Procedures for Gift Processing Gifts from Health Care Vendors in Support of UCSD

Gifts from Health Care Vendors received by UCSD departments in support of UCSD’s mission, and in compliance with the UC Health Care Vendor Relations Policy (HCVRP), should be handled as follows:

1. All charitable gifts to UCSD should be documented as such.   A draft gift letter that may be used is attached for reference.  Gift letters are required for all gifts of $10,000 and over. Due to the nature and constraints of the HCVRP, a gift letter is required for all gifts from Health Care Vendors.
2. Gifts should be made payable to the “UC Regents”. A Regents gift form should be prepared and signed by the department business officer.  Completion of the form is fairly self explanatory and must include a signature by a UCSD Business Officer as the person “Accepting by the Department”.
3. The department head should complete the Gift Certification.

4. All gifts should be submitted to UCSD Gift Processing, mail code 0940, and should include the following:
· Regents Gift Form

· Donor Gift Letter

· Gift Check 

· Gift Certification for Compliance with HCVRP
5. UCSD Gift Processing will:

· Set up a new departmental gift fund for the gift and future gifts for the same general use can be placed into that fund. 

· Notify the department of the gift fund number

· Deposit the gift

· Enter the gift in the Donor Database

· Receipt the donor

· Allocate the gift to IFIS for expenditure by the department 

