Regents Gift Acceptance Report (UDEV-100) Instructions
Form UDEV 100, provides a formal acceptance by the department and Gift Processing, the authorized officials, to take title to a tendered gift.   Information provided on the form designates the appropriate donor for tax receipting as well as the index and fund designation.  It is used to document not only cash gifts, but pledges as well as nonmonetary gifts to UC Regents.
The boxes that must be completed by the department are highlighted in pink.  When the form is printed, the boxes to be completed are highlighted in gray.

​​​​​​_________________________________________________________________

A completed Gift Acceptance Report (UDEV) must accompany each donation including pledges and gift-in-kinds.  
BOX 1.    Enter the donor name.  If there are multiple donors for the same fund and purpose and are under $1,000.00, then one UDEV is acceptable. In box 1, the donor name will be “various donors.”  Enter the total amount of all the checks in box 4.  Otherwise, separate forms for separate donors.
BOX 2.   Enter the donor address.  Place a checkmark in the box if their address has changed.
BOX 3.   This box is used only when a pledge is designated.  The full amount of the pledge is entered here.  Otherwise, please leave blank.

BOX 4.   Enter the amount of the check, credit card, wire, etc.  Note:  If the gift is over $100,000.00, the Chair of the department will need to sign the form in box 21.
BOX 5.   Enter the check number and check date, or wire date.
BOX 6.   This box is used for nonmonetary gifts or gift-in-kinds.  Please enter the amount of the gift-in-kind and the date the item was received on campus.  See box 14 for additional forms and requirements.
BOX 7.   Check the appropriate box according to the donor intent.

BOX 8.   This box is for internal use only.  Please leave blank
BOX 9.   This box is for internal use only.  Please leave blank
BOX 10.  Please check this box only if the donation is fulfilling a pledge payment.  Otherwise, please leave blank.

BOX 11 and 12.  Please note that the form designates specific documentation that is required for donations for Department Use (BOX 11) versus donations for a Principal Investigator’s Research (BOX 12).  This “checklist” of mandatory required documents will ensure that all the documents are provided to Gift Processing.  If all documentation is provided, this will assist is a faster turn-around time in receipting the donors as well as an allocation of funds. If the donation is from a health care vendor, the department head must sign a Health Care Vendor Form to certify that the gift is in compliance with the UC Health Care Vendor Relations Policy and that it is a charitable gift.  (NOTE: Incomplete documentation will delay the allocation of funds).   

BOX 13.  This box is signed by the Principal Investigator (P.I.) if the P.I. is giving a gift to his or her own research.  This ensures that the P.I. is aware of the UC Policy.    Note: The department Chair or above level will need to sign the form on line 21 and be the designated Principal Investigator in box 18. This is to ensure that the supervisor, Chair or level above knows of the gift and approves it.  
BOX 14.  This is a checklist to ensure the appropriate forms are provided for a gift-in-kind. Additionally, we will need a donor letter and a description, list, or part number of equipment and terms and conditions letter if any.  

BOX 15. This is a checklist to ensure the appropriate forms are provided for a fellowship in response to a solicitation or application.  Note:  The IFOPAL for fellowships are set up by OPAFS.
BOX 16.  This is critical to complete for every Regents gift.  If you have an existing Regents gift fund, please be sure to provide the complete Index, Fund, Org, Program and Account (IFOPAL). If you need a new gift fund, please provide the index, org, program and account.  Gift Processing will set up the new IFOPAL and email it to the person who prepared the form.
BOX 17.  This box must be completed for the purpose/use.  Note: that the purpose must match the purpose designated by the donor. Gift Processing   reviews to make sure that the gift purpose matches the purpose of the fund. If it does not, a new fund will be set up. This is because Fund Accounting Rules require all gifts with a similar purpose must be allocated to the same fund.  If a unique purpose cannot be attributed to an existing fund, a new fund will need to be set up. 

BOXES 18 through 21 are signature boxes. Gift acceptance is a two-step process involving the benefitting department and UC San Diego’s Advancement Services, each having shared responsibility and authority for ensuring that gifts are reviewed and accepted according to University guidelines. Departmental approval is the statement that the department wants the gift and agrees to its terms.  BOX 21 documents the department’s acceptance. 

BOX 22- University (formal) acceptance is a delegated authority to accept gifts on behalf of The Regents. Formal acceptance is an action by an authorized official to take title to a tendered gift. UCOP has designated Advancement Services as the office to accept and process gifts at this campus and only certain personnel in Advancement Services have the delegated authority by UCOP and by the Foundation to accept charitable gifts. Therefore, BOX 23 should be left blank.  
The check and other documents (see checklists in box 11 & 12) should be mailed to Gift Processing at MC0940 in a timely manner.  Please call x44491 for assistance.
IMPORTANT:  If the donation is missing documentation, this will DELAY the allocation of the gift funds.
