UW COLLEGE OF ENGINEERING

NEW ENDOWMENT CHECKLIST
Endowment Name 

  
Mnemonic   





	Task Description
	Staff/Office Responsible
	Task Completed

Incl Date

	MONEY
Need a specified minimum amount of money depending on type of endowment being established.

	Advancement Officer
	______

	BUDGET
Complete Request for a New Endowed Gift Budget form. To access the form online, visit https://devar.washington.edu/forms/GPA/newendowment.pdf. This initiates the process by which the allocation mnemonic and 2 budget numbers are established.
· When a new budget for an endowment is established, a mnemonic is created:
· 6-letter mnemonic – identifies your funds while they are in 96-9000 suspense account.
· 7-letter mnemonic – further identifies your matching initiative funds (if applicable) while they are in 96-9000 suspense account.
· When funds are invested into the Consolidated Endowment Fund (CEF), the Treasury Office will establish 2 budget numbers:
· 99-#### budget – holds the principal balance
· Operating budget – holds the disbursements; administrator of fund will charge all endowment-related expenditures to this budget
	Advancement Officer
	​______

	AGREEMENT
1.  Draft Agreement
      Visit https://devar.washington.edu/secure/uwnetid/endowments/agreement.asp to access agreement templates
a. Begin drafting an agreement using the appropriate template.
b. E-mail Holly Hill Tobosa in the Central Stewardship Office for feedback.
c. Review draft agreement with donor. (If establishing a new endowment with a matching gift initiative, be sure you are familiar with all of the requirements before discussing details with donor.)
d. Matching Pledge form signed, when applicable. 
e. When applicable, send the signed original Matching Pledge form to Holly Hill Tobosa in the Central Stewardship Office.
	1a. Advancement Officer
1b. Advancement Officer
1c. Advancement Officer
1d. Donor (coordinated by ADA)
1e. Advancement Officer

	1a.  _____
1b.  _____
1c.  _____
1d.  _____
1e.  _____



	Task Description
	Staff/Office Responsible
	Task Completed

Incl Date

	AGREEMENT (continued)
2.  Obtain Signatures
Ensure you have obtained all necessary signatures.
a. Route two copies of finalized agreements (including any pertinent documents) for appropriate COE signatures.
b. Send copies of agreements with any other documents to Marsha Donaldson in the Central Stewardship Office.
c. Attach a cover memo to the agreements and route them for proper University personnel signatures. 
d. After all internal UW signatures have been secured, donor signs both copies of the agreement. Make sure the agreement is dated. An original copy of the agreement is left with the donor.

	2a. Advancement Officer
2b. Advancement Officer
2c. Central Stewardship Office
2d. Donor (coordinated by ADA)

	2a.  _____
2b.  _____
2c.  _____
2d.  _____


	3.  Submit Agreement
a. Make a copy of fully signed agreement for the COE Donor Relations Office.
· Create an endowment file including agreement and all other pertinent information.
· File another copy of agreement in the donor files (create a new donor file, if one does not already exist.)
· Enter endowment information into Endowment Database located on CoE H drive.
·   Send a copy of agreement to department, when applicable. 
b. Send other original fully signed copy of agreement to Jessica Foss in the Central Stewardship Office.
c. Prepare an appropriate cover memo and submit to the Treasury Office.

	3a. Donor Relations Mgr
3b. Donor Relations Mgr
3c. Central Stewardship Office
	3a.  _____
3b.  _____
3c.  _____



	Task Description
	Staff/Office Responsible
	Task Completed

Incl Date

	Endowment Suspense 
1. Endowment funds are held in the Endowment Suspense account until minimum funding for that particular endowment is reached. This may take years if donor has made a multi-year pledge and if that is the only source of funding. For other endowments, established with a gift already at or above the minimum funding level, the duration in suspense will be less than a quarter.  
2.      Monitor growth of funds as they remain in suspense. Move them out of suspense as soon as they have    reached the minimum funding requirement.

	1.  Contact: Oscar Macaraeg     (Finance & Administration)
2.  Donor Relations Mgr
Central Stewardship Office
	1.  _____
2.  _____


	Investment of Funds
· Gifts to endowments are invested quarterly (1/1, 4/1, 7/1, 10/1.)  
· Investment of funds will occur on the next investment date following the fulfillment of the donor’s pledge.  
· It is important to keep quarterly cutoff dates (12/20, 3/20, 6/20, 9/20) in mind if planning to have funds invested on the next investment date.
· Once endowment funds are invested, its distributions for 2 quarters (parked) are used to fund Advancement at the UW.
· After the 3rd quarter following the investment, the distributions from the endowment will be transferred to the operating account and will be available for expenditure.

	Contact: Ann Sarna         (Treasury Office)
	

	APPOINTMENT PROCESS for chairs, professorships, and faculty fellowships
1. Alert dean/department chair (via Dean’s Assistant/Coe HR) when formation of a selection committee for a new professorship or chair is required. Advise dean/department chair (via Dean’s Assistant/Coe HR) one year in advance when a review committee for an existing chair or professorship is needed. 
2.  Appoint a selection committee to recommend qualified nominees for consideration, adhering to selection criteria outlined in endowment agreement. Include the following with the committee charge letter:
· Copy of endowment agreement (COE files)
· College of Engineering Guidelines for Endowed Positions (Dean’s Office)
· College of Engineering Evaluation and Review Process for Endowed Positions (Dean’s Office)
· An update regarding the financial status of the endowment principal and distribution accounts, including current and projected income (COE financial administrator)
· Donor requirements to be considered in the selection of the award (COE assistant dean of development and external relations) 
· Endowment Checklist for Selection Committee(Dean’s Office)
	1. Donor Relations Mgr
2. Dean / dept chair

	1.  _____
2.  _____


	Task Description
	Staff/Office Responsible
	Task Completed
Incl Date

	APPOINTMENT PROCESS for chairs, professorships, and faculty fellowships (continued)
3.    Submit to COE Dean’s Office:
· Letter of recommendation from the chair requesting the appointment and any other supporting    documentation, including selection committee report when applicable
· A 1-2 paragraph bio highlighting qualifications of nominee
· Candidate’s vitae
· Copy of endowment agreement
· Appropriate endowment checklist - completed and signed 
4.    If appointment is approved by the Dean: 
· Recommend appointment to the Provost (via letter prepared by Dean’s office)
· Attach letter of recommendation to packet and submit to Donor Relations Manager. It is important that requests are received in plenty of time to be considered at Board of Regents meetings.
5.    Add to packet a 1-2 paragraph bio on donor(s)
6. Make a copy of the full packet for COE Donor Relations Office (for both the COE files and the endowment tracking system).
7. Deliver the original and two copies of the materials to Summer Duncan Korst in the Provost’s Office for review and action by the Board of Regents. The Provost will inform the Dean’s Office of their review decision in writing. The Professorship or Chair appointment cannot be announced until formal approval has been granted by the Board of Regents.
8. Prepare an award letter to appointee, with a copy to the department chair and the COE Donor Relations Office, outlining terms of appointment, etc., noting appointment is pending Provost’s approval. Send with a copy of endowment agreement. 
9. Review the proposed appointment for compliance with the terms of the gift, and verify that the endowment has met the minimum funding requirement.
10. If the Provost concurs, the nominations for chairs or professorships are submitted on behalf of the President to the Board of Regents. All reappointment requests for chairs or professorships are approved by the Provost. Faculty fellowships are approved by the Provost.
11. Inform the Dean’s Office of the Regents’ review decision in writing.
	3.  Appointing dept/office
4.  Dean’s Office
5.  Donor Relations Mgr
6.  CoE HR/Dean’s Asst
7.  CoE HR/Dean’s Asst
8.  CoE HR/Dean’s Asst
9.   Provost’s Office
10. Provost’s Office
11. Provost’s Office

	3.  _____
4.  _____
5.  _____
6.  _____
7.  _____
8.  _____
9.  _____
10. _____
11. _____

	Task Description
	Staff/Office Responsible
	Task Completed
Incl Date

	APPOINTMENT PROCESS for chairs, professorships, and faculty fellowships (continued)
12. Forward the appointment or reappointment approval letter from the Provost’s Office to the appointee (along with cover letter from the Dean, Evaluation and Review Process document and Guidelines for Endowed Positions document), department chair, the COE Financial Administrator, and the Donor Relations Office.
13.   Send a letter announcing the appointment to campus departments, sister institutions, select donors,
and various organizations and foundations who have a significant associated relationship with the endowment. 
14.   Ensure the endowment distribution account/budget is assigned to the appropriate academic department for administrative purposes.
15.   Update COE endowment database.

	12. CoE HR/Dean’s Asst
13.  Department &   Advancement Officer
14.  Tom Sparks, Dean’s      Financial Admin
15. Donor Relations Mgr

	12. _____
13. _____
14. _____


	AWARD PROCESS for FELLOWSHIPS AND SCHOLARSHIPS
1. Advise dean/department contact when distributions from fellowship/scholarship funds are transferred to the operating account.
2. Fellowships and scholarships are administered under separate guidelines established in endowment agreement. 
3. Secure student recipient profile information and donor acknowledgment letter either through online scholarship application process or independent process by advisors or college fiscal specialist.
4.     Update endowment database with recipient information and file acknowledgement letters and student                      profile information
	1. Donor Relations Mgr
2. CoE Financial Administrator or Dept contact
3. CoE Fiscal Specialist or Dept contact 
4. Donor Relations Mgr

	1.  _____
2.  _____
3.  _____
4.  _____



Useful Contact Information:
	Kathleen Crowell
Donor Relations Manager

UW College of Engineering

Box 352180

(206) 543-6129 
mailto:kc53@uw.edu
	Tom Sparks

Financial Administrator

UW College of Engineering

Box 352180

(206) 616-2605  
mailto:sparkst@uw.edu

	Summer Duncan-Korst
Human Resources Manager

UW College of Engineering

Box 352180

(206) 616-9808
summerd@uw.edu 
	Donna Timbrook
Fiscal Specialist (Interim)
UW College of Engineering

Box 352180

(206) 543-6689 
donnat@engr.washington.edu
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