
Gift Delivery Guidelines & Best Practices

Adv ancement R ecor ds 
1480 W. Lane Avenue, Columbus, OH 43221 

Phone:  (614) 292-2141        Email:  gifts@o su.edu

The Office of Financial Services requires deposits to be made within one business day for accumulations of 
$1,000 or more or within 3 business days for accumulations of less than $1,000.

Internal and External Audit mandate these requirements. For more information, visit the Office of Financial 
Services website at http://www.treasurer.ohio-state.edu/ 

http://busfin.osu.edu/FileStore/PDFs/512_DepositsOfCashAndChecks.pdf

All checks must be restrictively endorsed immediately upon receipt.  The Advancement Records office will 
ensure that all checks are endorsed before they are deposited.  Extra endorsement stampers for 
departmental use will be supplied by the Gift and Bio Processing office.  

Checks, cash, and credit cards delivered to the Advancement Records office in person are required to include a Gift 
Deposit Form calculating the number of gifts and total amount received.  The deposit form acknowledges the 
acceptance and deliverance of all monetary contributions.  Each unit is responsible for purchasing gift deposit 
forms. Donations sent to the Advancment Records office via USPS do not require a Gift Deposit Form. However, 
ALL gifts (drop-off or mailed) must be accompanied by a Gift Transmittal Form or supporting documentation 
which provides all pertinent information needed to accurately process each gift (this includes benefit information 
as it pertains to goods and services received by the donor in exchange for their contribution).

NOTE: Per The Office of Legal Affairs, Extension Offices are a part of OSU and are not separate entities. As such, any Extension checks sent to the OSU 
Foundation for processing which include documentation stating that the money is from an individual will be processed as a personal gift from that individual. 
Extension Offices should provide the donor's name and address where a tax receipt can be sent. Any Extension checks sent in for processing that do not include 
information about individual donors will be processed as non-charitable under the appropriate Extension record.

Depositing Cash & Checks

Auctions

Purchase of Auction Items 

• Purchasers of auction items generally do not receive a charitable deduction unless the winning bid is
clearly in excess of a well-documented Fair Market Value (FMV)

•

Should the Advancement Records office receive payments for auction items where there is not a well-
documented FMV, the payment will be recorded as a sales transactions rather than a charitable gift.
This could create stewardship issues with your donors, who may be expecting to receive a tax receipt
and a charitable deduction for the amount they paid above FMV. As such, it is in your best interest to
determine the FMV of all auction items before the event takes place and clearly disclose the FMV of
each item at the time the donor is bidding.

•

The university (and therefore your extension unit) must disclose the FMV  of each item before an item is
bid upon, per IRS disclosure rules.  If the FMV is not disclosed, the transaction will not yeild a chartible
deduction for the buyer.

• The purchaser's tax receipt, as issued by Advancement Records, will include a detailed description of
all items purchased, completing the phrase "In exchange for this contribution, you received..." It is up
to your extension office to provide Advancment Records with this description and value.

http://www.treasurer.ohio-state.edu/
http://www.busfin.ohio-state.edu/FileStore/PDFs/512_DepositsOfCashAndChecks.pdf
mailto:gifts@osu.edu


Donation of Items to be Sold at Auction 

• Generally, the donor may only deduct the cost of items donated for auction sale because the university
is not using the item for its exempt (or related) purpose of teaching or research; this is true even if the
proceeds are used for our related purpose

•
item, a statement that the item was donated for auction sale, and disclosure of any goods or services
received in exchange for the contribution, as well as the value of these goods and services

• The gift receipt does not include the value of the donated item - it is the donor’s responsibility to
establish the value of the item for tax purposes

• Donors need a qualified independent appraisal in order to deduct donated items valued at over
$5,000.  Artwork valued at over $20,000 has additional documentation requirements (see IRS Form
8283 instructions).  Donors must file IRS Form 8283 for items valued over $5,000.

• The University must file IRS Form 8282 when gifts valued at over $5,000 are sold within three years of
the date of the gift

• Only Advancement Records may sign the IRS Form 8283 and complete the IRS Form 8282

Extension Office Responsibilities 

• Determine the FMV of the items to be sold at auctionbefore the event takes place
• Record any property donated for auction sale on the Gift-In-Kind Transmittal Form and

forward to appropriate development officer.  Advancement Records will provide official receipts to
donors when applicable.

• Disclose a good faith estimate of the FMV of items to be sold before bidding begins. The disclosure
should be in writing (listed in auction catalog, display card sitting next to item, etc.). See the Auction
Template Form as an example of how to display this information and organize bidding at your event.

• Keep detailed records of all sale transactions and forward with payment to Advancment Records.
Include full name and address of buyer as it appears on the check, amount paid, a detailed
description of the item purchased, the FMV of the item purchased, the name of the event, and the
date of the event.  Advancement Records will provide gift receipts for each transaction.

Gift receipts for items donated for auction sale include the date of the gift, a detailed description of the

Fundraising Dinners (where payment is required to attend a dinner/function)

 The donor’s charitable deduction is the payment less the fair market value of any benefit
(dinner/entertainment) received.

 The Internal Revenue Service requires charities to disclose the tax-deductible portion of the
contribution.

 This disclosure should be included in any printed invitations or flyers before the payment is
made

 The fair market value (FMV) is not necessarily the cost, although menu prices are
generally a good way to help determine the value of a meal provided.

 Proceeds from fundraising dinners should be forwarded to The Ohio State University
Foundation’s Advancement Records office for proper recording and receipting.
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