University of Idaho Foundation, Inc.

Credit Card Policies 2011
Page 2 of 2

[image: image1.png]Universityorldaho Foundation, Inc.




Policies and Procedures for Accepting and Processing Credit Card Gifts

Credit Card Types Accepted:  
The University of Idaho Foundation, Inc. accepts the following major credit cards for payment of charitable contributions:  American Express, Discover, Master Card and VISA.
Methods of Acceptance:  
The above major credit cards will be accepted in any of these ways:

· On the secure “Give to UI” web site –

https://www.sites.uidaho.edu/gifts/  or
http://www.uidaho.edu/givetoidaho 

· By telephone or in person to the Gift Administration Office (GAO) at (208) 885-6796.

· By telephone or in person to a Development Officer.  The Development Officer must immediately call the GAO with the information.  Credit card information should not be sent via e-mail, as e-mail is not secure.
· By telephone to a student calling on behalf of Vandal Connect.  Information is electronically delivered to GAO the next business day.

· Via the US Postal Service or third party carrier delivered to GAO, in response to any UI solicitation or in payment of a pledge.

Required Information:  
The following information is required in order to process all credit card gifts:

· Donor name (exactly as it appears on the card), donor address, credit card type, credit card number, CVV security code and expiration date.

· Dollar amount of authorized charge.

· Gift designation. 

· The “Give to UI” web site also requires an e-mail address.

Dates and Deadlines:  IMPORTANT!

· Per the IRS, the legal contribution date for a credit card gift is the date that the charge is posted to the donor’s credit card account. 

· Dates and deadlines are extremely critical, as they will impact the donor’s ability to claim a charitable tax deduction in the intended year.  

· The postmark date for a mailed-in credit card contribution does NOT determine the legal gift date for a credit card gift.  

· The date that a donor gives their credit card information to a Development Officer or other UI staff does NOT determine the legal date for that gift. 
Methods of Delivery Deadlines

· “Give to UI” web site:  There is a one-day delay between the date the gift is entered by the donor on the web site and the date the gift is charged to the donor’s credit card account. 
· Credit Card Information Called in to Gift Administration Office:  There is at least a one-day delay between the date the credit card is received by GAO and the date the gift is charged to the donor’s credit card account.  

· Credit Card Information Mailed to Gift Administration Office:  At calendar year end in particular, plenty of time should be allowed if mailing a credit card number (due to the heavy volume of holiday mail handled by the USPS and the holiday closures at UI).  It is recommended that credit card numbers NOT be mailed via USPS after mid-December for calendar year end, or after mid-June for fiscal year end.

· Vandal Connect:  Credit card numbers provided to Vandal Connect callers are processed by GAO staff on the next business day.  Vandal Connect only operates during the academic year; calendar year and fiscal year end deadlines are not relevant.

Practices to Avoid:

· Do not include a credit card number in e-mail.  E-mail is not secure.

· Do not use a cell phone to call in a credit card number.  Cell phones are not secure.

· Do not mail a credit card number to GAO during the December holidays when the university is closed.  The credit card may not be processed by the donor’s December 31 deadline for tax purposes.

· Development Officers and donors are strongly encouraged not to wait until the last minute to transmit credit card information to GAO.
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