National Cheng Kung University Processing Procedure for Receiving Donations Flow Chart

> Donor
Cash Check Wire transfer
ACH ?S : ‘ Account name: Bank: E. Sun Commercial Bank.
Post Irzgl_s o Credit National Cheng Kung Jinhua Branch (bank code: 808)
COS & 5170, card University Beneficiary Account Name: National
) O?VETEI’;'EE Please add the words Cheng Kung University 410.
StOreIpost ofmee “Non-negotiable”. Account number: 1067-951-000001
4 For alumni donation, please

Designated donation receiving unit [¢— contact the NCKU Alumni [«
Association Center

Please visit our donation acceptance website to fill
in the “donation acceptance form”
(https://donate?.ncku.edu.tw/index.php)
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A 4
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Secretariat

Submitted to the
secretary general and
president for review

A thank-you letter to - -
the donor is issued Thank-you letter signed by the president

(a letter of gratitude is provided by the University
when the designated unit deem it necessary)
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Note: regarding the purpose of donation:
1. If adesignated donation is being made, the donation receiving unit shall stamp the column “designated donation receiving unit” in
advance to expedite the donation process.
2. If the donation is made to the “Student Gift Aid,” the Office of Finance will provide relevant information for the Office of Student
Affairs to replace the countersignature of every case to simplify the procedure


https://donate2.ncku.edu.tw/index.php

National Cheng Kung University Processing Procedure for Receiving In-Kind Donations
Flow Chart

Donor

v

Designated donation receiving unit

|

Fill in the “in-kind donation acceptance form” \ 4
and “table of received donated property Attach external letter (document of intent)
specifications”

I

The Office of Finance
(first reviews the received in-kind donation

acceptance form and assigns the donation a

number for management purposes)

I

The relevant or responsible unit
(reviews the content of the received in-

kind donation acceptance form)

v

The president
(decides whether to accept the

in-kind donation concerned)

agree disagree
The designated donation receiving unit The Office of Finance
(checks the donation and produces a property (sends a letter to inform the donor
(nonconsumable) acquisition sheet) in the case of a rejected donation)

I

The relevant or responsible unit
(stamps the property (nonconsumable)

acquisition sheet)

I

The Accounting Office
(records the donation)

:

The Office of Finance

(provides proof of donation)




National Cheng Kung University Processing Procedure for Receiving Cultural Artifact Donations

Flow Chart

Donor

I

Designated donation receiving unit

v

l

Fill in the “cultural artifact donation acceptance form,”

“table of received donated cultural artifact Attach external letters (documents of intent)

specifications,” and “cultural artifact list and images”

The Office of Finance
(first reviews the received cultural artifact

donation acceptance form and then assigns the

donation a number for management purposes)

:

Received Cultural Artifacts Assets Review Committee

disagree

agre el

Countersigned by the
relevant business unit

|

The president

The Office of Finance
(sends a letter to inform the donor

in the case of a rejected donation)

(decides whether to accept the
cultural artifact donation concerned)

ag reel

The designated donation receiving unit
(checks the cultural artifactand generates a

property (nonconsumable) acquisition sheet)

The business unit
(stamps the property acquisition sheet

and assigns a number to it)

!

The Accounting Office

(records the donation)

I

The Office of Finance

(provides proof of donation)

disagree



National Cheng Kung University Processing Procedure for Issuing a Fundraising
Confirmation Letter Flow Chart

Procedure 1
—

Procedure 2
<_

< Start >

Issue a thank-you letter and 4

formal receipt to the donor > Prospective donor
(or fund raiser)

Issue precertification
(no longer provide a

receipt in advance)

Complete the 4
donation Designated donation receiving unit
procedure

4
Check in the donation acceptance
form to determine whether a
fundraising confirmation letter
(precertification) is required

Cashier Division The Office of Finance provides a A fundraising

A fundraising confirmation letter confirmation
l letter is

issued to the

Present the donation donor
acceptance form and
fundraising confirmation letter

Donations \ 4 l

received WM The president reviews and

signs the fundraising
confirmation letter

A 4
Designated donation receiving unit

Note: This procedure applies to donors who require precertification.
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