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	DONATION PROCESSING FORM
	CD007

	
	
	

	Instructions

Please complete all unshaded blocks in Sections 1 – 5 and send this form with all required supporting documents 
as follows:

· For donations received as cash or cheque payments, send to Receipts Cashiers, Level 3, Kramer Building, with the cash or cheque, and a photocopy of the cheque.  Cashiers will forward to Development & Alumni Department.

· For pledge notifications, donations paid directly into a UCT bank account or made by credit card, or creation of fundraising projects, send directly to Fundraising Section, Development & Alumni Department, Old Admin Building, or fax to 021 650 4667.

	Form used for:

	
	

	
	Pledge        
	 FORMCHECKBOX 


	
	Donation     
	 FORMCHECKBOX 


	
	Repeat donation 
	 FORMCHECKBOX 


	
	Tranche 
	 FORMCHECKBOX 



1.
DONOR DETAILS (Complete A if individual donor or B if organisation)

	A
	Donor surname
	     
	First name
	     
	Title
	     
	Initials
	     
	Entity ID no.

     

	B
	Organisation name
	     
	

	
	Contact person
	Surname
	     
	First name
	     
	Title
	     
	Initials
	     
	

	
	
	Job title
	     
	

	Contact details
	Complete only if new donor or existing donor update
	New donor  FORMCHECKBOX 
 Existing donor update  FORMCHECKBOX 

	DAD processor 
and date
     

	Postal address
	     
	

	
	     
	

	Country
	     
	Postcode
	     
	

	Telephone 
	     
	Mobile 
	     
	Anonymous flag?

	Fax
	     
	Email
	     
	   Donor  
	 FORMCHECKBOX 


	Donor letter attached?
	Y  FORMCHECKBOX 

	N  FORMCHECKBOX 

	Date of letter 
	     
	Donor project ref./grant no.
	     
	   Donation
	 FORMCHECKBOX 



2.
PROJECT DETAILS

	Project name (purpose of donation)
	     
	Entity project no.

     

	Project description (if applicable)
	     
	

	Project leader name and title
	     
	

	Project category
	 FORMDROPDOWN 

	

	Project documentation attached?
	Proposal  FORMCHECKBOX 

	Budget  FORMCHECKBOX 

	Appeal  FORMCHECKBOX 

	Other  FORMCHECKBOX 

	(specify)
	DAD Research 
verifier and date
     

	Faculty name
	     
	UCT department or unit name
	     
	

	Fund no.
	     
	Cost object no.
	     
	Fund centre no.
	     
	


3.
PLEDGE CONTRACT DETAILS (Complete if applicable, otherwise go to Section 4. below)
	Complete if this is a pledge notification, or if this donation is part of a longer term pledge by the donor to UCT.
	DevMan contract no.

1 /      

	Start date
	     
	End date
	     
	No. of instalments
	     
	

	Total amount

pledged
	     
	Forex  FORMCHECKBOX 

	Instalment

interval
	Yearly FORMCHECKBOX 
 Quarterly FORMCHECKBOX 
 Monthly FORMCHECKBOX 
 Bi-annually FORMCHECKBOX 

	Existing pledge 
	 FORMCHECKBOX 


	
	
	Rand  FORMCHECKBOX 

	
	Other  FORMCHECKBOX 
 (Please specify in Section 4. below)
	New pledge
	 FORMCHECKBOX 



4.
DONATION PAYMENT OR PLEDGE INSTALMENT DETAILS (Use as applicable, insert lines if needed)
	Use for donation information (money received) or pledge instalment plan (money expected)
	Consolidated tax certificate
	Y  FORMCHECKBOX 

	N  FORMCHECKBOX 


	If this is a request to process a donation payment, is proof of payment attached?  (e.g. photocopy of cheque, copy of deposit slip)
	Y  FORMCHECKBOX 

	N  FORMCHECKBOX 


	No.
	Donation date or pledge instalment date 
	Forex currency and amount
	ZAR amount
	Exchange
rate
	Bank
charges
	DevMan  pledge no.

	1
	     
	     
	     
	     
	     
	2 /      

	2
	     
	     
	     
	     
	     
	2 /      

	3
	     
	     
	     
	     
	     
	2 /      

	Total amount received
	     
	     
	


5.
AUTHORITY 
	
	Form completed by
	Fund holder
	Area finance manager
	DAD client relationship manager

	
	I confirm that I have completed this form with applicable information and/or sent to fund holder for completion:
	I confirm that the above allocation is correct and accept responsibility for reporting to the donor on the use of these funds:
	I confirm that the fund type is correct, the pledge or donation meets UCT’s donations criteria, and relevant donor liaison is noted:

	Name
	
	
	
	

	Signature
	
	
	
	

	Date
	
	
	
	


	SECTIONS 6 to 12 FOR DAD OFFICE USE ONLY


6.
TRACKING AND ASSIGNMENT DETAILS
	
	1. Form received by DAD Unit
	2. Assigned to
	3. Assigned to

	Name
	
	
	

	Signature
	
	
	

	Date
	
	
	


7.
FUNDRAISING DETAILS 
	Fundraising mechanism 
	Donor Type
	DAD involvement 

	 FORMDROPDOWN 

	 FORMDROPDOWN 

	High
	 FORMCHECKBOX 


	     
	     
	Medium
	 FORMCHECKBOX 


	     
	     
	Low
	 FORMCHECKBOX 



8.  COMMENTS
	     


9.  PAYMENT DETAILS
	Payment
method
	Cashiers, Cash  
	 FORMCHECKBOX 

	Direct, International TT
	 FORMCHECKBOX 

	Peoplesoft Receipt no.
	     

	
	Cashiers, Cheque  
	 FORMCHECKBOX 
 
	Direct, Local deposit 
	 FORMCHECKBOX 

	SAP R/3 Clearing a/c no.
	GL      

	
	Credit card,  Client online
	 FORMCHECKBOX 

	Direct, Local internet payment (EFT)
	 FORMCHECKBOX 

	SAP R/3 Receipt date
	     

	
	Credit card, DAD
	 FORMCHECKBOX 

	Direct, Other UCT a/c’s
	 FORMCHECKBOX 

	SAP R/3 Receipt no.
	     

	
	Debit order
	 FORMCHECKBOX 

	Payroll deduction
	 FORMCHECKBOX 

	GL5225 Clearing doc. no.
	97 /      

	
	
	
	Sundry entry, SAP
	 FORMCHECKBOX 

	GL5225 Donation group no.
	3 /      

	Routing
	 UCT   FORMCHECKBOX 
    UCT Fund Inc., USA   FORMCHECKBOX 
    UCT Trust, UK   FORMCHECKBOX 
    UCT Foundation, Canada   FORMCHECKBOX 
    UCT Trust, Australia   FORMCHECKBOX 


	Fund endowment type
	General  FORMCHECKBOX 
   Designated  FORMCHECKBOX 
     Not  FORMCHECKBOX 

	Fund investment type
	No 1  FORMCHECKBOX 
  No 2  FORMCHECKBOX 
  No 3  FORMCHECKBOX 
  Major capex   FORMCHECKBOX 
  Not  FORMCHECKBOX 



10.  DONATION PROCESSING AND 18A DETAILS

	
	Donation processing details
	18A details

	
	Donation no.
	Reversal  no.
	Processor / Date
	18A no.
	18A Signed by 
	Date

	1
	     
	     
	     
	9 /      
	     
	     

	2
	     
	     
	     
	9 /      
	     
	     

	3
	     
	     
	     
	9 /      
	     
	     


11.  SCANNING AND FILING

	I confirm that all documentation and DevMan scanning and filing is complete, and sign off for hard copy filing:

	Processor
	     
	Date
	     


12.  CHECK LIST

	
	Documents needed
	Saved to dossier
	Date done

	Proposal
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Endorsement letter
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Award letter
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Grant agreement
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Special TY
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	CD007
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Reporting requirements
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Other (specify)
	 FORMCHECKBOX 

	 FORMCHECKBOX 
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