Receiving and Reporting Gifts

Version Date October 2026

Policies & Resources | None

Forms Gift Disclosure Form-UADA (Workday); Non-Cash Gift Form
Contacts Gift Financial Manager; 1 (479) 387-3970; BillingAR@uada.edu
Related Guides Receiving and Depositing Funds

Introduction

All counties within UADA can receive donations, both monetary and nonmonetary, from
outside sources. All donations must be receipted, secured, and documented according to
sound business practices. Cash receipts should be deposited as soon as possible,
preferably daily. Until funds are deposited, they must be secured to prevent theft or loss.

To be considered a gift, there can be no required performance or reporting to the donor by
UADA programs or employees. If the donor attached performance or reporting
requirements to cash or noncash donations, the exchange is a grant or contract. Contracts
and gift agreements may only be signed by persons granted such authority by the UA Board
of Trustees. For UADA, currently those individuals are Dr. Deacue Fields lll, Matt Brown, Dr.
John Anderson, and Dr. J.F. Muellenet.

Because of legislation regarding foreign adversaries and prohibited foreign party countries,
it is imperative that all gifts from foreign operatives be approved before being accepted.

This guide describes steps for receiving, safeguarding, and depositing funds in a county
office, as well as reporting gifts to the University of Arkansas Division of Agriculture (UADA)
development office. For any questions or information related to gifts, contact the Gift
Financial Manager at: developmentoffice@uada.edu.

Cash Gifts

Donors may deliver cash gifts to Extension personnel or may choose to donate to a group
volunteer for the benefit of the group. All cash gifts received by group volunteers on behalf
of a group must be delivered to the county Extension office for deposit. The county
Extension office will ensure proper accounting, reporting, receipting, and
acknowledgement of all gifts. If the donor designates the gift for a specific program, the
county office will ensure the funds are deposited in the appropriate account.

Note: Some businesses require an invoice from which to pay before giving a gift, in this
case please reach out to billingar@uada.edu.
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For many years, counties were instructed to complete a MISC-400: Gift Disclosure Form
for all gifts of $250 or more or those for which the donor requested a tax receipt. However,
because of legislation as well as the need for better tracking and reporting of gifts, counties
should report ALL gifts (cash and noncash) via a Gift Disclosure Form-UADA (Workday) for
cash gifts and a Non-Cash Gift Form for noncash gifts.

Staff Chairs will ensure all gifts are properly acknowledged with a Thank You note. All
formal tax receipt letters will be sent from the UADA Development Office. Copies will be
provided to the fund manager noted on the Gift Disclosure Form. No county office
employee or volunteer should attempt to provide an IRS-acceptable tax receipt!

The Assistant VP for Finance and Administration and/or Gift Financial Manager of the
Development Office should be notified when a donation with a written restriction for a
specific purpose is received. (This is not the same as designating that the funds be used to
support a specific 4-H club or Master Gardener group. The VP for Finance and
Administration does not need to be notified about this type of donation.)

The county office should receipt and deposit cash gifts the same as any other cash
receipts. (See the Receiving and Depositing Funds guide.) As shown below, a receipt from
the official receipt book should be issued. The receipt should reflect the name of the

person who brought the money to the office, the donor, and which program/group should
benefit from the gift, if appropriate. The white copy goes to the volunteer or agent, the
yellow stays with the money and the pink stays in the receipt book.
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The cash gift would then be combined with any other cash received and deposited in the
county depository bank account.
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Completing the Gift Disclosure Form
After the gift has been receipted and deposited, the Gift Disclosure Form — UADA (Workday)

(below) should be completed.

DIVISION OF AGRMULTURE Clear Form
Uf RESEARCH & EXTENSION F
GIFT DISCLOSURE FORM - UADA (Workday)

Cash Check # CreditCard | | Stock Wire Transfer Already Deposited

RECEIPT BATCH DEPOSIT

A. DONOR INFORMATION

Joint Gift?  Yes No Anonymous Gift?  Yes No

Donor (Person/Organization) | Entity ID |
Address

Address Row
Address fow 2
Gty Same F)

Contact (if Organization)
————— 7y 1

B. ACCOUNT INFORMATION

Driver Worktag Cost Center Amount

Driver Worktag Cost Cenfter Amount
C. GIFT INFORMATION
In mamory of Or  In honor of:
Bl
Address Row 1
Adiriress Row 2 I
City State F-
MOK (¥ in memary ol

Y N

The gift qualifies for a matching gift? (Enclose Form) || [

The gift is the result of a solicitation or proposal? (Provide Copy) |1 ]
Thank you note sant to donor (Provide Copy) || [

Goods or services were retumed to donorfs) — Quid Pro Quo I_ If yes, Value 5

INCLUDE ALL DOCUMENTATION RECEIVED FROM DONOR, COPY OF CHECK, RECEIPT & DEPOSIT SLIF WITH
DISCLOSURE FORM

| certify:
L am not aware of any request to provide deliverables in connection with this pift; and
Mo deliverables will be provided in connection with work or researnch performed nelated o this gifi.

z
Emplovee Receiving Gift Signature Dt
Emplovee Receiving Gift Printed Name

Date

Department Head Signature

Forward all necessary documents to: DevelopmentOffice@uada.edu
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Complete the form as follows:

Header

e Markthe first row: Already Deposited, Check Attached, Non-Cash Gift, Stock or
Land. Most will mark Already Deposited or Non-Cash Gift.
e Ignore Receipt, Batch, Deposit. Those are for Development Office use.

Section A.

e Complete the Name of the Donor(s), Contact name if different from Donor, if this is
a joint gift, Address, Anonymous Gift, Telephone and email, if they want a Tax
receipt.

Section B.

e You will put the Cost Center of the county/Area thatis receiving the fund and the
Driver Worktag and the Amount. If the Donor wishes for the funds to go to more than
one area be sure you ask how much to each area.

Section C.

e Askifthe giftisin memory/honor of someone and fill in their information. If non-
cash gift the donor will tell you in writing the fair market value of the goods/services
they are giving. Be sure to keep a copy of this letter. Designate if a thank you note
has been sent to the donor and submit a copy of it with this form.

e Complete the Yes/No questions, as appropriate.

e The employee who received the gift should sign and date the form along with the
Department Head. In a county office, the Staff Chair should sign as Department
Head.

Once this form has been completed, it should be emailed to developmentoffice@uada.edu
along with a copy of the deposit and any other paperwork that pertains to the gift.

Finally, record the deposit using the information found in the Receiving and Depositing
Funds guide. Be sure to include all forms sent to the Development Office.

Noncash Gifts/Sponsorships

Itis not uncommon for a county office to receive tangible noncash gifts. Examples include
donors buying supplies for 4-H activities, donating items to be auctioned for the benefit of
4-H, providing meals at banquets (sponsorships), donating equipment, etc. When
unconventional noncash gifts are offered, approval should be obtained from the
Development Office before the giftis accepted. Examples include land, vehicles, or items
valued over $5,000. If accepted, a Non-Cash Gift Form should be completed (See below).


mailto:developmentoffice@uada.edu
https://www.uada.edu/docs/policies/forms/Non-Cash_Gift_Form.pdf

The form is self-explanatory, and there would be no deposit required. What is important
about noncash gifts is that the donor values the donated item. If the donor fails to value the
item, the value assigned by the Development Office will be $1. In many cases, the vendor
can use a paid receipt to assign value to the gift. However, in some cases, the donor may
be required to furnish an appraisal to support the value of the donated item. The
Development Office will work with the donor should an appraisal be required.

The completed form should be emailed to DevelopmentOffice@uada.edu.
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" DVISHOS OF ALRICULTURE
I RESEARCH & EXTENSION Clear Form

NON-CASH GIFT FORM

RECEIPT BATCH DATE RECORDED
I. DONOR INFORMATION
Donor (Person/Organization) | Entity 1D |
Address
Phone | | Email |
Contact (If Organization)
II. DESCRIPTION OF NON-CASH DONATION
Donor
ltem(s) and Description Date Estimated
jinclude year. make, model, if applicable: serial number: etc | Received Value
Total Donor Estimated Value $0.00
"*Please attach an independent appraiser’s report, (required by IRS) for tangible gifts valued at 35,000 or more.

Thank you note sent to donor?  Yes No
(Provide Copy) o o

I11. RECEIVING DEPARTMENT INFORMATION & SIGNATURES

Cost Center of Department Receiving Gift
[example: ©C013053 UADA | CES | Erop, Soil & Emvir Science)

1 certify:

1 1 am not aware of any reguest o provide defiverables in conpection with this gift; and
Z. No deliverables will be provided in connection with work or research performed related to this gift.

Employee Receiving Gift Signature Date

Employer Receiving Gift Printed Name

Department Head Signature Date
IV. DEVELOPMENT
Development Signature Date

Email Completed Form to: DevelopmentOffice@uada.edu

R Ml WG

Next Steps

Once notified, the Development Office will provide IRS-acceptable tax receipts to donors.
In addition, the Development office maintains an extensive database regarding gifts that
now identifies the county, department, and/or program that received the gifts. This way, all
units will receive appropriate recognition for their donor support.



	Receiving and Reporting Gifts
	Introduction
	Cash Gifts
	Completing the Gift Disclosure Form
	After the gift has been receipted and deposited, the Gift Disclosure Form – UADA (Workday) (below) should be completed.
	Header
	Section A.
	Section B.
	Section C.

	Noncash Gifts/Sponsorships
	Next Steps


