gifts. Such appraisals often vary greatly depending on the current economic climate, geographic considerations and the firm making the appraisal. Donors are responsible for securing appraisals on In-Kind gifts according to IRS guidelines.

C. Memorial/Honorary Gifts – Memorial or Honorary gifts are considered to be special gifts of remembrance or appreciation.

D. Bequests By Will or Living Trust – A donor may name (School Name)  as a beneficiary in his/her will or trust, directing that (School Name)  receive an outright distribution or annual payments from the donor’s estate.  Bequests represent the most common planned gifts and are strongly encouraged.   Bequest gifts will be designated for endowment unless specified otherwise by the donor.
E. Publicly Traded Securities –   Readily marketable securities may be accepted and will be sold at the discretion of the Advancement Committee. Examples include publicly traded stocks, mutual funds, municipal and corporate bonds, treasury bills and notes. It is (School Name)’s policy to liquidate gift securities immediately as directed by the CFO. For gift crediting and accounting purposes, the value of the securities is the average value on the date the gift is made.  Where applicable, donors are responsible for complying with IRS requirement relating to the gifted securities.

F. Closely Held Securities – Non-publicly traded securities may only be accepted after approval by the Advancement Committee. Such securities may be subsequently disposed of only with the approval of the Advancement Committee. NOTE: A suggestion is to direct these gifts through the National Christian Foundation to minimize (School Name)’s tax burden.

G. Bonds – Gifts of bonds may be accepted as long as they are marketable securities.

H. Life Insurance – (School Name) may accept a life insurance policy as a gift when (School Name) is named as the owner and beneficiary of the policy. Each gift of this kind will be initially reviewed by both the Advancement Committee and the Finance Committee. When (School Name) is designated as both the owner and the beneficiary, (School Name) has two choices.  (School Name)  may receive any cash value or the equivalent in the form of paid up insurance or the Advancement Committee may prefer to keep the policy in force by continuing to make policy payments.  If the policy is paid up, there is no minimum threshold to accept the policy. If the policy is not paid up, the minimum thresholds for accepting the policy are as follows: $100,000 and less than five years to being paid up for insureds age 65 and older; $250,000 and five years or less to being paid up for insureds under age 65. If donor has been deemed terminally ill, the committee at their option could decide to accept the policy if the donor is under the age of 65 years old. A copy of the policy will be maintained in the donor’s file in the Advancement Office. Where applicable, (School Name) will follow all IRS requirements in connection with a life insurance gift and the filing of appropriate tax reporting forms.

I. Real Estate – Gifts of real estate should be reviewed by the Advancement Committee before acceptance. The donor will be responsible for obtaining and paying for an appraisal by an independent and professional agent to assess the fair market value and an environmental audit of the property. Prior to the presentation of the real estate gift to the Advancement Committee, a member of the (School Name) staff should make a visual inspection of the property. If the property is located in a geographically inconvenient area, a local real estate broker may conduct the visual inspection. Properties with any associated liabilities (e.g. financial, environmental or legal) will not be accepted. Gifts of real estate will generally be converted to cash as soon as reasonably possible. The Board of Trustees must approve all sales of real estate. 

J. Deferred Gifts – Charitable trusts and gift annuities include charitable remainder unitrusts, charitable remainder annuity trusts, and charitable lead trusts.  Distribution of funds for deferred gifts will be made as outlined by the agreement between (School Name) and the donor.  All donors should be instructed to refer to their personal tax advisors or their own legal counsel for the best advice specific to each personal situation.

NOTE: In the case of deferred or bequest gifts made through membership in the Legacy Society, donors will be listed as members of the Society, however, giving levels will not be reflected. After the gift is actualized, the donor’s name will be added to the appropriate giving level society and the value of the gift will be recorded accordingly. 

IV. Endowment Fund
Endowment funds shall be used to provide financial aid, faculty and staff development maintenance of facilities or support of another mission-related program. Monies and assets solicited under the auspices of the Board of Trustees which are designated to the Endowment Fund will be so restricted. 
Donors may establish a named endowment with a minimum gift of $50,000.Assets of named funds shall be commingled for investment and administration with the Endowment Fund. The Investment Committee, a sub-committee of the Board of Trustees, has responsibility to oversee investment and administration. The fund principal is invested in perpetuity and a portion of the earnings based on the spending policy approved by the Board of Trustees, not to exceed 50% of the interest earned, shall be available for support of (School Name) scholarships, programs or projects. It will be the intention to keep the original principal of endowment funds intact. No part of the principal may be withdrawn except in extreme and overwhelming circumstances. The Board of Trustees must approve any invasion of principal. Endowment funds may be created and operated for purposes designated by the donor to support mission-related programs like (School Name)’s ongoing scholarship programs, faculty and staff development, facilities maintenance or any other program of (School Name).

Termination of Named Fund: A named endowment fund may be terminated if the Board of Trustees, upon recommendation by the President, CFO or Director of Advancement, determines that the market value of the remaining assets within the fund is uneconomically low in relation to the cost of administering the fund. In such case, all remaining assets within the named fund shall be transferred to the general endowment fund to be administered pursuant to its terms. 
A suggested template for endowed scholarship agreements is attached to this policy as Attachment A. This general template may be used similarly for endowments supporting faculty staff development or for facilities.  

V.
Ethical Standards and Donor Bill of Rights
(School Name) is committed to highest ethical standards and serving the interest of donors. Each member of the Advancement staff having donor contact shall adhere to the principles expressed in the Donor Bill of Rights. (School Name)’s Donor Bill of Rights is based upon the Donor Bill of Rights developed by the American Association of Fund-Raising Counsel (AAFRC), Association for Healthcare Philanthropy (AHP), Council for Advancement and Support of Education (CASE) and the Association of Fundraising Professionals (AFP) and adopted in November 1993.

THE DONOR BILL OF RIGHTS

Philanthropy is based on voluntary action for the common good. It is a tradition of giving and sharing that is primary to the quality of life. To assure that philanthropy merits the respect and trust of the general public, and that donors and prospective donors can have full confidence in the not-for-profit organizations and causes they are asked to support, (School Name) declares that all donors have the following rights:

1. To be informed of (School Name)’s mission, of the way (School Name) intends to use donated resources and of (School Name)’s capacity to use donations effectively for their intended purposes.

2. To be informed of the identity of those serving on (School Name)’s governing board, and to expect the board to exercise prudent judgment in its stewardship responsibilities.

3. To have access to (School Name)’s most recent financial statements.

4. To be assured their gifts will be used for the purposes for which they were given.

5. To receive appropriate acknowledgment and recognition.

6. To be assured that information about their donations is handled with respect and with confidentiality to the extent provided by law.

7. To expect that all relationships with individuals representing (School Name) will be professional in nature.

8. To be informed whether those seeking donations are volunteers, employees of (School Name) or hired solicitors.

9. To have the opportunity for their names to be deleted from mailing lists that (School Name) may intend to share.

10. To feel free to ask questions when making a donation and to receive prompt, truthful and forthright answers.

VI. 
Donor Relations

The following will guide all donor activities: 

A. (School name)  will not accept gifts from any donor when the gift is known to be not in the best interest of the donor.  No agreement shall be made between (School Name) and any donor in any matter, whether investments, management or otherwise, unless efforts have been made to ensure that the donor’s interest is treated fairly.

B. With the exception of special events, a charitable contribution that meets the standards for deductibility must be a true gift for which the donor anticipated no benefit in return.  Donor suitability should be given primary consideration.

C. All information relating to current and prospective donors, including the amount of gift, the size of estate, beneficiaries, next of kin or family relationships will be kept in strict confidence.  No information will be publicly released unless permission is obtained from the donor.

D. Donors will be encouraged to seek assistance from their own attorneys and tax advisors prior to making a gift.

E. It is to be clear that the representatives of (School Name) are acting as agents or fiduciaries of (School Name) and not that of the donor.  Any professional fees involved in regards to the donation will be borne by the donor.  Commissions and/or finder’s fees will not be paid to any agent of a donor presenting gifts to (School Name).

F. Where applicable, (School Name) will encourage all donors to share the intent of their gift with family members and loved ones who may have an interest in their assets.

G. The (School Name) Advancement Office staff and volunteers act on behalf of (School Name)  and must remain free of conflict of interest. They do not have, nor can they have, any interest or benefit from a gift agreement in the form of commission or finder’s fee.

VII.
Communications

Persons Authorized to Solicit Gifts: Only individuals designated by the Advancement Office and the Board of Trustees shall be authorized to solicit gifts on behalf of (School Name). However, all (School Name) representatives are encouraged to discuss gift opportunities with individuals they feel may be interested. Any formal solicitation should be made by authorized (School Name) individuals.

Promotion of gift programs: Public promotion of gift programs shall emphasize planning alternatives for the philanthropically inclined donor. Care will be taken to respect the donor’s wishes to remain anonymous.

Coordination of donor communication: The Advancement Office shall generally coordinate all inquiries regarding gifts.  Discussions with a prospective donor on all gifting arrangements shall be coordinated by a member of the Advancement Office.  It is the responsibility of the Director of Advancement to assure that staff and volunteer representatives of (School Name) exercise extreme caution to avoid undue persuasion, influence or duress when dealing with prospective donors.  The Director of Advancement shall encourage (School Name) staff and volunteers to inform, serve, assist and guide the donor in every way possible toward the objective of fulfilling his/her desires.

VIII. Naming Opportunities

Naming opportunities provide (School Name) with occasion to recognize donors that enrich and strengthen (School Name)  and its sense of heritage. They are significant events in the history of the school that honor those who have rendered extraordinary and enduring financial and service contributions to (School Name).  The following summarizes (School Name)’s naming policy:

A. In order that (School Name) may properly administer funds, each gift of naming kind must be accompanied by a gift agreement.

B. Any gift associated with naming should be of the level that will transform the very nature of the project involved and enable the project to reach a level of excellence that would have not otherwise been feasible using (School Name)  operational funds.

C. Ultimate authority to accept or decline any gift associated with naming rests with the Board of Trustees.

D. Ultimate authority to discontinue or transfer the designated name rests with the Board of Trustees. Before discontinuing a named project, special care will be given to preserve the donor’s legacy before implementing a new project.

E. When permanent named recognition has been extended for a gift received, it will be honored in perpetuity. (School Name), however, reserves the right to determine the form which such permanence may take. 

F. From time to time, it may be appropriate to offer named recognition for a limited period of time. In that case, (School Name) is obligated to honor the name for the designated period of time, subject to the renewal of the opportunity (or the life of the item).  The named donor(s) will be given right of first refusal to fund a major part of the cost to their named item. (“Major” is deemed to mean either a significant part of the cost or a contribution that is regarded as central to the completion of the project or activity and that represents a substantial part of its value). 

G. Facilities or activities supported by gifts may be named after a donor provided that the donor contributes to a major part of the cost of funding the facility or activity, the gift is central to the completion of the facility or activities and represents a substantial part of its value. 

H. Only in exceptional circumstances will facilities or activities be named to honor outstanding service of (School Name) faculty or staff. Such instances shall be approved by the Board of Trustees.

I. It is the responsibility of (School Name)  to advise potential benefactors that the acceptance of any gift contribution which involves a proposal to name is contingent upon final approval of the naming by the Board of Trustees. 

J. In the event that a naming gift contribution does not meet the full cost of a proposed project, the naming will take place only after the completion of satisfactory funding arrangements. If (School Name)  is unable to proceed with and/or complete a project, the potential benefactors will be invited to redirect their contributions including naming rights and/or to curtail future payments

K. In the event of a conflict or question of morality, naming rights may be revoked at any time without refund of the gift.

L. The naming policies set forth above also apply to naming for a third-party at the wish of a donor.

M. It is understood that Naming Rights can occasionally be provided to donors as recognition for distinguished gifts not directly related to construction. Examples are unnamed existing facilities, areas, programs, and services. In these cases related operating costs and the current philanthropic value of the Naming Right will be considered for Board of Trustees’ approval. 
IX. Approved and Unfunded New Facilities

A. Donors desiring to name approved but unfunded new facilities must contribute at least 75% of the cost of construction and equipment to ensure that the facility will bear their name exclusively. Occasionally there are instances where it may be reasonable to allow an exception to this policy.  Exceptions must be approved by the Board of Trustees.
B. Donors allowing (School Name) to offer sub-units in the facility to be “sold” to other donors must contribute at least 50% of the cost of construction and equipment.  However, (School Name) makes no firm commitment to the construction or the naming until the balance of the contribution has been raised. All sub-unit donors must abide by gift acceptance policies set forth throughout this policy. 

C. Approved, unfunded new facilities will not be named for third-party non-donors unless the persons wishing the unit so named fully funds the project.  Approved, unfunded new facilities will not be named on the basis of long-term pledges, unless default on the pledge would create no financial hardship for (School Name). In the event of a default, naming rights may be revoked at the discretion of the Board of Trustees.

D. Approved, unfunded new facilities will not be named for persons making gifts of property (real or personal) until (School Name)  has realized full benefit of the gift.

X. Unapproved Projects

Donors wishing to contribute to projects not yet approved by the Board of Trustees must understand that the Board will consider the following before accepting the donor’s contribution:

· Need for the project and the priority of other projects.

· Availability of space and/or land.

· Complete financial feasibility including not only construction costs but ongoing operating/maintenance expenses. 

XI. Approval of Policies and Procedures

The (School Name) Board of Trustees, the Advancement Committee and the Finance Committee shall have jurisdiction with regard to the approval of policies and products relating to the organization’s gift planning program. A committee of the Board of Trustees shall periodically review these policies to ensure that they continue to accurately describe the policies of (School Name) with respect to acceptance of charitable gifts. These policies shall be reviewed and ratified by the Board of Trustees each time the Board determines that (School Name) will embark on a capital or other campaign. Amendments to these policies may be accomplished by a majority vote of all members of the Board of Trustees. 

The terms, conditions, procedures and protocols for soliciting, accepting and receiving gifts to (School Name), as set forth herein, are the official policies of the (School Name) Board of Trustees as approved on (date). 
Board of Trustees approved, (date)
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