Solicitation Instructions

All solicitations must be approved by the Development Office.  Gift Administration should be notified, in advance, of all solicitations and would like to review solicitation materials to ensure they are in accordance with the IRS and University regulations- preferably before materials go to final printing.

The following items are required for all solicitation materials.

· Fund name(s)- funds must be established prior to solicitation.  If a fund is not specified, gifts will be directed to Chancellor’s Greatest Needs.  

· Donor name and address.

· Amount of gift or pledge.

· Notation that indicates whom to make the check payable- Foundation or Regents and the address.  

· If making a pledge is given as an option, the following information is required:

· pledge date

· pledge amount   

· payment/installment amount

· schedule- monthly, quarterly, semi-annually or annually

· date of 1st payment (all installments are due on the 1st of designated month)

· donor signature

Pledges should not exceed a 5-year period.

· For credit card payments, the following information is required:

· account number

· expiration date


· amount

· cardholder signature

· name on credit card

· an indicator to pay all installments with credit card (if applicable)

Credit cards currently accepted by the Foundation are Visa, MasterCard and Discover.  The Regents do not accept credit cards for gift payments.

· If the donor is getting something in return for the gift (quid pro quo) a statement must be made in the solicitation indicating the amount that is considered gift and the amount considered premium, per IRS regulations.  There should be a box to mark for the donor to opt out of benefits if they wish.

· A reminder to include matching gift forms with gift as applicable (optional).

· The Development Office has the option of setting up Campaign and Gift Source codes.  These should be included on solicitations when established.  

Additionally, the following pieces of information are helpful.

· Spouse’s name

· Telephone number

· Employer

· Job Title

