UNIVERSITY OF TENNESSEE FOUNDATION, INC.

CENTRAL PLANNED GIVING POSTING FORMS

INSTRUCTIONS FOR POSTING DEFERRED GIFTS, EXPECTANCIES,

AND REALIZED BEQUESTS ON ANDI
These forms, owned and maintained by the Central Planned Giving Office should be self-explanatory on which one to use and what needs to be filled out. Any Foundation Development Staff or designates are allowed to complete these forms. If there are any questions or concerns about the forms, you can contact the Central Planned Giving Office. These forms should accompany all backup documentation when submitted. The Central Planned Giving Office should always be copied for review. Due to the complex nature of these gifts only the Foundation Advancement Services Planned Giving designate has the authority to make these entries in ANDI. The submitter should always keep a copy of everything forwarded to Advancement Services. A copy should also be housed in the document section in ANDI after it posts. All information is important for accurate processing, reporting and record keeping. Always access the form through the Foundation website: UTFI.org, “Staff Portal”, “Resources”, “Forms”, “Planned Giving” each time you use it (do not save it on your desktop). This will ensure you are always using the most up to date form. 
The information below is a guide in how to complete the form.

Submitted By/Today’s Date/Proposal #: The person completing the form, the date it’s being completed, and the proposal number if there is one already associated with the gift.
Donor Information: Donor, Spouse, ANDI ID# and D.O.B. (date of birth), Address, Phone:  Because we have many similar names it is important to include the correct ANDI entity ID# for accurate posting. Donor names should be listed as they are in ANDI (not nicknames). Include a middle name or initial if possible. 
FOR REALIZED BEQUESTS: If posting a Realized Bequest, the Donor field will begin with “Estate of”. If this is the first gift of the estate, then put the Deceased I.D. from ANDI and mark the “New” field to create the Estate I.D. If this is an additional gift to an estate already established, just put the Estate I.D. We should not be creating an “estate of” record unless the gift is already in-hand. 

If the Realized Bequest is on a new person not in ANDI, mark it as a New ID, and make note there was no expectancy on record. 
In General, if the Donor is not in ANDI, mark “New”, provide as much information as possible. If the donor is single or widowed, mark as such in the spouse field. If unknown, write in “unknown”. 
Development Contact(s): Refers to the person(s) who would be contacted if there were any questions concerning the gift. A Planned Giving Officer or Development Officer – not support staff. 
Date of Deferred Gift/Expectancy: refers to date of gift to be recorded on ANDI. If a check accompanies this form, use the date the check was written as the “date of gift”.  If securities, it’s the date we acquire the securities; if based on a contract, e.g. Trust, or CGA, then it’s the date of the contract. 
Amount:  Actual cash or check amount in US Dollars; face value of certain gift types e.g. Bequest Expectancy, Charitable Remainder Trust, Deferred Gift Annuity, etc.; amount specified in a Will (or, in the case of a percentage or residual bequest, the amount specified by the donor or donor’s legal representative), etc. 

Net Present Value (NPV):  Certain deferred gifts, in order to be counted, must have the associated NPV (gift type CR, GA, PI, RL) – noted on the form with an (*) asterisk.
Gift Agreement: (check one) Per Policy, any deferred or expectancy gift type over $25,000.00 by policy requires a gift agreement.
Gift Type (check one):  These are the ANDI system Transaction Types.  The following lists the types of gifts (and codes) and how they would be entered. As noted on the form, the “asterisk” beside the code means there must be a net present value noted on the form. If an ® is beside the code, then the gift is receipted by Central Planned Giving. All other gifts are receipted by Advancement Services. 
(BQ) Realized Bequest – includes any distribution from an estate (cash, stock, property, gift-in-kind, proceeds from IRAs, etc.).  Realized bequest documentation must include the designation where the proceeds are to be deposited.  A copy of the instructions in the will, trust, and letter from the executor or Gift Agreement must be attached to the form as supporting documentation. BQ is also the code for death claims on life insurance policies. 

(CR) Charitable Remainder Trust – used only for irrevocable remainder man provisions (when UT or UTFI cannot be removed as remainder man). If UT or UTFI is one of several non-profits listed as irrevocable remainder men, you will need to determine our share value of the trust (entered as the gift amount) and the NPV (Net Present Value) of that share. Getting the NPV is easy for those trusts where UT or UTFI is trustee and we provided the calculations for the donor.  However, as more and more people are using 3rd party trustees, it will be necessary to obtain the calculations from the trustee or donor. We also need documentation (trust document, or at least the page designating the University).

Most of the trusts we have booked are where U.T. is the Trustee. U.T. is no longer accepting trusts as Trustee. All new trusts will come through the Foundation. All trusts are currently being managed by an outside third-party company. 
NOTE: If donor’s trust allows the remainder man to be changed, the CRT will be entered as Non-Bequest (DF).  

(RL) Retained Life Estate – NPV must be provided.  Please provide (as backup) to Central Planned Giving Office a copy of your calculation sheet from PG Calc or Crescendo.

(PI) Pooled Income Fund – NPV must be provided.  Please provide (as backup) to Central Planned Giving Office a copy of your calculation sheet from PG Calc/Crescendo.

(BE) Pledge Bequest (Bequest Expectancy) – includes expectancies via wills or revocable living trusts.  If an individual has stipulated in the will that UT or UTFI is to receive $25,000 then that amount should be entered as the Gift Amount.

(DF) Deferred Non-Bequest – includes all other expectancies – UT or UTFI is listed as beneficiary of retirement plans, insurance policies, CRTs held by 3rd party, POD (Payment on Death) designations, TOD (Transfer on Death) designations, etc.

(IN) UT Owned Insurance Policy Surrender – when a policy is surrendered, this value is the “Gift Amount”. 

(IN) UTFI Owned Insurance Policy Surrender – when a policy is surrendered, this value is the “Gift Amount”

(GA) Deferred/Immediate Gift Annuity – NPV must be provided. Please provide (as backup) to Central Planned Giving Office a copy of your calculation sheet from PG Calc/Crescendo.
NOTE: The code in ANDI for Immediate and Deferred Gift Annuity is the same (GA).

(CL) Charitable Lead Trust –  no information as of now
Gift Tender:  How the gift was funded (securities, cash, real estate, etc.). This is needed for CRTs, Gift Annuities, Pooled Income Fund, and Realized Bequests. Check “other” when only documents or any other tender is not listed to post the gift, and then explain under “comments” what tender it is. Any monies in hand need to be deposited with the form. If a check, note the check number. If funded with anything other than cash/check, remember to include the backup. 
Gift Split with Spouse: As a general rule, all gifts are to be split with the spouse, unless otherwise noted. Please note the reason if “Not” split with the spouse. All gift types require documentation, and this documentation will drive this designation. For example: A Charitable Remainder Trust (CR) could have an income stream payable to just the donor and not the spouse or both of them. If just the donor, then the donor may not want to “split” it with the spouse. Or in the case of a Retained Life Estate (RL), the home ownership is in the name of the donor and the spouse, then you would “split” the gift.  
If the gift is anonymous or confidential, mark so on the form. If marked, this gift will not show on their regular ANDI I.D. (if they have one), but rather under a FY Anonymous Record. 
Designation of Gift: If the donor has an end-use designation for the deferred gift or expectancy, note it on this line. If you know the account number/allocation code, list it. If unknown or donor is uncertain at this time mark it unknown. If the gift is to establish an account, list the name of the account. If donor later designates/changes the gift make sure this area is updated. Realized bequests must have a designation as well as backup documentation.
Campus: UTC (Chattanooga), UTHSC (Memphis), UTK (Knoxville), UTM (Martin), UTS (Southern)
Institute: UTIA (Agriculture), UTIPS (Public Service), UTSI (Space Institute)
College: Which College, if any, is earmarked to receive this gift? This helps

Collegiate Development Directors pull lists for stewardship, etc.

Department/School: Which Department or School, if any, is earmarked to receive this gift? This helps Collegiate Development Directors pull lists for stewardship, etc.

Other: Include here anything that doesn’t fit the other designations.
Multiple: If the gift is going to multiple campuses, institutes, colleges, etc., check this then list those in the comments. 
Supporting documentation:  As of FY 2019, it is no longer required to have back up for deferred gifts or expectancies, as long as you have a gift agreement in place for the gift. But it is always encouraged to have as much back up as possible. The more backup the better. Backup documents include a copy of the will (or the page of the Will that refers to the gifts made to UT or UTFI), beneficiary form for retirement plan, Trust document, etc.  What about Statement of Intents – information not available right now. 
Comments: Anything you feel is important to point out about this particular gift or Stewardship concerning recognition or a thank you to donors.
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