Recording Procedure for “7” Account Gifts


Effective July 1, 2009, to ensure correct and uniform processing of all university gift deposits, gifts deposited into accounts beginning with a “Project Number” of 7 (“7 Accounts”, previously referred to as “Trust Accounts”), will be entered into the Advance system according to the following procedure: 
1. Download the University Gift Deposit Notification of Gift Form (Form BA-151) and Gift Transmittal Form found on the Advancement Services Alumni & Donor Records homepage: 
http://www.ncsu.edu/advancement-services/resources/index.html
2. Fill out the forms completely; incomplete forms will not be entered into Advance.
3. Completed forms must be submitted with deposit slip(s), copy of check(s), and signed back-up documentation from the donor. Please contact Alumni & Donor Records to see a sample Gift Transmittal.
4.  All gifts must be recorded immediately upon receipt.
5. Address and send completed forms and accompanying documentation to: 
Advancement Services Gift Processing
Campus Box 7474
Raleigh, NC 27695-7474

	If you have courier service:

	Advancement Services Gift Processing
	Joyner Visitor Center
	Raleigh, NC 27695
6. Only Advancement Services Gift Processing staff will enter gift information into Advance. 
7. For any questions or assistance regarding the university gift deposit procedure, please call the Alumni & Donor Records Help Desk at (919) 515-7827.


