In Kind Gifts Submittal Instructions
Any time a department receives a gift from a donor that is in a form other than cash (books, equipment, stock, etc.) an In Kind Gift form must be completed and transmitted to the Trusts, Investments, & Estates Services (TIES) department. The instructions below will help assist you in the process.

Location:

The IKG transmittal form can be found under Download Forms on the Accounting Department Website.

Donor Information:

Fill out all the information you have on the donor. A working mailing address is imperative for us to send a tax receipt back to the donor. Please gather this information when you receive the gift and fill in the appropriate spaces. If a donation is anonymous, write “anonymous” in the Donor Name section and fill in the other information spaces with an “x” or “n/a.” The form will not submit if there is nothing filling those spaces.

 Receiving Department:

The receiving department is the department that receives the gift. In other words, if a gift of books are given to the Library, the receiving department would be the Library.

Dept Fund/Benefitting Information:

If a department is receiving the IKG for use by the department, place the department’s name under “Name.” If the IKG is meant to be applied to a scholarship, fund, event, or other specific thing, place that name under “Name.” For example, a gift for the Women’s Tennis Team received by the Athletics Department would be submitted with “Women’s Tennis Team” under the “Name” section. 
The GL# is meant to be the Banner Fund and Organization that the gift should be credited to.

Date of Gift should be the actual date the gift was received by the department.

For the gift description, please include a detailed description of the gift or gifts received. If there is a large list of gifts that do not fit in the description, please email Chelsea.shelby@biola.edu with the completed list.

It is strongly encouraged for Departments to send out a thank you letter from the department to the donor for whatever gifts are received. Biola will send out a general thank you letter; however, it is greatly appreciated for departments to also send out a thank you letter. 

***Please note, it is imperative that the letter say NOTHING about the gift value as to do so would be to violate IRS regulations. Thank the donor for the gift; but, do not thank them for any specific value of the gift. ***

Gift restrictions are meant to convey which program, department, or fund the gift is meant for. If it is equipment for photography students, money for a particular scholarship, or gift certificates for the Annual Golf Tournament, please note that in the restrictions.

Estimated Value:
Estimated value is for Biola’s internal use ONLY. It is not to be given to or acknowledged to donors. According to IRS regulations, donors must have the items independently assessed if they wish to receive a tax deduction. Biola does NOT assess items for donors. It is the responsibility of the receiving department to determine an appropriate value of the items donated.

 Again, estimated values are only for internal purposes and are not to be disclosed to donors.
Form Completed By:
If you filled out the form, place your contact information in this space so that you may be contacted in case there are any questions regarding your submission.
Back-up Information:

If a donor provides you with any information or papers/invoices/pictures regarding the gift, please make copies of all items and house mail them to Chelsea Shelby in the TIES department. These will be added to the gift file for record keeping and to help assist during yearly audits.
