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I.
DEPOSIT REQUIREMENTS


A.
General Requirements.



1.
Contributions must be made to The University of Akron Foundation (“UAF”) or to a UAF account name.  Contributions must appear on a Department of Development log which solely determines which account is credited for the gift.




a.
Enough information should be gathered from the donor to enable the gift to be placed in one of the following categories:





i.
Unrestricted.  The donor places no restriction on the spending of the gift.





ii.
Restricted.  The donor may restrict the spending of the gift in two ways, as follows:







Permanently Restricted (endowed) -- The gift cannot be spent.  The gift will be invested, and only the income generated or appreciation in value may be spent.  The donor may allow the UAF to decide how to spend the income and/or appreciation, or may restrict the spending of the income and/or appreciation to some broadly defined activities, such as professorships, scholarships, building projects, fellowships, and research and instructional programs.  The donor may restrict the use of funds to a specific program area or purpose.







Temporarily Restricted ‑‑ The gift can be spent, but only in some restricted manner.  This restriction could include such broadly defined activities as professorships, scholarships, building projects, fellowships, and research and instructional programs.  The donor may restrict the use of the funds to a specific program area or purpose.





iii. 
Life Income Gift.  The Life Income contract should provide sufficient instructions from the donor to allow, upon termination of the contract, the remainder of the gift to be categorized as unrestricted, permanently restricted, or temporarily restricted. 




b.
Contributions must meet the following criteria:




i.
No detailed fiscal or technical reports are required as a condition of the gift.  The unit or faculty member involved may provide the donor with a brief summary of the results of supported activities and a statement that expenditures were made in accord with the intent of the gift.  If detailed fiscal or technical reports are required, the gift becomes a research contract.





ii.
All patents, copyrights, and other intellectual property rights which result from activities supported by the gift are not claimed by the donor.





iii.
The gift contains no restrictive provisions, such as delays or advance notice concerning publication or dissemination of data and information derived from activities supported by the gift.





iv.
The gift is irrevocable by the donor.





v.
If the contribution is made by the individual responsible for the account, the amount given must be contributed voluntarily in order to preserve the tax deductibility of the gift.  Also, the responsible person must not be able to derive any direct benefit from the contribution.  If the responsible person receives a payment from the account to which he/she has contributed and it is deemed to be a “private benefit,” the gift will be disqualified [per Internal Revenue Code Section 170(c)(2)(C)].  It is assumed, however, that adherence to these policies and procedures, the UAF Conflicts of Interest Policy, and the UAF Gift Policy will preclude a “private benefit” determination.




c.
As applicable, all gifts should be accounted for in accordance with FASB Statement 136 (or any other FASB statement replacing Statement 136).


B.
Funds Permissible for Deposit into UAF



1.
Unrestricted, restricted, or life income gifts.



2.
Investment income or return of principal from UAF investments.



3.
UAF event proceeds for the benefit of The University of Akron (“UA”).  Most campus events should be considered UA events and the proceeds from the event should be deposited into the proper UA accounts.  However, UAF events could include the following:




a.
Events sponsored by UA booster clubs and support organizations housed within the UAF.




b.
Events for which not all expenses can be paid by UA (i.e., if alcohol is served).



4.
Agency account deposits.



5.
Proceeds from the sale of non-cash gifts.



6.
Proceeds from the sale of UAF assets (i.e., stocks, real estate).



7.
Dues for booster clubs housed in the UAF.



8.
UAF gift checks with no supporting documentation indicating donor intent will be placed in appropriate UAF account but not agency accounts.




a.
For gift checks which come directly to the UAF with no supporting documentation indicating the donor intent, the Department of Development will be responsible for determining the appropriate account.


C.
Funds Not Permissible for Deposit into UAF



1.
Funds derived from University-sponsored revenue producing activities such as fees for services or for use of University facilities, revenues from ticket sales, registration fees, and similar activities or from grants, contracts, or business arrangements.



2.
Federal and state research contracts and gifts.



3.
Proceeds from the sale of UA assets.



4.
Any funds of a personal nature or an outside business activity not specifically generated for the benefit of UA.



5.
Donations collected from faculty and staff for retirement gifts. 

II.
GENERAL UAF DEPOSIT INSTRUCTIONS

A.
Check Payee Name



Checks must be payable to the UAF or to the UAF account name.  Any check made payable to the UA must be deposited in an appropriate UA account.


B.
Contributions to be Sent to Department of Development



Contributions to UAF and UA must be sent to the Department of Development.  The Department of Development will assign the gift to the appropriate account.


C.
Deposit Schedule



Funds other than contributions must be sent to the Treasurer’s Office along with a completed UAF Deposit Form.  All cash received will be deposited daily.  Checks must be deposited as soon as practical, but in all events within one week from the date of receipt.  Furthermore, checks must be deposited as soon as all checks held for later deposit at any given time exceed $5,000.


D.
Checks Combining Gifts and UAF Event Proceeds



Checks which combine gifts with UAF event proceeds should be sent to the Department of Development, which is responsible for logging and documenting the gift portion.

III.
RETURNED CHECKS PROCEDURES

A.
Returned Gift Checks



Gift checks deposited by UAF and returned by the bank (due to insufficient funds or the payor’s account being closed, etc.) will be returned to the Department of Development.


B.
Other Returned Checks



Any other checks sent to the UAF for deposit and returned by the bank (due to insufficient funds or the payor’s account being closed, etc.) will be returned to the person responsible for the account to which the check was credited.  


C.
Reissue Procedure



It is the responsibility of the Department of Development (for gifts) and the responsible person (for other checks) to decide whether or not to approach the payor to have the check reissued.

IV.
DISBURSEMENT PROCEDURES

A.
General Disbursement Standards



It is the obligation of the person responsible for the account (or his/her supervisor when the expenditures are those of the responsible person) to review the disbursement requests to ensure that they meet the following standards:



1.
Reasonableness.  All expenditures must be reasonable in amount and commensurate with the expected benefit to UA.



2.
Propriety.  The propriety of expenditures is the obligation of the person responsible for the account.  All expenditures are expected to withstand public scrutiny and must avoid the appearance of impropriety.  If in doubt about the propriety of an expenditure, check with the UAF counsel or the UA Office of General Counsel.


B.
Documentation



1.
General Requirements.  In order to be processed, disbursement requests must be supported by a clear business purpose indicating that the request for payment is in compliance with the account restrictions and accompanied by an original invoice or receipt.  If an original invoice or receipt is not available, the disbursement request may be processed with a copy of the invoice or receipt if the Treasurer of UAF confirms the authenticity of the copy and confirms that it has not yet been paid.  Clear business purposes would include the following:




a.
The recognition or promotion of academic achievement, athletic achievement, scholarship, and/or service to UA.




b.
The promotion of the communication of intellectual ideas among students, faculty, staff, administrators, and/or representatives of the public.




c.
The support of student events and activities which are sponsored by UA.




d.
The recruitment of highly qualified students, faculty, and staff.




e.
The promotion of the exchange of ideas with community leaders regarding the role of UA in the community.




f.
The assistance of the Ohio Board of Regents, accrediting agencies, officials from other universities and/or public officials in inspecting and reviewing the facilities and programs of UA.




g.
The support of a program of continuing education sponsored by UA.




h.
The conducting of staff conferences and receptions or other events designed to recognize and honor employees.  Employee goodwill expenses (i.e., holiday parties), including the cost of appropriate recognition/awards and food/refreshments provided at the time of presenting such recognition/awards.   Employee goodwill excludes gifts of cash and gift certificates.




i.
Travel reimbursements exceeding UA Maximums (see Appendix A, UA Travel and Expense Policy), to the extent they cannot be processed through UA without appropriate explanations.  Also, actual travel expenses incurred while conducting UA-related business, excluding UA per diem.  Mileage will be reimbursed at the current UA rates.




j.
Costs of hosting faculty and graduate student candidates, to the extent they are not allowable by UA travel regulations.




k.
Costs of legitimate moving expenses for new employees, to the extent that they are allowable under The UA Travel and Expense Policy.




l.
Cost of alcohol served at events at which the other costs of the events are allowable.




m.
Membership dues in civic and social clubs used to conduct UA-related business.  These membership dues must be approved by the appropriate UA officials.  All payments to clubs will be reported annually to the UA Controller’s Office.




n.
Meals with students, employees, and guests where the purpose of the meal is to provide an environment conducive to conducting UA business.  Reimbursement for meals will be made, provided actual receipts accompany the request.  No reimbursement will be made for meals based on a per diem.




o.
Modest gifts (not to exceed $50) paid from a UAF fund and given to visitors, students, alumni, and other supporters of UA in recognition of their support of UA.  Gifts in excess of $50 must be approved by the Executive Director and Foundation Treasurer.




p.
The expense of cultivation and solicitation of donors to UA or UAF.




q.
Memorials in honor of donors or their family members.




r.
The expenses of an employee’s spouse when the presence of the spouse is helpful in achieving a UA business purpose.  To ensure payment, advance approval must be obtained from the UAF Treasurer.  This can be done by filling out a Spousal Expense Form (see Appendix B) and submitting it to the UAF accounting office at least one week before the anticipated expenditure.  Failure to obtain  pre-approval will result in non-reimbursement of spousal expenses.




s.
Reimbursement of UA Agency Accounts. Within UA are certain agency accounts against which expenses of UA booster clubs and support organizations, which are accounted for under the UAF, are charged by following standard UA authorization procedures.  For example, Varsity A Association and Friends of Hower House are such organizations.  The Assistant Treasurer of UAF is authorized to reimburse UA for these expenses from the funds of these organizations without additional requisitions.


2.
Forms and Procedure.  All disbursement requests must be submitted on an original UAF Requisition Form, UA Prepaid Purchase Order Form, or Travel Expense Report.  If the expenses on one invoice are to be split between a UA account and a UAF account, it is permissible to place both accounts on one disbursement request.  Any request which has both UA and UAF account numbers must first be submitted to UA’s Accounts Payable Office.  In order for any allowable disbursement request form to be processed, it must:




a.
Be completed in full.




b.
Be properly authorized (signed) by the responsible person or appropriate designees.  All signatures must be originals (no stamps).




c.
Include sufficient original supporting documentation.




d.
Include copies of the documents to be sent to the vendor with the check.




e.
Except where contrary to the terms of the gift, the responsible person has the authority to approve reasonable expenses that meet the guidelines for disbursement.  If the disbursement is for the responsible person’s own expenditures, the request for payment must be approved by his/her supervisor or appropriate designee.  If the disbursement is for the supervisor’s expenditures, the request for payment must be approved by his/her supervisor.



3.
Entertainment Expenses.  For all entertainment expenses, the following must be documented on the request for payment:




a.
Date, place, and nature of the function (the business purpose).




b.
Names, titles, and associations of persons attending the function.  For large gatherings, the number of persons attending and the general character of the group will suffice.





NOTE:   The required information listed above will also be needed for University Dining Services charges (i.e., Martin Center) reimbursement requests.



4.
Equipment and Furniture Expenses.  Equipment and furniture items of $1,500 or more must be purchased through UA’s purchasing system.  Any purchases made directly from UAF accounts and not accompanied by a UA purchase order will be routinely reported to the UA Controller’s Office and the Purchasing Department for inventory and insurance purposes.


C.
IRS Requirements.  



The UAF must report to the Internal Revenue Service (“IRS”) all grants, prizes, fees, and awards to non-UA employees.  In order to process these payments, the pertinent tax information must accompany the check request.

V.
UNACCEPTABLE DISBURSEMENT REQUESTS

A.
Examples of Inappropriate Expenditures



Any requests for payments which the UAF staff deem inappropriate will be referred back to the responsible person.  The following list includes, but is not limited to, examples of inappropriate expenditures:



1.
Paying for goods and services to avoid the State of Ohio bid process.



2.
Reimbursing travel expenses of employees to avoid documenting expenditures and processing University Travel Expense Reimbursement forms.



3.
Paying for flowers for funerals of or memorials to former departmental employees.



4.
Payment for miscellaneous fines and penalties for visitors and employees.



5.
Making donations, other than memorials in honor of donors or their family members, to non-profit organizations.



6.
Paying for upgrades to first-class travel where such upgrades are not allowable under UA travel regulations, or otherwise purposefully avoiding UA travel regulations.



7.
Loans and advances to individuals for non-University purposes.



8.
Expenses of an employee’s spouse where a UA purpose is not being served and such expenses have not been approved in advance.



9.
Amenities (i.e., toaster ovens, refrigerators, etc.) at an employee’s place of work which do not conform to UA standards and practices.  All physical improvements to University buildings/property require the University’s advance approval and must conform to UA standards and practices.  Written approval from the University’s Vice President for Capital Planning and Facilities Management, or his/her designee, must be obtained prior to commencing any physical improvements and/or soliciting funds for such projects.



10.
Contributions to local fund drives and civic groups and similar goodwill gestures of a personal nature.



11.
UA travel per diem.



12.
Third-party payments.  A UAF account cannot be used for reimbursement of expenses paid by a third party for taxable services (i.e., catering, photography, musicians, etc.) rendered.  Such taxable payments must be paid directly to the person who performed the service.



13.
The UAF must not make payments directly to UA employees for services or honoraria or make payment directly to UA students for scholarships, fellowships, prizes, and similar awards.  Such payments must be made through UA.  As required by the IRS, the UAF must report certain payments to recipients on forms 1099-MISC annually.  Funds held by the UAF for these purposes must be transferred, as needed, to an appropriate account at UA (see Section VI, “Transfer of UAF Funds”) and paid to the employee through the UA payroll system.  All payments for scholarships and fellowships must be paid to the UA Student Financial Aid Office and not directly to the recipient.  This will ensure a student is not over-awarded and that there are no tax consequences to the recipient.  The payments listed below must not be made directly to UA employees through UAF accounts.




a.
Expense allowances where no substantiation or accounting of expenses is required prior to payment.




b.
Merit awards and prizes for outstanding performance or achievement.




c.
Fellowship grants, stipends, and awards if any of the following conditions exist:





i.
The payment is provided as part of general compensation.





ii.
UA has the right to direct or control the activities for which the payment is made.





iii.
The payment serves as support for the recipient’s teaching or administrative functions.




d.
Moving or relocation expenses reimbursement in excess of Internal Revenue Service maximums.




e.
Compensation for services benefiting UA.




f.
Wages to individuals who meet the IRS criteria for employees.  Any individual who will be working for a unit and does not qualify as an independent contractor should be added to UA’s payroll system before he/she begins working.  Units having questions regarding a person’s employment status should immediately contact UA’s payroll department.

VI.
REIMBURSEMENT OF UA AGENCY ACCOUNTS
Within UA are certain agency accounts against which expenses of UA booster clubs and support organizations—which are housed under UAF (i.e., Varsity A Association, Friends of Hower House)—are charged by following standard UA authorization procedures.  The Assistant Treasurer of UAF is authorized to reimburse UA for these expenses from the funds of these organizations without additional requisitions.

VII.
TRANSFER OF UAF FUNDS
Requests for a transfer to UA must have a clear explanation of the intended use of the funds and documentation supporting the amount requested for UAF to determine if the transfer meets the account restrictions (see Appendix C, “Funds Transfer Request Form”).

Approval for transfer of UAF funds must be approved as follows:

For amounts up to $2,000, by the Assistant Foundation Treasurer.

For amounts greater than $2,000 and less than $100,000, by the Foundation Treasurer.

For amounts greater than $100,000, by the Foundation Treasurer and Executive Director.

VIII.
ENDOWMENT DISTRIBUTIONS FROM THE UAF TO THE UA
The Assistant Treasurer (or his/her designee) of the UAF is authorized to compute the quarterly distributions (i.e., scholarship) from the UAF pooled Endowment for the UA.  The Treasurer of the UAF must review and approve the proposed quarterly distribution amounts.  Distribution processing will be governed by the spending policy as outlined in the UAF’s Investment Policy for Endowment Funds (see Appendix D).  Any disbursement exceeding the spending policy amount must be authorized by either the donor or the Executive Committee of UAF.  A request to disburse more than the spending policy amount should be made by filling out an Endowment Disbursement form (see Appendix E) and submitting it to the UAF Executive Director.  The Executive Director will review the request and, if he/she approves the request, submit it to a vote at the next Executive Committee meeting.  A request to disburse less than the spending policy amount should be made by filling out an Endowment Disbursement Form and submitting it to the UAF Assistant Treasurer.

The Assistant Treasurer of the UAF is also authorized to distribute to UA the income earned from the separately invested endowments. 

IX.
DISBURSEMENTS FROM THE UAF OPERATING BUDGET
Disbursements requested from the UAF operating budget are expected to meet the same requirements detailed in Section IV, “Disbursement Procedures.”   Expenditures made by UA on behalf of the UAF and charged to agency accounts (i.e., 9-95089, 9-95097) will be considered to have met these requirements.  The Assistant Treasurer is authorized to reimburse UA for agency account expenditures without additional requisitions.

All other disbursements from the UAF general operating budget will require the approval of the Executive Director or the Treasurer of the UAF.  If the disbursement is a reimbursement of the expenses of the Executive Director or his/her supervisor, the authorization must be from the UAF Treasurer. If the disbursement is a reimbursement of the expenses of the UAF Treasurer, the authorization must be from the Executive Director.

X.
 DISBURSEMENTS TO LIFE INCOME RECIPIENTS

The Life Income Agreement shall serve as the only authorization necessary for the Assistant Treasurer of the UAF to generate a check(s) for the income recipient(s) named in the agreement.  If the gift has been received, but no signed agreement exists at the time of the first scheduled payment, the Executive Director of UAF may authorize that payment be made. 

XI.
ENDOWING OF UNRESTRICTED AND TEMPORARILY RESTRICTED FUNDS

Unrestricted gifts can be endowed with the approval of both the Executive Director and the Treasurer of UAF.  The Treasurer of the UAF must report any such activity to the Executive Committee at its next scheduled meeting.  The needs of UA as expressed by the UA President and Board of Trustees shall be of paramount concern in any decision to endow unrestricted gifts.

Temporarily restricted funds can be endowed at the request of the person responsible for the account by submitting an “Endowment of Temporarily Restricted Funds” form (see Appendix F) to the Assistant Treasurer of the UAF.  The Assistant Treasurer will inform the Executive Director of these requests.

XII.
CHECK SIGNING AUTHORITY


All UAF checks must be signed by any two of the following eligible officers of the UAF:


1.
President


2.
Executive Director ‑‑ For checks written in excess of $25,000 to vendors other than UA, one of the TWO required signatures must be that of the Executive Director.


3.
Vice President


4.
Secretary


5.
Assistant Secretary


6.
Treasurer


7.
Assistant Treasurer

XIII.
EXCEPTIONS
The UAF Treasurer may authorize exceptions to this policy, but only if approved by the President of the University, the chair of the UA Board of Trustees, and the President of the UAF.
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