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                                                                                       Introduction
The following set of guidelines is intended to complement and support the procedures and policies already in effect by the Tennessee Board of Regents (TBR), the University of Memphis (UofM) and the University of Memphis Foundation. As needed, these guidelines will be updated, adjusted, and expanded to provide members of the Advancement Division direction on how to achieve the UofM’s potential for private gifts through annual fund and college activities. Your feedback is both encouraged and welcomed.  
The purposes of this document are to: 

1. Provide uniform guidelines to assist the University community in the planning, administration, structuring, solicitation, acknowledgment, recognition and assessment of fund-raising initiatives and activities.

2. Create and coordinate solicitation and communication efforts, while avoiding duplication of efforts within the Advancement Division.

3. Offer a consistent set of instructions for various development-related initiatives.

4. Support the strategic plans set forth by senior management, and assist the University to move more effectively toward what the University seeks to accomplish by 2012, the year of its 100-year anniversary.
5. Promote the efficient and effective utilization of the University’s resources (financial, human, information and material).
The mission of the University of Memphis Advancement Services Department is to discover, gather, manage and disseminate information to assist in the development of lifetime donor and alumni relationships. The goal is to provide the University of Memphis and the University of Memphis Foundation with relevant, high quality information and analysis in an effective and proactive manner to help build the foundation necessary to achieve maximum private sector support for the University of Memphis. This is achieved by:
· Continually identifying potential donors and following up on information gathered and distributed;

· Providing analysis of information gathered on a prospect and working with development staff (DOD’s) to determine the best strategy for moving forward;

· Working with the University of Memphis and the University of Memphis Foundation to maintain the integrity of information as well as tracking pertinent information;
· Providing staff with timely and responsive information services to support the fundraising efforts (i.e. reports, lists, etc);

· Working with staff to steward relationships with prospects, donors and alumni;

· Processing pledges, gifts and acknowledgements in a timely and accurate manner.

In the broadest sense, the purposes of the Office of Development are (1) to create awareness within the private sector of the financial needs of the University of Memphis which are not met by state or federal support, and (2) to implement a plan by which the financial needs can be met through private gift support. To fulfill these purposes, it shall be the responsibility of the Office of Development to initiate an organized program for obtaining gift support from alumni, friends, faculty and staff, corporations, organizations, and private foundations for both annual and long-term needs based upon University priorities as established by the President and the Foundation Board of Trustees.
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       Basic Guidelines/Policies and Procedures for Advancement Division

External Activity/Solicitation 

It is the policy of The Advancement Division to consider and coordinate all solicitations for gifts and funds made by faculty or staff outside of this Division as well as within the Division. The Advancement Division is responsible for upholding professional fund raising standards and ethical practices as well as fiscal accountability for the processing of all gifts. Often, the Advancement Division may already have (or be in the process of developing) a relationship with a potential donor.  Therefore, to prevent repeated solicitations and donor frustrations, the following procedures are to be followed prior to any solicitation activities.
· This process will ensure the coordination of all solicitation/activity of a prospective donor, provided these procedures are uniformly observed.
· The individual or department representative seeking to perform an activity or to solicit funds/gifts will discuss their activity/solicitation plan with the Dean of their respective school and/or the Director of Development (DOD) assigned to his/her college.

· A Notification of Activity/Solicitation form will be completed by the soliciting party and forwarded to the appropriate DOD. That DOD will ensure the document has been completed in its entirety, and forward it to the Director of Advancement Services for review.  In the absence of a DOD, the Notification of Activity/Solicitation should be sent to the AVP for Development. All forms requesting to solicit for more than $5,000 will be forwarded to the AVP for Development. This process will ensure the coordination of all activities/solicitations at both a college and a university-wide level by the Office of Development.  
· The individual or department conducting a solicitation will deliver all Gift Transmittal forms or Gift-in-Kind forms to the Manager of Gifts and Donor Relations within 24 hours of receipt. At no time can checks/cash or other forms of legal tender be held for more than 24 hours without the specific approval of the AVP for Development.

· All funds will be processed in a timely manner; documenting the source, amount, type of gift, etc. and be deposited into the designated department/project fund as identified on the Notification of Solicitation/Activity and Gift Transmittal or Gift-in-Kind form. A tax receipt will be issued to the donor (if appropriate) along with an acknowledgment letter. It is imperative that any “exchange for goods or services” be identified at fair market value.

· Any return mail received or additional information acquired as a result of the activity or solicitation should be forwarded to Advancement Services for the purposes of updating data and information.

· Any variation from the above procedures must be approved in writing by the AVP for Development.
COMPLETE A NOTIFICATION OF ACTIVITY/SOLICITATION FORM 

Route it to your Director of Development then your DOD will send to the Director of Advancement Services and inform the AVP for Development.
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                                                                               Notification of Activity/Solicitation 
To: Director of Development, Director of Advancement Services, AVP Development

Date:

From:

Name of Requestor:

School/Department: 
Phone/Email: 
Purpose of Solicitation (narrative): 
Prospect or “Group” Soliciting:
NOTE:  Attach a complete copy of any information regarding the activity/solicitation such as marketing 

     materials being sent, script being used for calling, letters sent, return envelopes, etc.
Begin/Target Date:  
Gift Designation/Fund Name:**______________________________________________________

Fund Number:________________________

**if new fund is to be established, complete a New Account Request form (A.K.A. a Blue Sheet).  Please refer to Gift Agreement Procedures  - $2000.00 minimum unless waiver is approved.
If you are requesting report information from Advancement Services, please complete the Request for Information/Data for Lists Form. If Advancement Services has already provided you with a list or report, please be sure to attach a final list so the constituent’s record(s) may be properly coded for gift tracking.
IF you are using a self-generated prospect name or list of contacts (i.e. a Chamber Mailing List), please attach a complete copy of that information, as all solicitation must be approved prior to ANY contact.

Person(s) to be responsible for the activity/solicitation (include title and relationship to the University).

1.___________________________________________
2.____________________________________________

We understand that our activity/solicitation efforts will be coordinated through the Office of Development and that we are to comply with the Basic Guidelines/ Policies and Procedures for Advancement Division. Our solicitation efforts will be given final approval by the AVP for Development before proceeding with any form of solicitation.

         _________________________________________________
________

                                   Signature of Requestor                                                   

Date

          _________________________________________________
__________

                                   Signature of DOD or AVP

                            
          
Date
Administrative Use Only
Rec’d in Advancement Services (Date/initials)__________________________________/__________________________

 AVP notified (Date/by Whom)_________________________________________/_______________________________

Campaign Code Assigned_______________________________Fund Assigned_________________________________

Comments:_______________________________________________________________________________________

Route copy to:_____________________________________________________________________________________
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