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1. Purpose & background
The Gift Acceptance Procedures 2010 must be read in conjunction with the Delegations of Authority –
Administrative Functions Rule 2010 (“The Delegations”) and the Gift Acceptance Policy 2010.
1.1 Purpose
(1) The purpose of the Gift Acceptance Procedures is to support the Delegations and the Gift
Acceptance Policy to ensure consistency, predictability and transparency in the University’s
consideration and processing of gifts. The procedures:
(a) Set out in a single University document, the steps that must be followed by staff
and affiliates of the University when considering whether or not to accept gifts
to the University and when acknowledging, processing and recording gifts.
(b) Provide staff and affiliates of the University with detailed information relevant
to all aspects of the University’s requirements for the acceptance of gifts; with
easy access to relevant document templates; and with points of reference and
contacts where further information, advice and assistance can be obtained about
different types of gifts at each stage in the gift acceptance process.
1.2 Background
(1) The Gift Acceptance Policy provides an overarching framework for the acceptance of gifts by
the University, sets out principles that must be applied by certain officers of the University
when deciding whether or not to accept a proposed gift on behalf of the University, and
establishes a Gift Acceptance Committee to advise University decision-makers in relation to
certain types of gifts. The Gift Acceptance Policy includes background on the reasons why the
University has developed an institution-wide policy and supporting procedures covering the
acceptance of gifts on behalf of the University.
(2) These procedures have been developed following a lengthy process of consultation with
relevant officers and units across the University. It is anticipated that the procedures will be
updated regularly and improved as result of ongoing feedback received from staff and
affiliates who deal with the acceptance of gifts on a regular basis. The procedures include
information on matters that the Development Office and Office of General Counsel receive
enquiries about from staff and affiliates on a daily basis. The intention is that the procedures
will serve as the central reference point for matters of process and technical issues relevant to
gift acceptance and processing, and that staff and affiliates will seek further clarification from
the many contacts points that are listed throughout the document.
(3) The principles and processes for gift acceptance outlined in the Gift Acceptance Policy and
these procedures may also assist staff, affiliates when negotiating the terms of bequests and
other potential gifts to the University. It is important to note that the University does not give
financial or legal advice to people or organisations that are considering making a gift to the
University.

2. Coverage

2.1

Scope
(1) This Gift Acceptance Policy and these procedures cover the process of gift acceptance, that is,
from the point that a prospective donor makes an offer of a specific gift to the University, the
consideration of that offer, through to recording the gift on an appropriate register of gifts and the
initial transactions involving the gift.
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(2) The University’s long term objective is to have in a place a single comprehensive Universitywide Gift Policy, covering the three phases of the life cycle of gifts: ‘Donor Engagement’, ‘Gift
Acceptance’ and the ongoing management or ‘Stewardship’ of gifts.

2.2

Gifts covered
(1) These procedures apply to all transfers of money or property to the University that meet the
definition of gift contained in Section 5 of the Gift Acceptance Policy:
Gift

A gift means any grant or transfer of property to the University where
there is:
(a) an intention to give (which is evidenced either in writing or
through another act)
(b) a transfer of all right, title and interest in the property to the
University and
(c) no material benefit received in return for the making of the gift.
If there is consideration by the University by way of money, or any
other material benefit or advantage given to the donor or its nominee
from the University, then this grant or transfer does not constitute a gift.
For the purposes of this policy a gift includes contributions for
endowments, bequests and all other donations.
Gifts may be classified as financial or non-financial. Financial gifts
include any gift of cash, cheque or credit card donation received as a
result of either direct solicitation, or unsolicited. Non-financial gifts
are donations of real or personal property or goods other than money.
Non financial Gifts may be cultural (for example, artworks, rare books,
artefacts, antiquities, scientific specimens and instruments) and items of
historic significance to the University including records (any document
or source of information compiled, recorded or stored in written form or
on film, or by electronic process or in any other manner or by any other
means, but not State Records).

(2) These procedures do not apply to gifts generated through the Sydney Development Fund, Annual
Fund or otherwise received as a result of direct mail, email or telephone contact with a donor as
part of a fundraising campaign initiated by an entity of the University established by or with the
authority of the Senate.
(3) These procedures do not apply to gifts that are offered routinely to staff as individuals or on
behalf of the University as a gesture of good will, for example from international dignitaries or
collaborators. The requirements covering the acceptance and reporting of such gifts are covered
by the University’s Code of Conduct, Section 8.
(4) While the Gift Acceptance Principles contained in the Gift Acceptance Policy apply to all other
gifts covered by the policy, certain categories of gift will be exempt from the documentation
requirements contained in these procedures. For example, the University Library, University
Archives and the Office of Museums and Cultural engagement receive thousands of offers of gifts
of unknown or insignificant financial value each year. Such gifts will continue to be processed by
these units according to their individual policies and arrangements will be agreed between them
and the Development Office about the types of gifts that must be documented in accordance with
requirements set out in these procedures.

4

2.3 Entities and individuals covered
(5) These procedures apply to all University staff and affiliates who facilitate part, or all, aspects
of gift acceptance on behalf of the University. This includes:
(a) Persons having delegated authority to accept gifts on behalf of the University as
designated under the Delegations
(b) Other Senior University administrators
(c) Alumni Relations and Development staff and affiliates
(d) Staff and affiliates of the Office of General Counsel
(e) Faculty, School, and departmental administrators
(f) Members of the governing bodies of all University foundations, academic colleges
institutes and centres whether or not established by the Senate, and staff and affiliates of
these bodies
(g) Academic and General staff and affiliates
(h) Volunteers involved with University fundraising activities.

3.

Gift Acceptance Consideration and Documentation Flowchart
(1) The Flowchart below sets out the steps that must be followed before a gift can be accepted by
the University (Gift Consideration Phase), and the processes that must be followed once a
person or University entity with the authority to accept gifts on behalf of the University has
decided to accept or decline the offer of a potential gift (Gift Documentation Phase).
(2) Section 4 sets out the procedures to be followed when considering offers of potential gifts to the
University.
(3) Sections 5&6 set out the processes to be followed once a decision has been made by a delegated
authority to decline (Section 5) or accept (Section 6) an offer of a gift to the University.
(4) Section 7 sets out the initial steps to be taken once a gift has been received by the University,

including all requirements for reporting and documenting different types of gifts, accounting for
the gifts and the distribution of monies from financial gifts.
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Offer of a potential gift
is made (Procedures
Section 4.1)

Gift Acceptance
Consideration and
Documentation Flowchart

Offer is referred to
the appropriate
delegated
authority (DA)
(s.4.2)

Gift Consideration
Phase

Uncertain
Gift Acceptance
Policy not
applicable.

If a bequest and/or cultural gift, or gift of
real property, DA to notify DO. DO will
provide guidance and, if required, notify
the Office of Museums and Cultural
Engagement (MCE), Library or Archives
as appropriate in the case of cultural
gifts.

Not a gift

Bequests, real
property &
cultural gifts

DA
determines if the
offer constitutes a
gift covered by the
policy (s.2 & 4.3)

t
Uncertain

Yes

Uncertain

Refer to Development
Office (DO) for advice

DA
determines the
type of gift (s.4.4)
All gifts

Input as required from DO, Office
of General Council (OGC), MCE,
Library, Archives, Scholarship &
Prizes Office, and Office of
Investment and Capital
Management (ICM)

DA considers the gift against the
principles for gift acceptance and
makes a decision (s.4.5)

Negotiations with donor if
necessary

Advice

Gift Acceptance Committee
considers gift against
principles for acceptance and
provides advice back to DA.

Uncertain or advice required (s.4.6 & 4.7)

Gift Documentation
Phase

Decline gift (s.5)

Accept gift (s.6)

DO will assist in
determining whether a Gift
Acceptance Deed is
required

Simple gifts. Only a
What kind of
Letter of
Wills
documentation is needed?
Acknowledgement
(s.6)
required (s.6.1)
Complex gifts. Gift
Acceptance Deed
required (s.6.2)
Bequests

If a bequest, copy
of will and legal
correspondence
evidencing the gift
to be lodged with
the DO (s.6.2.2)

For more complex
gifts, a Gift
Acceptance Deed
and Covering Letter
is prepared and sent
to the donor by the
DA (s.6.2)

Donor returns
signed copy of Gift
Acceptance Deed
Bequest formally
accepted in
accordance with
the Delegations of
Authority

Copy of signed
Deed and
Covering Letter to
DO (s.6.4)
DO, ICM and Faculty/Unit will
liaise to arrange accounting
and access to funds. Gift
Receipt and Summary Forms
are completed and provided
with required documents to
Advancement Services (s.7)

For simple
donations, the DA or
DO sends a Letter of
Acknowledgement
to the donor (s.6.1)

DA sends a copy
of the signed letter
to DO (s.6.4)

DA prepares a
letter to the donor
setting out the
reasons why the
University must
decline the gift
(s.5)

DO and OGC
available to provide
advice on the
preparation of all
documentation, or
will prepare the
required
documentation for
the DA

DO approves the
letter of decline.
The letter is sent
to the donor (s.5)

One signed copy
of the letter of
decline is provided
to the DO (s.5)

Abbreviations:
DA = Delegated Authority
DO = Development Office
MCE = Office of Museums and
Cultural Engagement
OGC = Office of General Counsel
ICM = Investment & Capital
Management
SPO = Scholarships & Prizes Office
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4. Gift Consideration Phase
4.1

Offer of a potential Gift
(1) The gift acceptance process commences when an offer of a gift to the University is made to any
employee or affiliate of the University, or any entity or grouping that forms part of the
University including all Faculties, Departments, Schools, Foundations, Institutes and Centres
not separately incorporated.
(2) In relation to deceased estates, where a will contains a bequest to the University that has not
been previously assessed, the offer is taken to have been made when the University is first
provided with a copy of the bequest. Those negotiating the terms of any potential bequest with
a living donor should seek to ensure that the terms of any proposed gift are consistent with the
University’s principles for the acceptance of gifts.

4.2

Authority to accept Gifts
(1) Authority to accept gifts on behalf of the University is delegated by the Senate to various
senior officers of the University under the Delegations. Gifts to the University may only be
accepted in accordance with the Delegations. Any gift accepted on behalf of the University in
breach of the requirements of the Delegations must be brought into compliance, or may be
deemed invalid and may be returned to the donor by the University.
(2) Each offer of a gift must be referred to the relevant delegated authority. For financial gifts this
will typically be the head of a University portfolio (normally a Deputy Vice-Chancellor) or
Faculty Dean. For cultural gifts, depending on the nature of the gift under consideration, the
Director of the Office of Museums and Cultural Engagement, the University Librarian, or the
University Archivist is likely to be the appropriate delegated authority.
(3) Only delegated authorities may accept gifts on behalf of the University. It is therefore vital
that once an offer of a potential gift has been made, it is brought to the attention of the
appropriate delegated authority as soon as possible, so that the gift acceptance process can
commence.
(4) The Delegations set financial limits on the value of gifts that different delegated authorities
may accept and require delegated authorities to consult with different officers of the
University depending on the value of the gift under consideration. The person dealing with the
offer of a gift must refer to the Delegations at the outset and refer the gift to the appropriate
delegate. In cases where it is difficult to determine the financial value of a gift the delegated
authority that heads the unit that received the offer should take responsibility for ensuring that
the gift is considered properly. This may include seeking advice from the Development Office
or other offices as appropriate. For simple cases that raise no issues in relation to the Gift
Acceptance Policy, it is acceptable for the delegated authority to seek assistance from the
Development Office in order to process the gift. In such cases gifts should simply be referred
to Advancement Services within the Development Office.
(5) The Delegations permit delegated authorities to seek assistance from a third party in
exercising their Delegations, so long as the delegated authority retains and exercises a
substantial degree of control over the exercise of the function entrusted to the delegate. It is
therefore acceptable for an officer other than the delegated authority to have day-to-day
responsibility for the administration of the gift acceptance process. In cases of complexity or
uncertainty it is the delegated authority who must make the final decision about whether to
accept or decline an offer of a gift to the University.
(6) If the member of staff or affiliate dealing with the potential gift is uncertain about which
delegated authority is appropriate to make decisions about the gift, advice should be obtained
from the University’s Development Office.
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4.3

Determining whether an offer is covered by the Gift Acceptance Policy
(1) In most cases it will be clear to the delegated authority whether the proposed arrangement constitutes
a gift covered by the policy, another type of gift or a commercial arrangement. In the event of
uncertainty the Development Office should be consulted to clarify the nature of the arrangement and
to determine which University policies and procedures will govern acceptance and administration of
the arrangement. In ambiguous cases advice may be sought from the Office of General Counsel.
(2) The Gift Acceptance Policy and these procedures apply only to gifts as defined in Section 5 of the
policy and above in Section 2.2 of these procedures. A gift is the same thing as a donation. It is
voluntary and is non-reciprocal in that it is made without any requirement for the donor or nominee to
receive a material benefit in return. The University’s definition of ‘material benefit’ is contained
within Section 5 of the Gift Acceptance Policy. In the context of higher education, a material benefit
might include any of the following:
(a)
(b)
(c)
(d)
(e)

exclusive display of a contributor’s name and/or logo
participating in a contributor’s promotional activities
allowing a contributor use of an institution’s name and/or logo
free/discounted attendance at a fundraising event
granting of exclusive rights or priority booking rights.

(3) Sponsorship is one common type of commercial arrangement that can be distinguished from
philanthropic giving. Sponsorship is not a gift. Sponsorship arrangements can generally be identified
because there will have been explicit discussions between the individual or organisation and the
University about the material benefit that the individual/organisation will receive in return for making
a financial or other type of commitment to the University.
(4) Examples of benefits that would be regarded as minor or non‐material include:
(a)
(b)
(c)
(d)
(e)

recognition via membership of a university/Vice Chancellor’s donor circle
giving a small gift such as a calendar, pen, bookmark
invitations to university outreach events
naming the donor in a list of supporters
naming a building or academic chair, lectureship, scholarship, prize etc. after the donor
(without the use of a logo)
(f) attaching the donor’s name to an item in the institution i.e. chair in a lecture theatre or
musical instrument.
(5) The following are some examples of the different types of gifts that may be offered by
potential donors, or included as a bequest in a will:
(a) Gifts for current use ie: financial gifts where the capital of the gift is not intended to be
kept in perpetuity, rather to be drawn upon immediately, or over the course of the next
few years.
(b) Gifts that are endowed ie. financial gifts where the capital is intended to remain or grow
in perpetuity, with only a portion of the income earned on the capital to be spent each
year.
(c) Gifts of real property ie: rights to land.
(d) Gifts of personal property ie: gifts of personal goods such as artistic, cultural, scientific
or historic collections, gifts of memorabilia relevant to the University or a significant
person in the life of the University.
(e) Gifts that are for a specific purpose ie: gifts which, in addition to being for a particular
Faculty, are for a particular purpose within that Faculty, such as scholarships, or to
support a particular type of research.
(f) Gifts for no specific purpose ie: gifts given to the University, Faculty or Foundation, to
be spent at the discretion of the Dean or Head of School.
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4.4 Notification requirements for different types of gifts
4.4.1 Overview of notification requirements
(1) While the Gift Acceptance Policy applies to all offers of gifts covered by the policy’s definition
of a gift, there are particular requirements and processes for gifts made by bequest, cultural
gifts and gifts of real property (land and other real estate).
(2) If the gift is a bequest (a gift in a will) all correspondence regarding the bequest must be
provided to the Bequests and Planned Giving Office within the University’s Development
Office as soon as possible, as particular processes and policies need to be followed in relation
to dealing with bequest (see 4.4.2 below).
(3) For example, if the proposed gift is a cultural gift as defined in section 4.4.3 paragraph 1 or a
gift of possible scientific or historic significance to the University, whether by will or other
arrangement, details will need to be referred to the University’s Office of Museums and
Cultural Engagement, the University Library or University Archives as appropriate (see also
4.4.3 below).
(4) If the proposed gift is of real property the Development Office must be informed immediately,
as there are particular complications in accepting gifts of this type, and specific procedures that
must be followed (see 4.4.4 below).
(5) The Development Office will assist the delegated authority and other staff or affiliates involved
with the consideration of the potential gift, to ensure that it is considered and processed in
accordance with the Gift Acceptance Policy and all other applicable University policies.
4.4.2 Negotiating and considering gifts made by bequest
(1) Like any other gift, bequests have the potential to cause operational difficulties and/or reputational
harm to the University. While the Gift Acceptance Policy does not apply formally to bequests until
the University is advised that it is named as a beneficiary under the will of a deceased person, those
involved in any bequest negotiation with the donor during his/her lifetime should remain mindful of
the University’s principles for the acceptance of gifts. Where possible, the delegated authority who
will, in time, be responsible for accepting the bequest should be involved and consulted throughout
any negotiations.
(2) Individuals interested in leaving a gift via a will to the University should, wherever possible, be
encouraged to discuss their intentions with the University at the time of drafting their wills. In
particular, the Bequest and Planned Giving Office within the Development Office should be
contacted as soon as a bequest negotiation begins. This can assist to ensure that the terms of the
bequest are drafted in a way that ensures they are operable at the time that the bequest becomes
active, and are consistent with the University’s principles for the acceptance of gifts. Bequests that
are too narrowly defined, or which impose unduly onerous or specific obligations on the University
risk becoming inoperable. For example, a bequest may specify that the funds are to be used only to
support teaching in a particular discipline, but by the time the bequest comes active the University
no longer offers courses in that discipline.
(3) The University has prepared a range of suggested ‘forms of wording’, for consideration by potential
benefactors when drafting their wills. These include:
(a)
(b)
(c)
(d)
(e)

Wording for a bequest for general purposes
Wording for a bequest for a specific purpose
Wording for a bequest for scholarships or bursaries
Wording for a bequest for research
Wording to adjust a dollar amount in a bequest for inflation
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To obtain these examples and for advice in progressing bequest negotiations, it is recommended
that the Bequest and Planned Giving Office, within the Development Office, is contacted for
further information.
(4) It should be noted that the University does not provide legal advice to individuals considering a
bequest. As individual circumstances vary, it is recommended that potential donors seek
independent advice from their lawyer, accountant or financial advisor.
(5) The Bequest and Planned Giving Office also manages and maintains the Challis Bequest Society,
which is a Society established to recognise those individuals who have advised the University of
their intent to leave a bequest. Membership of the Society is open to all individuals who have
notified the University of their intent to leave a bequest, including to University affiliates (such as
Foundations). The Bequest and Planned Giving Office can provide further information about the
Society as required.
4.4.2.1 Bequest negotiations after the death of a donor
If any member of staff or an affiliate receives notification about a bequest under the will of a deceased
person from a solicitor, executor or trustee, he or she should first refer the matter to the Bequest and
Planned Giving Office within the Development Office. This notification should be provided by scanning
the documentation and sending the scanned copy via email. The Bequest and Planned Giving Office will
then assist the delegated authority, as required, with assessing the proposed gift against the University’s
principles for the acceptance of gifts in accordance with the procedures set out below.
4.4.3

Cultural gifts

(1) Cultural gifts offered to the University may include artworks, rare books, artefacts, antiquities,
scientific specimens and instruments, and items of historic significance to the University including
records (see definition of Gift in Section 2.2 above). Upon receipt of an offer of a cultural gift the
delegated authority should seek advice from the office responsible for the management of the
appropriate University collection, or refer the gift to the relevant office for it to determine whether
the gift should be accepted into a relevant collection.
(2) Depending on the nature of the gift the relevant office may be the University Library, the University
Archives, or the Office of Museums and Cultural Engagement. Each of these offices applies its own
policies for accepting gifts into its collections with which gifted items must conform. For example,
further information about the University Library’s requirements for the acceptance of gifts can be
found on the Library’s website, by consulting the Gift Librarian, or appropriate Faculty Liaison
Librarian.
(3) Cultural gifts may be eligible for a tax concession through the Australian Government’s Cultural
Gifts Program. However, items offered through the program can only be gifted to the following
areas: Macleay Museum, Nicholson Museum, University Art Collection, University Archives,
University Library and the Schaeffer Fine Arts Library. It is therefore important that contact is
made with the relevant office early in the consideration of any cultural gift.
4.4.4

Gifts of Real Property

(1) Gifts of real property (i.e. land, real estate, etc.) are usually made on the basis that the property is sold
and the monies invested to support a particular purpose or the intent of the donor. In most cases, and
unless prevented by the terms of the will, donors (or executors) will be encouraged to sell the
property and donate the proceeds to the University, rather than have the property transferred into the
University’s name. It can be an onerous process for the University to sell property that has been
transferred, and requires an application to the NSW Government to sell the property at a later date.
However, delegated authorities and their staff are encouraged to seek the advice of the Development
Office and/or the Bequest and Planned Giving Office within the Development Office early in their
consideration of a potential gift of real property.
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(2) Any proposed gift of real property to the University which is conditional on the property being
transferred to the University in perpetuity is unlikely to satisfy the University’s principles for the
acceptance of gifts, under the Feasibility section. The Development Office should be contacted
immediately if this circumstance arises, and can assist in negotiating with the potential donor, and the
relevant offices and individuals within the University.
4.4.5 Gifts of Shares
(1) Donors sometimes find it tax-effective to make a gift of shares to the University. The University has
a preference for receiving shares in kind. Once received, the shares are not usually retained, but sold
in an orderly manner. The first step is usually for the donor to complete a ‘Share Transfer Form’,
which is obtained by the donor from the company in which the shares are held. Prior to executing
any transfer, the Development Office should be consulted for advice.
(2) Proposed gifts of shares must be considered by the delegated authority against the University’s
principles for the acceptance of gifts. Even though the University will not usually retain shares
received via a gift, the delegated authority should consider any implications of the University’s
association with the relevant company/ies carefully, along with the other considerations listed in
Section 4.5 below. Upon the receipt of share transfer form, the Investment and Capital Management
office will seek to sell the shares in an orderly manner.
4.5

Consideration of Gifts against the University’s Gift Acceptance Principles
(1) Delegated authorities of the University have a responsibility to determine to the best of their
ability whether a gift is consistent with the University’s principles governing gift acceptance.
Acceptance of a gift must be in harmony with the objects and core values of the University,
must meet its strategic objectives, and must preserve or enhance its reputation. The Gift
Acceptance Policy, Section 7, sets out three categories of principles (requirements, sources and
feasibility) against which potential gifts must be assessed.
(2) In the first instance, a delegated authority must consider carefully the likely extent of public
interest in the proposed gift should it be accepted by the University. If the delegated authority
forms the view that acceptance of the gift by the University would be likely to give rise to
sustained public debate and comment within the broader community, then the gift must be
referred to the Gift Acceptance Committee for advice.
(3) If the delegated authority does not form this view, then he or she must consider the terms of the
gift against the Gift Acceptance Principles outlined in the Gift Acceptance Policy (See Sections
4.5.1 – 4.5.3 below) and make an initial judgment as to whether the gift conforms to these
principles 1
(4) At this stage, and depending on the nature of the gift under consideration, it may be necessary
for a delegated authority or nominee to discuss the gift with the Development Office or other
relevant offices, to determine whether the terms are desirable and feasible for the University
and whether the gift is in line with relevant University policies.
(5) If the delegated authority believes that the proposed gift is consistent with all of the
University’s Gift Acceptance Principles, then the gift may be accepted. The delegated authority
must then follow the further procedures for documentation set out below (Section 6, Gift
Acceptance Process – Documentation Phase).
(6) If the delegated authority believes that the proposed arrangement is inconsistent with one or
more of the principles outlined in the Gift Acceptance Policy then the delegated authority
should initiate negotiations with the potential donor (if the donor is still alive, and if it is
feasible to do so) to change the nature of the gift to conform with the principles, or decide to
decline the gift. It should be noted that executors do not have the power to vary the terms of the
will of a deceased donor.
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(7) If the delegated authority decides to decline the gift, the procedures set out below must be
followed (Section 5, Declining a Gift).
(8) If, after consultation with the Development Office and other offices with expertise or
responsibilities in relation to the type of gift under consideration, the delegated authority is
uncertain about whether the gift is consistent with the Gift Acceptance Principles, but wishes to
accept the offer, then the proposed arrangement must be referred to the Gift Acceptance
Committee for advice.
4.5.1 Requirements for Gifts
It is common for a gift to be offered with certain requirements placed on its use or management by
the donor. Delegated authorities must consider the following issues and questions:
(a) Are the requirements proposed by the donor consistent with the principle of academic
freedom, especially with regard to: methods of research; conclusions and findings; and
the dissemination and publication of research (See Charter of Academic Freedom 2008)
(Simple example: a research grant which specified a desired finding would be
unacceptable.)
(b) Are the requirements proposed by the donor consistent with the University’s educational
purpose? (See The University of Sydney Act 1989 (as amended)) (Simple example: a
donation which required the University to provide classes promoting a theory which is
scientifically discredited would be unacceptable.)
(c) Are the requirements proposed by the donor consistent with legal obligations and
restrictions which affect the University or any individual student member of staff or
affiliate? If a delegated authority has a concern about the legal implications of certain
proposed requirements for staff or for the University, in the first instance the Office of
General Counsel should be consulted for advice.
(d) Will the requirements proposed by the donor allow the University to maintain its good
reputation ? If a delegated authority has concerns regarding this principle of gift acceptance
the proposed arrangements should be referred to the Gift Acceptance Committee for advice.
(e) Are the requirements proposed by the donor consistent with all applicable University
policies? To answer this question a delegated authority may wish to consult with the
Development Office, Office of General Counsel and other applicable University offices
(e.g. Library, University Archives, or Scholarships and Prizes office). Most questions of
policy should be able to be resolved without recourse to the Gift Acceptance Committee,
and if necessary, negotiations with the potential donor made to find an arrangement which
is mutually agreeable. (Simple example: the offer of a gift from a tobacco company would
be unacceptable because it would be inconsistent with the Tobacco Industry Funding
Policy.
(f) Are the requirements proposed by the donor consistent with the University’s strategic
priorities? In the event of uncertainty, the delegated authority should consult the University
of Sydney’s Strategic Plan to resolve any doubts about this question. The Development
Office should be consulted if uncertainty remains. If a gift is in clear conflict with the
University’s strategic priorities then it should be declined. However, if doubts remain then
the proposal can be forwarded to the Gift Acceptance Committee for advice.

12

4.5.2 Sources of Gifts
In determining whether the source of a gift is consistent with the University’s principles for the
acceptance of gifts, delegated authorities must consider the extent to which the proposed
arrangement is consistent with the University’s objects, values, strategic direction and reputation.
Delegated authorities must consider the following issues and questions:
(a) Does the source of the gift align with the University’s objects and values?
The delegated authority must consider the University’s educational and other objects and
values (The University of Sydney Act 1989 (as amended) s.6) and Code of Conduct s.1),
and if in any doubt as to whether the source of the gift aligns with these, must refer the
proposal to the Gift Acceptance Committee. (Simple example: the University does not
accept gifts from tobacco companies – see the Tobacco Industry Funding Policy 2003.)
(b) Would the source of the gift be such as to damage the reputation of the University?
If a delegated authority has concerns regarding this principle, the matter must be referred to
the Gift Acceptance Committee for advice.
(c) Does the gift arise from an illegal source or illegal activity?
Decisions must not be based on rumour, but care must be exercised in accepting any gift
where there is risk of significant damage to the University’s reputation. If it is clear that the
proposed gift arises from an illegal source then the delegated authority must decline the
proposal outright. In the case of unproven allegations of unethical, illegal or criminal
behavior against a potential donor, the proposal must be referred to the Gift Acceptance
Committee for advice.
(d) Does the gift arise in whole or in part from any activity which suppressed or falsified
academic research or limited freedom of enquiry?
If the delegated authority believes this to be the case then the proposal must be declined.
In cases of ambiguity, the proposal must be referred to the Gift Acceptance Committee for
advice.
(e) Is the source of the gift consistent with all applicable University policies?
Just as for the similar principle relating to restrictions on gifts, if in doubt, a delegated
authority may seek advice from the Development Office and/or Office of General Counsel.
It should be possible to resolve most questions of policy without referral to the Gift
Acceptance Committee, and if necessary, negotiations with the potential donor made to
find an arrangement which is mutually agreeable.
(Simple example: For a cultural gift, consistency with a relevant collection policy.)
4.5.3 Feasibility of Gifts
In determining whether a proposed arrangement is feasible, staff and affiliates must consider the
following issues and questions:
(a) Is the proposed gift adequate to achieve the intended purpose, or that the University
agrees to meet any additional costs that will arise from accepting the Gift?
The Development Office is able to provide information and costings which may be
necessary to determine whether a gift is feasible. Examples follow for certain funding
opportunities, however, a delegated authority should consult with the Development Office
regarding costings for any specific proposals made to them.
(b) Are any obligations that a donor wishes to impose upon the University in relation to the
management or administration of the gift reasonable and able to be met?
The delegated authority should if necessary, consult with the Development Office and
other relevant offices on this question. If the delegated authority remains in doubt the
proposal must be referred to the Gift Acceptance Committee together with the advice
provided by the Development Office and other relevant offices of the University.
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(c) Will acceptance of the gift lead directly or indirectly to a net decline in the asset base of
the University?
If a delegated authority has any concerns in this regard then the Development Office should
be consulted in the first instance. Further consultation with the Investment and Capital
Management Office may be required and the Development Office will facilitate the
provision of written advice to the delegated authority from the Investment and Capital
Management Office.
4.5.3 (i) Feasibility examples for different types of gifts
(1) It is vital that a gift is both strategically desirable for the University, and is not overly
burdensome to administer.
(2) The dollar amount offered in the gift arrangement must accurately reflect the real cost of the
activity in question. Under-pricing the cost of a particular activity is likely to result in the
University being unable to give effect to the donor’s wishes and may compel the University to
decline or return the gift.
(3) Below is a matrix offering some of the more common giving opportunities, and the pricing
calculations that must be considered when considering whether to accept the offer of a gift. If
the delegated authority is unsure about the costing for the particular proposal under
consideration, the Development Office should be consulted for advice. What follows is an
indicative list only.

4.5.3 (ii) Funding Opportunities Price list
Funding Opportunities Pricing List (as at 1July 2010 and to be indexed annually)

Funding
Opportunity

Professorial
Chair with no
Clinical Loading

Professorial
Chair with
Clinical Loading

Minimum value
Undergraduate
Scholarship

Minimum value
Postgraduate
Research
Scholarship

Cost Per Annum

Salary:
$144,871
Holiday Loading: $1,955
On-Costs:
$40,431
Total: $187,257
Salary:
$144,871
Holiday Loading: $1,955
Clinical Loading: $24,586
On-Costs:
$47,201
Total: $218,613
Purchase of Study Materials
Living expenses
Relocating
Rent
Food
Total: $6,000
Equivalent to an Australian
Postgraduate Award (regarded as the
minimum amount required to
undertake postgraduate research)
Total: $22,500

Capital
required to
Endow in
Perpetuity

$3.9M

$4.5M

$125,000

$450,000
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Funding
Opportunity

Cost Per Annum

Equivalent to a minimum of 80% of
the total value of the work planned for
the structure in question.

Buildings and
Infrastructure

Capital
required to
Endow in
Perpetuity

A building is
not generally
‘endowed’

Total: Variable
Minimum of $2,500 and recommended
maximum of $6,000

Student Prize

•
•
•
•
•
•

Research
Programs

Equivalent to 100% of the total staff
costs involved. This includes:
Salaries
Holiday Loading
On-Costs
Travel and Conference Expenses
Clinical Loadings where required
Equipment and consumables

$50,000

Variable

Total: Variable

4.5.3 (iii) Endowments and Endowment Calculation – the ‘Spending Rule’
(1) Endowments are invested strategically by the University so as to preserve the capital of the gift for the
purposes for which it was intended, and to remain in-line with inflation. This is generally through an
appropriate combination of ‘Growth’ and ‘Debt’ funds, managed exclusively by the Investment and
Capital Management Office. Management of the University’s investments is subject to statutory and
policy constraints. (Refer to Schedule 2 of the University of Sydney Act 1989 (as amended)). There
are also requirements for control, security and reporting. Further information can also be found in the
Financial Accounting Manual.
(2) The University strives for endowment funds to be sustainable and inflation-index linked (i.e. to
balance spending with investment returns so that the real value/purchasing power of the fund
remains unchanged over time). As a result, endowments are subject to a Spending Rule, which
enables the spending of a percentage of the prior year’s market value on an annual basis.
Further information can be found on the website of the Investment and Capital Management
Office.
(3) When endowing an activity in perpetuity, a donor may occasionally request that specific
conditions are attached to the gift relating to the management of the money. These may
include:
(a)
(b)
(c)
(d)

When the funds are invested
How the funds are invested
Minimum returns on the investment
Minimum/maximum limits on the amount that is spent out per annum by the
University

(4) The addition of such conditions to a gift to the University will rarely be acceptable, as they
often cause the cost of managing such a gift to exceed the value of the gift itself. Occasionally,
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however, the requested conditions are consistent with existing University practice and/or can
be accommodated.
(5) To ascertain whether such conditions can be attached to a gift, the Investment and Capital
Management Office must be consulted, and written confirmation from that office provided to
delegated authority so that the terms can be included in the Gift Acceptance Agreement.
(6) Funds from an endowment are provided to the recipient area, for spending in accordance with
the terms and conditions with which the funds were initially given to the University. Once
created, an endowment will consist of a ‘parent’ account administered by the Investments and
Capital Management Office, within which the capital is preserved/maintained and a ‘child’
account administered by the relevant recipient area, eg: the relevant faculty. The transfer from
‘parent’ to ‘child’ accounts takes place in January. Any unspent funds retained with the child
account of an endowment at year end (i.e. 31st December) are normally returned to the ‘parent’
account, and added to the corpus.
(7) In some circumstances, the terms and conditions of a gift are such that the ‘child’ income
allocation will not be required every year. In these cases, the recipient may apply to
Investments and Capital Management to receive a cumulative income allocation in the year that
the funds are required (e.g. if the terms and conditions of particular endowment are such that
the funds should be used for a lecture held every two years, an application may be made to
receive an income allocation equivalent to 10% of the market value of the total fund every
second year). In this case the first step is to contact the Investment and Capital Management
Office.
4.5.3 (iv) Capital Preserved Trusts
(1) A Capital Preserved Trust (CPT) is a particular type of endowment, where the donor requires
that the starting capital of the gift is preserved in real terms (ie: allowing for inflation) in
perpetuity, and a portion of the income is spent (see information on the Spending Rule, above).
If the donor imposes such a requirement and the University agrees, it then becomes a legal
obligation on the part of the University to do so.
(2) The delegated authority must assess the terms of the gift according to the University’s
principles for gift acceptance, and should access the usual sources of advice. However, only the
Office of General Counsel can authorise the establishment of a Capital Preserved Trust. Once
authorised, the Investment and Capital Management Office is responsible for creating the
Capital Preserved Trust.

4.5.3

(v) Preserved Accounts

(1) Where a Capital Preserved Trust is established because the donor requires it, a Preserved
Account is established by the University. A Preserved Account is established whenever a
bequest is made to the University of a sum of over $250,000 and where such a preservation
does not conflict with the donor’s conditions for how the gift is spent. The money is then
administered in a way identical to a Capital Preserved Trust, where the capital is preserved, and
a proportion of the income is made available for spending each year. Preserved Accounts are
established to help grow the University’s overall endowment, and underpin the Institution’s
financial security. All gifts in this category are managed according to the Bequest
Administration Policy of the University.
(2) Examples of bequests that would require the establishment of a Preserved Account include:
(a) A bequest of $250,000 to the Faculty of Agriculture (where there are no other conditions or
requirements mentioned by the donor). The proportion of the income on this amount
released for spending each year would be designated to the Faculty of Agriculture.
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(b) A bequest of $500,000 to the University of Sydney, to be spent at the direction of the ViceChancellor. The income from this Preserved Account would go to the University’s general
operating funds.
(3) Examples of bequests that would not require Preserved Accounts include:
(a) A bequest of $50,000 to the Law School. Because this sum is under the $250,000 threshold
for Preserved Accounts, the policy does not apply.
(b) A bequest of $260,000 to the Faculty of Nursing, to be spent on scholarships for
Indigenous Nursing students. Because the donor has specified particular conditions for how
the money is to be spent, those conditions are paramount.
(4) Where a bequest is worth less than $250,000, the Investment and Capital Management Office
will normally recommend to the Vice-Chancellor that the bequest be spent in full provided
there is nothing in the conditions of the bequest that would prohibit this.
4.5.3 (vi) Clinical Loadings
(1) The University is required to pay salary loadings to Associate Lecturers, Lecturers, Senior
Lecturers, Associate Professors, Readers and Professors within the Faculties of Medicine and
Dentistry where the staff member concerned is eligible for registration in New South Wales as
a medical or dental practitioner.
(2) Clinical Loadings are not negotiable. The delegated authority must re-negotiate or decline a
gift if it does not include the necessary clinical loadings.
4.5.3 (vii) On-Costs
(1) On-costs must be added to all salary rates. On-costs are mandatory legislative costs incurred by
the University. The delegated authority must decline a gift intended to cover staff costs if it
does not include the necessary on-costs. On-costs are calculated in two steps:
(a) holiday loading of 1.35% must be added to all base rate salaries and
(b) on-costs totalling 27.537% are then added to the rate derived after the inclusion of holiday
loading.
(2) The breakdown comprises 6.10% for payroll tax, 0.9% for workers' compensation, 17% for
superannuation, 1.037 % for payroll tax on Super, and 2.5% for long service leave provision.
Thus on-costs differ between posts with/without clinical loading. The formula used here is the
same as the University uses when applying for research grants.
(3) Like clinical loadings, on-costs are not negotiable. The delegated authority must decline a gift
if it is intended to cover staff costs, but does not include of the necessary on-costs.
4.5.3 (viii) Establishment of Scholarships
(1) Scholarships established must be consistent with the University Policy Establishment and
Award of Scholarships and Prizes. Terms and conditions for a scholarship or prize should
include a provision which enables the University to make the award ‘at its discretion’ in the
event that the scholarship/prize proves to be unawardable in the form desired by the donor.
Any scholarship for a full degree (either undergraduate or postgraduate) must be paid for
upfront by the donor, or pledged in writing by the donor. The Scholarships and Prizes Office
should be consulted prior to an undergraduate or postgraduate scholarship being proposed or
established.
(2) For information on the definitions of Prizes and Scholarships, refer to the Scholarships and
Prizes office website.
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(3) It should be noted that a student’s personal details (including name, address) cannot be given to
a donor. Every Faculty schedules an annual scholarships and prizes evening, which can provide
an opportunity for donors to meet the recipients of their prize or scholarship.
4.5.3 (ix) Naming Opportunities
(1) Naming opportunities for positions and events must be consistent with the University’s
Naming Policy – Positions and Events 1995.
(2) Naming opportunities for buildings and other significant assets must be consistent with the
University’s Naming of buildings and other significant physical assets policy 2005.
(3) Unless the above minimum costs are met, the funding opportunity will not be named in honour
of the donor. Similarly, if an activity is funded for less than five years, that activity will not
usually be named in honour of the donor.
(4) Further, a donor to one area of activity cannot be offered naming rights to another area or
activity for which he or she has made no donation.
4.6

Procedures for referral to the Gift Acceptance Committee
(1) Responsibility for referring a proposed gift to the Gift Acceptance Committee rests with the
delegated authority who is considering accepting a gift on behalf of the University.
(2) While many questions of feasibility and consistency with University Policy can be resolved in
consultation with the Development Office, Office of General Counsel and other relevant
offices (e.g. Scholarships and Prizes Office or the Office Museums and Cultural Engagement)
there may be occasions where the delegated authority remains unable to make a decision to
accept or decline a gift.
(3) Referral to the Gift Acceptance Committee can be made by a delegated authority at any time
during the consideration of the gift, but should be made immediately in cases where acceptance
of a gift is likely to arouse significant public interest, and in particular controversy within the
broader community.
(4) The delegated authority should make a written statement to the Gift Acceptance Committee,
which details at least the terms of the gift and its source, and seeks advice from the Committee
about whether the gift should be accepted unconditionally, accepted subject to conditions being
agreed with the donor through further negotiation, or declined.
(5) The Committee should also be provided with all information available regarding the proposed
arrangement, including copies of all relevant documents and any advice that has been given to
the delegated authority by the Development Office, Office of General Counsel or any other
relevant University office.

4.7

Procedures of the Gift Acceptance Committee
(1) The full terms of reference for the Gift Acceptance Committee are contained in the schedule to
the Gift Acceptance Policy.
(2) The key purpose of the Gift Acceptance Committee is to provide delegated authorities with an
independent source of considered and consistent advice about the acceptance of gifts to the
University, bearing in mind ethical considerations, feasibility issues, strategic alignment,
corporate practice and the importance of preserving or enhancing the University’s reputation.
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(3) Drawing on the experience and expertise of its members to undertake a thorough analysis of
the issues, the Gift Acceptance Committee will consider proposals for gifts referred to it by
delegated authorities against the University’s principles for the acceptance of gifts.
(4) The outcome of the deliberations of the Gift Acceptance Committee will usually be written
advice to the relevant delegated authority on whether to accept or decline the offer of a gift, or
to accept it subject to the satisfaction of certain conditions.
(5) In cases where the Gift Acceptance Committee is unable to form an opinion, or where the
delegated authority disagrees with the advice given by the Gift Advisory Committee, all
relevant decisions will be made in accordance with the Delegations.

5.

Declining a Gift
(1)

Except for offers of cultural gifts which will normally be handled by the Library, Archives or the
Office of Museums and Cultural Engagement in accordance with their policies, if a delegated
authority decides to decline the offer of gift, he or she must, with the assistance of the
Development Office and the Office of General Counsel as necessary, prepare a letter to the donor
explaining why the University cannot accept the offered arrangement. The Development Office
has prepared a template letter of decline to assist delegated authorities with this task. Use of the
template is encouraged in order to maximise consistency in the style and content of such letters
on behalf of the University.

(2)

The final draft of this letter of decline must be approved by the Development Office before is sent
to the donor.

(3)

Once the signed letter has been sent to the donor the Development Office must be provided with a
copy for filing.

(4)

If this process should result in a modified offer being made by the donor then the delegated
authority should begin consideration of the gift again, to determine whether the modified offer
now aligns with the University’s principles for the acceptance of gifts.

6.

6.1

Gift Documentation Phase
(1)

Once a delegated authority determines that a proposed gift is consistent with the University’s
principles governing the acceptance of gifts, and should be accepted on behalf of the University,
final negotiations and formal documentation of the gift must be arranged in accordance with the
procedures outlined below.

(2)

Any requirements and restrictions made by a donor must be documented clearly in writing in a
will, Gift Acceptance Agreement or letter from the University to the donor confirming the terms of
the gift and the University’s acceptance of the gift.

(3)

It should be noted that the Gift Documentation is not a substitute for a receipt for the gift being
issued. A receipt is issued by Advancement Services within the Development Office after the
documentation process is complete (see Section 7).

Letter of acknowledgement sufficient in certain cases
(1) If a donor is simply providing cash to the University for general purposes, with no conditions
attached, all that is required to evidence acceptance of the gift by the University is a letter of
acknowledgment from the delegated authority to the donor.
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(2) The letter of acknowledgement must include:
(a) the amount of money to be given to the University
(b) who has responsibility for accepting the gift (i.e. Faculty Dean or other delegated
authority)
(c) how the University will recognise the gift. (e.g. invitation to an annual “donors’
lunch” provided by the Faculty, or similar)
(3) Examples where a letter of acknowledgment is required would include:
(b) a donor who had indicated an intention to provide $600,000 to the Faculty of Medicine for
general purposes
(c) a donor who had offered a gift to the University for use at the Vice-Chancellor’s
discretion.
(4) An example of a letter of acknowledgement can be found here.
(5) Either the Development Office or the delegated authority accepting the gift will send this letter.
The Development Office will defer to the preference of the delegated authority.
6.2

Gift Acceptance Agreement and Covering Letter required for more complex gifts
(1) A ‘Gift Acceptance Agreement’ is a standard template, including a covering letter, that has been
developed by the Office of General Counsel for use when the University is accepting gifts where:
(a) the gift in question is for a specific purpose, such as ‘for a scholarship for students
from Western Australia’, or
(b) the gift in question is to be paid out over a period of time, such as $10,000 per
annum over the next three years, or
(c) the gift is to establish a Capital Preserved Trust, or
(d) the gift is non-cash, such as shares, property or artwork or
(e) the gift is not a bequest or a simple gift such as those dealt with under Section 6.1
above.
(2) Each Gift Acceptance Agreement must record:
(a) the amount of the gift
(b) where the gift is to be made by instalments or otherwise over time, the schedule for the
payments of the gift
(c) the purpose of the gift
(d) any restrictions or requirements placed on the use or management of the gift
(e) and will be signed by the University Officer who has responsibility for accepting the gift
as per the Delegations of Authority – Administrative Functions 2010s

(3) The standard Gift Acceptance Agreement template is intended to be concise and easily understood
by University staff, affiliates and donors.
(4) The specific terms and conditions included in the Gift Acceptance Agreement will vary according
to the type of gift that is being offered. Below is a simple grid which describes some of the most
common types of gift, and the corresponding points that must be included in the Gift Acceptance
Agreement. Please note that some of these points are in addition to the mandatory points for
inclusion in all Gift Acceptance Agreements.
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Type of Gift →
Point to be included in
Gift Acceptance
Agreement
↓

Current
use with
no
specific
purpose,
paid
upfront

Who has
responsibility for
accepting the gift as
per the Delegations of
Authority –
Administrative
Functions
The total amount of
money to be given to
the University

Current use
with no
specific
purpose, to
be paid by
instalments

Current
use with
a
specific
purpose

Current use
with a
specific
purpose to
be paid in
instalments

Endowme
nt with a
specific
purpose

Endowment
to be paid in
instalments























Schedule of payment



Faculty/Entity of the
University that is to
receive the gift
The specific purpose
for which the gift is
intended
Who has
responsibility for
administering the gift
(ie: Faculty Dean or
Scholarships Office)
Any planned
recognition for the
gift eg: naming a
scholarship after the
donor, an invitation to
an annual “donors’
lunch’, or a letter
from the scholarship
recipient to the donor
A Gift Acceptance
Agreement not
usually required,
Letter of
Acknowledgement to
donor from Delegated
Authority
Contact the
University
Development Office





Gift of
an asset
of
personal
property
eg:
shares,
art,
property

Any
Bequest
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6.2.1 Preparing Confirmation Letters to Donors and Gift Acceptance Agreements
(1) Below are examples of particular types of gift, with hyperlinks to sample Gift Acceptance Agreements
covering different types of gifts.
Type of Gift

Current use with a specific
purpose

Current use to be paid in
instalments

Practical Examples
A gift of $18,000 to fund an undergraduate
scholarship in the Faculty of Arts, with preference
to be given to students studying French. The gift is
for current use and to be paid in full up-front.
A gift of $40,000 to fund a one year research
program at the Central Clinical School of the
School of Medicine, to study addiction medicine in
under 18’s. The gift is for current use and to be
paid in full up-front.
A gift of $82,000 to fund a postgraduate
scholarship in the Faculty of Engineering. A
payment of $20,500 will be made on 1st January
every year for the next four years.

Link to Sample

Click here

Click here

A gift of $10,000 per annum for the next three
years, to be used by the Medical School for
research into pediatric cancers.

Endowment (Capital Preserved
Trust) for a specific purpose

A gift of $120,000 to fund an undergraduate
scholarship in the Faculty of Arts, with a
preference for students studying medieval history

Click here

A gift of $4.4M to fund, in perpetuity, a Chair
Aged Care within the Faculty of Nursing and
Midwifery

Endowment (Capital Preserved
Trust) to be paid up-front

A gift of $410,000 to fund a postgraduate
scholarship in perpetuity in the Faculty of
Architecture with a preference for students
studying urban planning. The gift is to be paid in
full up-front.

Click here

A gift of $500,000 to the Faculty of Economics
and Business, to fund any kind of research across
the Faculty which supports ‘growing Australia’s
economy’. Recipient activities to be determined
by the Dean.

Endowment (Capital Preserved
Trust) to be paid in instalments

A gift of $3.7M to fund, in perpetuity, a Chair in
French within the Faculty of Arts, to be paid over
three years.

Click here

A gift of $360,000 to fund, in perpetuity, three
undergraduate scholarships (on a rolling basis of
one new undergraduate awardee per annum). To
be paid over three years.
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(2) The University’s template for a Gift Acceptance Agreement should be used to prepare the Gift
Acceptance Agreement. Please see the Development Office website for samples of Gift Acceptance
Agreements (hyperlinked above).
6.2.2

Completing the sections of the Gift Acceptance Agreement

6.2.2.1 University Contact
Insert details of the relevant University contacts. This would normally be the relevant Development
Officer and should always include the Delegated Authority as well.
6.2.2.2 Gift description
(1) Insert a ‘Description of the Gift’ as indicated. For financial gifts this will usually be the actual
amount to be paid and include the manner of payment (ie lump sum or instalments). If to be
paid in instalments, include the schedule of payments. For cultural gifts, this will be a brief
description of the item or collection.
(2) State whether the amount of the proposed gift is sufficient in value to fulfill the intended
purpose. If the amount is not sufficient, the appropriate delegated authority will need to
confirm in writing that the University or another source is willing to meet the shortfall. This
written confirmation should be included as an Appendix to the Gift Acceptance Agreement.
(3) Insert a description of the ‘Purpose of the Gift’. This section is intended to define the ultimate
recipient, or office responsible for administering the gift. For example, the purpose may be
defined as ‘to help fund the research of Dr Smith in the Faculty of Science’ or, ‘to create a
scholarship to be administered by the University’s Scholarship and Prizes Office’.
6.2.2.3 Gift Requirements
If there are any particular requirements attached to the gift insert a description in the ‘Special Terms’
section of the Agreement. Such ‘Special Terms’ will include:
(a) Any conditions placed on the use of the gift. These conditions should have been
checked against the ‘Principles of Gift Acceptance’, as outlined in this document and
in the Gift Acceptance Policy. An example might be: ‘this gift is to be used for
undergraduate students studying archaeology’.
(b) Any obligations the donor proposes to impose upon the University in relation to the
management or administration of the gift. As per the ‘Principles of Gift Acceptance’,
these obligations must be reasonable and able to be met. The post holder or office
responsible for ensuring compliance must also be noted. An example might be: ‘the
scholarship created by this gift is to be advertised annually by the University’s
Scholarships & Prizes Office. The Scholarships and Prizes Office will be responsible
for awarding and administering the scholarship.’

6.2.2.4 Negotiation with the Donor on the terms of the Gift Acceptance Agreement
If, during the course of finalising the Gift Acceptance Agreement, the donor’s requirements change or
agreement cannot be reached about the content of the Gift Acceptance Agreement, then it is open to the
delegated authority to decline the gift at this point, or to refer it the Gift Acceptance Committee for advice.
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6.3

Execution of the Gift Acceptance Agreement
6.3.1 Delegations of Authority
The Gift Acceptance Agreement must be drafted in consultation with the University’s Development
Office. The Development Office will then provide the draft to the Office of General Counsel for final
approval before it can be signed by the delegated authority and sent to the donor for signing.
6.3.2 Witnessing of signatures
Both the delegated authority and the donor must have their signatures witnessed by another person.
The execution clause provides a space for the witness’ details and signature. The person who acts as
the witness must actually witness the signing of the document.
6.2.3 Handwritten Amendments
(1) Documents presented for signing by donors are the final and complete versions and should not
include handwritten changes.
(2) The Agreement should never be sent to external parties until the highlighted sections have been
considered and the highlighting and alternative wording removed.
(3) Always ensure that any reference schedule (such as the terms of a scholarship) or document
attached is expressly referred to in the ‘Details’ section. This will ensure that the document is
effectively incorporated into and forms part of the Agreement. Avoid attaching multiple
documents particularly where they contain inconsistent terms.
(4) All Gifts should be made to the University itself and not entities which are part of the University.
If a Gift is intended to benefit a particular part of the University which forms part of, or is
connected to the University (such as a Faculty, School, Foundation, or Centre) then this should
be made clear in the ‘Purpose of Gift’ section. If you are unsure whether an entity is part of the
University contact the University’s Group Secretary.

6.3.4 Specific documentation requirements for certain types of gifts
6.3.4.1

Bequests - donor still alive

Unlike gifts made by an individual during his/her lifetime, once the negotiation with a donor on the
terms of his or her will has finished and the terms have been negotiated with the University, the
agreement reached by the University and the donor is not binding. A Gift Acceptance Agreement is
therefore not appropriate. Instead, it is strongly recommended that the individual is encouraged to
provide the University with a copy of the portion of his/her will outlining the intended bequest to the
University. This document must be forwarded immediately to the Bequest and Planned Giving Office of
the Development Office which will record it on the University’s Records Management System (TRIM).
6.3.4.2

Bequests - donor has passed away

All documentation regarding bequests must be forwarded to the Bequest and Planned Giving Office
within the Development Office. Once a delegated authority has assessed a bequest in accordance with
the Gift Acceptance Policy and these procedures, and decided to accept the gift on behalf of the
University, the Bequest and Planned Giving Office will:
(a)
(b)
(c)
(d)
(e)

inform the relevant units within the University of the bequest
liaise with the solicitor/executor
arrange for an appropriate account code to be established
inform the Gift Register
lodge the cheque/receipt of funds, advice and corresponding documentation with
Advancement Services
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The Bequests and Planned Giving Office will assist the delegated authority in the processing of the
bequest.
6.3.4.3

Cultural Gifts

Documentation requirements for cultural gifts will be specific to the individual donation and the receiving
entity within the University. Advice should be sought from the University Librarian, the Director of the
Office of Museums and Cultural Engagement, or the University Archivist as appropriate. For cultural
gifts accepted under the Australian Government’s Cultural Gift Program, the relevant accepting entity
must provide to the Development Office documentation evidencing the official valuation of the gifts.
6.3.4.4

Gifts of Real Property

Documentation for real property will be specific to the individual donation. Advice should be sought from
the Property Portfolio in Investment and Capital Management.
6.3.4.5

Gifts of Shares

Documentation for gifts of share will be specific to the individual donation. Advice should be sought
from Investment and Capital Management.
6.4

Finalisation and Lodgement of Documentation
(1) In the case of a Letter of Acknowledgement, a copy of the letter must be forwarded immediately
to the Development Office.
(2) In the case of bequests, all documentation including a copy of the will and/or Probate must be
lodged with the Bequests and Planned Giving Office within the Development Office, which will
ensure that a copy of Probate is filed electronically to the individual bequest file on the
University’s Records Management System.
(3) In the case of gifts that require a Gift Acceptance Agreement, once the delegated authority and
the donor have both signed the Agreement, a copy of Agreement along with the a copy of the
covering letter from the delegated authority must be lodged immediately with the Development
Office. The Development Office will ensure that the documentation is recorded on the Advance
database, and on the University’s Records Management System.
(4) In the case of a gift made to the University with no, or inadequate, supporting documentation, it
will be necessary for Advancement Services within the Development Office to determine
whether the gift is self-explanatory. Examples of a gift which is self-explanatory are:
(a) A gift ‘to the Medical School at the University of Sydney’ can be taken to be a gift for
general purposes, or to be spent at the Dean’s discretion within the Medical School
(either destination is acceptable).
(b) A gift ‘to the University of Sydney’ can be taken to be a gift to be spent at the ViceChancellor’s discretion.
(c) A gift ‘for student support’ can be taken to be a gift to be spent on student scholarships
and bursaries, and should be directed to the appropriate account as advised by the
University’s Scholarships and Prizes Office.
(d) A gift ‘to the Veterinary Science Foundation’ can be taken to be a gift to be allocated to
the Veterinary Science Foundation, to be spent by the Foundation’s Council, in
accordance with the Rules for Foundations.
(5) Examples of gifts that are not self-explanatory include:
(a) A gift ‘for melanoma research’ is ambiguous because several units within the University
undertake melanoma research .
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(b) A gift which is ‘for Professor John Smith and his work with Royal Prince Alfred (RPA)
hospital’ is ambiguous. Although the academic mentioned may be an employee of the
University, the RPA is a legal entity distinct from the University of Sydney.
Reasonable attempts to find supporting information should be undertaken by Advancement Services
within the Development Office and by any other University staff or officer relevant to the gift.
Examples include:
(a) contacting the donor for clarification
(b) speaking with the University officer/contact who facilitated the gift
(c) speaking with the delegated authority for further advice
(6) If there is no supporting information, and all attempts to find appropriate supporting information have
been failed to locate this information, the University must make a judgment based on what information
it can find (such as detail on the cheques), against the principles for gift acceptance. A note about the
lack of available information must be added to the gift record on Advance. If information comes to
light after the gift has been accepted that subsequently puts the gift into conflict with the Gift
Acceptance Principles, then the gift must be referred to the Delegated Authority (or Gift Acceptance
Committee as appropriate) for review. If it is evident that the gift is in violation with the Gift
Acceptance Principles, the Office of General Counsel should be consulted for advice as to next steps.

7.

Reporting, Accounting and Distributions
(1) The gift amount (or instalment agreed with donor) will be transacted by Advancement Services, within
the Development Office.
(2) Upon receipt of the gift and/or the correspondence from the donor, the delegated authority (or officer
assisting) must complete the Gift Summary Form
(3) This form documents the donor's intentions and outlines the accounting, investment and other
management decisions that have been made to meet a donor's intentions. This form also assists in
highlighting any issues that need to be further addressed and/or documented.
(4) ALL fundraising transactions intended for the University of Sydney, or any particular faculty,
department or unit within the University, must be:
i. Attached to a completed Gift Summary form.
ii. Bundled with all key documentation (not already provided) including:
(a)
(b)
(c)
(d)

the fundraising transaction (/ie: gift or donation)
the completed Gift Summary form
all original documents, including envelope
all accompanying correspondence.

iii. Sent to: Advancement Services, Development Office Level 6, G02 - Jane Foss Russell Building as
soon as possible. Please note that cash must not be sent via mail.
(5) As financial transactions contain sensitive personal information they must be stored securely. It is
recommended that all fundraising transactions and documentation be sent to Advancement Services as
soon as possible.
(6) All cheques should be made out to The University of Sydney. However, cheques made out to the
Faculty, Department, Program or Project may still be processed. If a cheque is made out to an entity that
is not part of the University, it cannot be processed.
(7) If the cheque is made payable to an individual staff member, that staff member should endorse the cheque
to the University by signing the back of the cheque. The cheque and a letter of explanation, together with
the items listed above, can then be sent to Advancement Services within the Development Office.
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7.1

Account Codes
(1) It is the responsibility of the Faculty/Foundation to notify Advancement Services of the correct account
code for all donations. Faculty/Foundation representatives should liaise with their accounts team
regarding the establishment of a new project code or use of an existing code. All donations which are
subject to a Gift Acceptance Agreement, and therefore subject to specific spending and reporting
requirements, must have a separate project code, and use the approved accounting structure (below). All
donations for research must use the correct classifications for donations (2401) or bequests (2501) with
an appropriate research-only project code for donations (D1XXX or D1EXX)
(2) It is the responsibility of the relevant Faculty accounts team to establish an appropriate project code for
each bequest received by the Faculty. All bequests which have been given for research purposes must
use the correct classification for bequests (2501) with an appropriate research-only project code for each
bequest (B3XXX or B3EXX)
(3) A minor gift and bequests account may be established by Faculties/Foundations for any number of gifts
or bequests which are for the general purposes of the Faculty/Foundation only and have no spending or
reporting conditions attached to them.
(4) Codes are to be recorded in the Faculty and with the Development Office alongside the completed Gift
Acceptance Agreement, Letter of Acknowledgement and any other associated information. For gifts
endowed in perpetuity this paperwork must also be recorded in University’s electronic record
management system (TRIM) by the Development Office.
(5) Further information on gift processing can be found on the Advancement Services Intranet website. For
access to this website, please contact Advancement Services.

7.2

Receipts
(1) A receipt will be generated by Advancement Services, within the Development Office. The receipt will
be issued either to the donor directly, or if requested, to a relevant internal liaison for forwarding to the
donor (eg: a Faculty Development Officer.) The information included on the receipt will include:
(a)
(b)
(c)
(d)
(e)
(f)

confirmation that the receipt is for a gift
the name of the fund, authority or institution receiving the gift
the University’s ABN
the date the gift was made
the amount of the gift if it was money
description of the gift if it was property

(2) Including such information keeps the receipting process consistent with requirements and
recommendations from the Australian Tax Office.
(3) The Faculty or administrative unit Finance Officer must ensure gifted monies are provided to the
recipient academic or University officer via access to the relevant Account/s.
(4) In the case of bequests, the Development Office will open an electronic Records Management File in
TRIM for each bequest and will notify the receiving department of the file number. All bequest
documentation must be electronically filed to the relevant file.

8.

Responsibility for applying gifts once accepted
(1) Once the University accepts a gift, it undertakes to carry out the donor’s wishes as expressed in the
letter of acknowledgement, will or Gift Acceptance Agreement and is bound by that undertaking.
(2) Gifts must not be used for a purpose that is contrary to the donor’s wishes. The failure to apply a
gift in the way agreed with the donor is a failure to carry out the terms of the Gift.
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(3) The recipient academic or University Officer has the responsibility to ensure funds are spent or
invested in accordance with the donor’s wishes and where appropriate or previously agreed, report
back to the donor on outcomes.

9.

Related policies and other documents
Bequest Administration Policy 2010
Charter of Academic Freedom 2008
Code of Conduct 2008
Conflict of Interest Policy 2008
Delegations of Authority – Administrative Functions Rule 2010
Donor Charter
Donor and Alumni Information: Guidelines for Confidentiality and Privacy 2000
Endowment of Academic Positions: Procedures and regulations 1986
Establishment and Award of Scholarships and Prizes 2008
Foundations Policy 2003
Gift Acceptance Policy 2010
Naming of Buildings and other significant physical assets policy 2005
Naming Policy – Positions and Events 1994
The University of Sydney Act 1989 (as amended)
Tobacco Industry Funding Policy 2003

10.

Contact and Review

10.1 Contact
Unit:
Development Office
Officer: Rosalind Ogilvie, Acting Deputy Director
Phone: 02 8627 8157
Fax:
02 8627 8830
Email: rosalind.ogilvie@sydney.edu.au
10.2 Review
The Gift Acceptance Procedures will be reviewed and updated by the Development Office on an
ongoing basis.

Approved by:

(Signature withheld for electronic publication)

Dr Michael Spence
Vice-Chancellor
Date 30 June 2010
Date of Effect:
1 July 2010
Proposed Date of Review:
Annually
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11.

Useful contact details

Office

Contact them for…

Advancement
Services Development Office

Advice and assistance regarding recording, banking, receipting and disbursing
gifts made to the University General advice and assistance relating to gift
acceptance, for gifts of any kind

Bequests and Planned
Giving - Development
Office

Advice and assistance in bequest wording, accepting and processing bequests to
the University

Development Office

General advice and assistance relating to gift acceptance and documentation
requirements, for gifts of any kind

Investment and
Capital Management
Office

Advice regarding the acceptance of a property (eg house or farm), shares or the
proceeds of a sale of property. Advice regarding investment of gifts and
spending income generated by investment of a gift.

Office of Museums
and Cultural
Engagement

Advice regarding acceptance of artifacts, artwork and other museum/gallery
items for the University’s collection, including eligibility for the Cultural Gifts
Program.

Office of General
Counsel

Advice regarding Gift Agreements, establishment of a Capital Preserved Trust

Scholarships and
Prizes Office

Advice regarding the establishment of undergraduate and postgraduate
scholarships or prizes (of any type) in any area of the University, and referral to
Faculty-based scholarship and prizes officers, where appropriate.

Sydney Development
Fund Office

Advice and assistance regarding fundraising mailings, telephone and email
campaigns. Advice regarding high volume, non-major gifts (ie: under $50,000)
to the University.

The University of
Sydney Archives

Advice and assistance regarding gifts for inclusion in the University’s archives.

The University of
Sydney Library

Advice regarding acceptance of books and other library items for the
University’s collection, including eligibility for the Cultural Gifts Program.
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