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A.  Introduction and Background:  
 
In December 2008, the Hastings Board approved the assessment of a 5% gift processing fee on all new gifts to 
the College, including endowment gifts, effective July 01, 2009 (Attachment 1).  This is a common practice in 
California public higher education and is done so by UC San Diego, UC Irvine and UCLA.   
 
The Office of Fiscal Services is responsible for calculating and recording the gift fees and for maintaining this 
SOP. 
 
All gifts recorded in object code 4350, 4352, and 4355 are subject to the gift fee except as noted in Section D. 

 
 
B.  Description of the Gift Process 
 

1. Alumni Center 
Alumni Center records the gift into Rasiers’ Edge and transmits the RE batch to Fiscal Services for 
posting to general ledger.  The entry is as follows: 

 
99-39999-2199  $100 
 12-69549-4350  $100 
12-69549-1124  $100 

99-39999-1124  $100 
 

2.  Fiscal Services  
Accountant posts the gift payment through Colleague’s cash receipts.  The entry is as follows: 

 
99-39999-1124  $100 
 99-39999-2199  $100 
19-65155-1125  $100 
 19-65155-1124  $100  

 
C.  Calculating and Recording Gift Processing Fees 
 
Monthly, Fiscal Services reconciles the gift revenue in the general ledger to that recorded in the Raisers’ Edge 
subledger.  Once reconciled, gift fees are calculated and charged as a contra-revenue to the respective gift 
account with an offsetting entry transferring cash to Institutional Advancement (09-35621-4575).  
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Gift fees will generally be calculated and recorded in the following month.  For example, gift fees for gifts 
received and recorded on the general ledger in July 2009 will be recorded in August 2009. 
 
The sample entry recording a gift fee is as follows:  
 

12-69549-4575   $5   
 12-69549-1124  $5 
09-35621-1124  $5 

09-35621-4575  $5 
 
 

D.  Gift Processing Fee Exemptions 
All gift processing fee exemptions must be approved by the Chancellor and Dean and the CFO. 
 
1.  Gifts received by those programs charged an internal Hastings overhead are exempt from gift processing 

fees.  For example, gifts to the Bookstore, McAllister Tower, certain grants received by the Centers (CGRS 
and WLL). 

 
2. Private contracts which provide a "fee for service" are exempt from gift processing fees.  These revenues are 

usually charged to object code 4105 and 4360. 
 

3. In-kind, non-cash gifts. 
 
4. Gifts made to the 1066 Foundation.  The gift fee will be assessed when the Foundation authorizes the 

transfer of funds to Hastings (i.e., object code 4352, gifts from the 1066 Foundation). 
 
5. Gifts recorded in the gift suspense account (ie., 99-39999-4350) are also excluded until final resolution. 
 
6. Gifts where such fees are prohibited as outlined in the gift terms/acceptance letter(i.e., Hearst Foundation). 
 
7. Gifts made to student organizations (i.e., 12-6xxxx-4350). 
 
8. Gifts made to the State fund (00-10000-4350/4355) are exempt from the gift processing fees.  

 
9. Gifts received from the Patino Fellowship Trust.  These are pass-thru gifts to Hastings with the gift made 

payable to the student recipient.  No cash is received by the College for these gifts. 
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E.  Reconciliation 
 
The balance in account 09-35625-4575 should equal to the net college-wide total revenue from the gift 
processing fees except when a gift is exempt from the fee pursuant to a situation outlined in Section D. 
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History of SOP 
 

Date Action Author Approver 
March 11, 2010 Modification for Gift Fee Exceptions Lisa Ton/D. Tran L. Martinez/D. Seward 
July 01, 2009 Implementation D. Tran Board of Directors 
    
 
 
Exhibits 
 

1.  Exhibit 1 – Board action authorizing the implementation of the gift fee. 
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