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TECHNICAL COLLEGE SYSTEM OF GEORGIA 

ACCOUNTING PROCEDURES MANUAL

This procedure applies to technical colleges and system office

Gifts and Endowments
General 
Gifts and Endowments made to the Technical Colleges and to the TCSG shall be maintained within the applicable subsystem of the financial accounting system as supported by the State of Georgia as appropriate. When Gifts and Endowments are accepted by the Technical College, GAAP documentation should be reviewed to determine if a GAAP entry is necessary.
Most Gifts and Endowments are initially donated to the Foundations of the Technical Colleges or the TCSG.  This procedure addresses Gifts and Endowments made to the Technical Colleges and to the TCSG System Office.  The procedure does not address the accounting practices of the Foundation.
Receipts of Gifts and Endowments
Gifts and Endowments made to the Technical College or to the TCSG (including those from items transferred from the applicable Foundation) shall be maintained within the appropriate subsystem of the financial accounting system as supported by the State of Georgia as appropriate. 
Donations shall be acknowledged in writing thereby providing necessary information to be used in the determination of proper accounting.  The letter to the donor should include the following:

· Donor’s name

· Donor’s address

· Description of item(s) donated

· Estimated value as assigned by the donor and/or third party
· Date of donation

· Specific department or program for which donation is made 
· Cost associated with acceptance of donation
· Any applicable restrictions

Should the Technical College or the TCSG System Office receive a monetary gift or endowment, the funds should be deposited into the entity’s bank account.  The appropriate TCSG System Office Department would need to be contacted if special project and fund source numbers are needed.
All Gifts and Endowments should be approved for acceptance by the College prior to donation.
In accordance with State Board Procedure 4.3.2p3, an employee’s actual and reasonable expenses for food, beverages, travel, lodging, registration, etc may be paid by a third party to permit the employee’s participation in a meeting/activity related to his/her official or professional duties.  The employee shall file the Report of Expense Reimbursement by a Third Party Organization which contains a description of each expense as well as the purpose, date, and location of the meeting/activity.  A copy of the Commissioner’s, technical college president’s or his/her designee’s written approval for such attendance should also be included.  This report is filed with the TCSG Ethics Officer no later than thirty (30) calendar days after participation in the training/activity has been completed and/or the associated expenses paid.
Special Consideration
The contractual or formal agreement between the College and the Foundation should clearly define the appropriate use and/or approval of funds raised for the College.  (The agreement mentioned above is per the COC Standard 5.3  regarding institution-related foundations not controlled by the institution:  ”The relationship of that entity to the institution and the extent of any liability arising from that relationship are clearly described in a formal, written manner.”
Gifts and Endowments are sometimes made with restrictions.  Once items are received by the Technical College or the TCSG System Office, State of Georgia Property rules and regulations must be followed.  There may be a circumstance for which, due to the restrictions associated with a donation, an entity may not be able to accept the donation.  
