Gift Agreement and Pledge Agreement Process
(As of January 19, 2006)

1. Obtain appropriate template from the J Drive / Gift Agreements and save as new document.
2. Insert the appropriate donor information and gift/pledge use information.
3. Send electronically to Stewardship Manager (Rainy), DIS Director (Rob Saunders), and Vice President (Sue Goepp) for review and approval.  

4. Stewardship manager and/or DIS Director will review and provide comments and/or approval via e-mail.  

5. Make changes and resend electronically if necessary.

6. Vice President will send final approval via e-mail.

7. Make two copies of approved agreement

8. Ask the donor to sign and date both copies. 

9. Deliver both copies to John Dodge House for Vice President’s signature. 
10. Provide a photocopy of the fully executed agreement for gift accounting.  
11. Arrange for the fully signed document to be scanned into Documentum.
12. Give one executed copy to the donor and retain one for the unit office.  If the gift or pledge total is over $25,000, a copy should be given to Accounting (104J NFH).
