GIFT-IN-KIND TRANSMITTAL FORM INSTRUCTIONS

General Information Section:
This section must be completed for all gifts.  Only general information is requested, specific data should be appended to the form.

Equipment Information Section:

Complete this section only if the gift qualifies as capital equipment ($5,000 and a useful life of more than one year).  This section identifies the basic data needed to create an inventory record.  Information must be provided for each item of capital equipment even if only one transmittal form is used.

Because the dollar value enters into the definition of capital equipment we are asking you to estimate the value of the equipment items.  If you need assistance in determining a value, contact the System Administration Risk Management Office [OR Extension's Risk Management Officer, Luis Fernandez at (608) 262-1377 or via e-mail at luis.fernandez@uwex.edu ].
Clearances Section:

The information in this section will serve as a reminder that the receipt of certain types of gifts may require special considerations.  If additional documentation is required it must accompany the transmittal form.

Signature Section:

Since a gift-in-kind may be received by an individual, department, or college, we have included signature blocks to allow initiation at the appropriate level.  Subsequent reviewers should determine the completeness and accuracy of the information.

The value of non-equipment gifts can be determined only by the donor.  University personnel should not participate in the process of establishing any monetary value.  The value of non-equipment gifts and corresponding insurance coverage is determined at the time the Risk Management Office sends out the "Request for Supplemental Values for Property Insurance Report."
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