PVCC 
Acceptance of Donated Property
Policy & Procedure
· All donated property must be officially accepted through the Acceptance of Donations process prior to the campus receipt of the donation.

· All proposed donations must be of a nature that is suitable to the mission and goals of the District or the acceptance must be respectfully declined.

· The College President or Designee shall make the initial determination as to the character and suitability of the prospective donation.  

· The Chancellor or Designee shall review the offering and make the final judgment as to the acceptance of the donation.

· Donated property shall become the property of the MCCCD and is subject to the same controls and regulations applicable to all District owned property.  

· The Donor relinquishes all rights affecting ultimate disposition of the property.

· The Fiscal Office/Receiving is the campus contact for the Acceptance of Donations process inquires.

· An MCCCD Acceptance of Donated Property Form must be completed to initiate the donation process.  The form can be found at:  http://www.maricopa.edu/business/caa/donate1.doc
PVCC Acceptance of Donated Property Process

1. The Donor completes and signs the top portion of the Acceptance of Donated Property Form.

· Documentation to support the value must be provided by the Donor and attached.

· In some instances an independent appraisal may be required.  The appraisal expense is assumed by the Donor.

2. The completed form with supporting documentation is forwarded as follows:

· Fiscal Office for review

· VP of Admin Services for review/signature

· President or Designee for review/signature

3. The completed form is forwarded to District Capital Asset Accounting.

· Capital Asset Accounting submits request to Chancellor/Designee for review.  If the donation is accepted District Capital Asset Management Designee signs and returns the completed form to the Campus President’s Office.

4. Campus President’s Office

· Retains the completed form and forwards a copy to the Fiscal Office
· Sends a Thank You letter and a copy of the completed form to the Donor
5. Fiscal Office

· Sends a copy of the completed form to the appropriate Department

6. Department

· Contacts the Donor to advise the campus may accept the donation.  If appropriate the donation is routed via the Receiving Department for capital asset tracking processing.
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