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II.  GIFT ACCEPTANCE POLICY  

 

The Pensacola State College Foundation, Inc. (“Foundation”) was established according to the non-profit 
corporation statute of the State of Florida. It has been granted the status of a tax-exempt 501(c)(3) 
organization under provisions of the IRS Code, thus making it eligible to accept gifts on behalf of Pensacola 
State College ("College").  The Foundation is not a private foundation within the meaning of section 509(a) 
of the Code because it is an organization described in sections 509(a)(1) and 170(b)(1)(A)(vi).  The 
Foundation is headquartered in Pensacola, Florida, and encourages the solicitation and acceptance of gifts 
to the Foundation for purposes that will help the Foundation and College further fulfill their mission.  The 
following policies and guidelines govern the acceptance of gifts made to the Foundation or for the benefit of 
any of its endowments or programs. 

A. Purpose of Policies and Procedures 

The purpose of this document is to set forth the criteria that the Foundation and its Finance Committee 
use to determine that a proposed gift is acceptable and inform prospective donors and their advisors of 
the types of gifts the Foundation will accept.  While these guidelines establish best practices, they are 
designed to provide flexibility as directed by the Finance Committee. 

B. Use of Legal Counsel 

The Foundation seeks the advice of outside legal counsel as appropriate on matters relating to the 
acceptance of gifts.  Review by legal counsel is usually sought in connection with:  

• Closely held stock transfers that are subject to restrictions or buy-sell agreements. 
• Documents naming the Foundation Trustee. 
• Gifts involving contracts, such as bargain sales or other documents requiring the Foundation to 

assume a legal obligation. 
• Gifts of patents and intellectual property. 
• Transactions with a potential conflict of interest that may invoke IRS sanctions. 
• Other instances in which the use of counsel is deemed appropriate by the Finance Committee. 
• Real estate. 

 
C. Communications with Donors 

The Foundation holds all communications with donors and information concerning donors and 
prospective donors in strict confidence, subject to legally authorized and enforceable requests for 
information by government agencies and courts.  All other requests for or releases of information 
concerning a donor, or a prospective donor will be granted only if permission is first obtained from the 
donor. 

D. Conflict of Interest 

The Foundation and its staff are prohibited from providing legal, tax, financial, or other professional advice 
to donors or prospective donors.  Donors and prospective donors are strongly urged to seek the assistance 
of their own professional advisors in matters relating to their gifts and the resulting tax and estate 
planning consequences.  The Foundation endorses the Model Standards of Practice of the Charitable Gift 

Adopted 10/15/12 
Amended 05/15/2024 
Reviewed 01/14/2026 
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Planner promulgated by the National Committee on Planned Giving and the Donor Bill of Rights 
promulgated by the Association of Fundraising Professionals. 

E. Restrictions on Gifts 

Unrestricted gifts and gifts for specific programs and purposes may be accepted, provided they are 
consistent with the Foundation’s mission, purposes, and priorities.  The Foundation will not accept gifts 
that are inconsistent with its mission, purposes, or priorities or are judged too difficult to administer. 

F. The Foundation Finance Committee  

The Finance Committee will review all non-marketable gifts to the Foundation, as well as those gifts 
referred to it by the Executive Director. The Finance Committee is responsible for regularly reporting its 
decision on gift acceptance to the Executive Committee. The Finance Committee is also responsible for 
reviewing these Policies and Procedures annually, or more  frequently as needed, to ensure that they 
remain consistent with applicable laws and the Foundation's programs. The following non-standard gifts 
should be reviewed by the Finance Committee: 

• Remainder interests in property 
• Oil, gas, and mineral interests 
• Charitable remainder trusts 
• Revocable trust agreements/Irrevocable trust agreements 
• Charitable lead trusts 
• Intellectual property rights 
• Real Estate 
• Works of art valued over $10,000.00 

 
G. Gift Acceptance for Real Estate and/or Real Property 

Policy Statement 

Some gifts received by the Foundation for the College include gifts of real property in which the 
proceeds are used for the charitable purpose specified by the donor. To ensure compliance with the 
Foundation Real Property Policy, the Foundation Director of Finance and Business Operations and 
the Executive Director will take part in the review of real property transactions. Additionally, the 
College President’s approval is required for a gift of real property having a value greater than 
$1,000,000. No gift of real estate is deemed accepted until the Foundation issues a written 
acceptance signed by the Executive Director or the President of the Foundation. 

The following policies relate to the acceptance, management, and liquidation of real property gifts. 
The Foundation Business Office or the Executive Director of the Foundation will make all 
appropriate inquiries concerning the condition of real property, including marketability, carrying 
costs, and environmental risks, prior to its acquisition as set forth in a donation or acquisition 
agreement. 

Requirements 

The Foundation must enter into a donation or acquisition agreement that outlines all requirements 
to be met for the acquisition and acceptance of any interest in real property, in any capacity, prior 
to closing the transaction or recording any documents:: 

1) Foundation and Development Staff Site Visit and/or Analysis. For all real property gifts, 
the Foundation Executive Director and the Director of Finance and Business Operations 
will review all required documentation and will analyze the following: 



5 
 

 
a) Market conditions for disposal of the property if so elected. 
b) The condition of any improvements located on or attached to the property. 
c) Current and potential zoning, land use, and concurrency issues related to the property. 
d) Costs associated with holding the property for resale if so elected. 
e) Considerations specific to the acquisition of the property or donor restrictions. 

Staff will consult with the real estate professionals as appropriate. A real estate team should be formed, 
comprised of the Foundation Director of Finance and Business Operations, Foundation legal counsel, 
Treasurer for the Board of Governors, Executive Director of the Foundation, and College Legal Counsel. 
Staff will report to the real estate team. The real estate team will review the information pertaining to 
each of the above when considering a recommendation for acceptance of the property by the Finance 
Committee. 

 

2) General Warranty Deed. Title will be transferred to the Foundation by general warranty deed 
unless transfer is by a trustee, personal representative, or other fiduciary that will provide a deed 
with warranties appropriate to its capacity. Legal counsel will review all deeds prior to acceptance. 
 

3) Appraisal. Prior to the donation or sale of real property greater than $500,000, an appraisal by 
an appraiser with Members of the Appraisal Institute (MAI) status is required. The IRS requires 
the donor to obtain a qualified appraisal if the value of the real property is over $5,000 and the 
donor wishes to claim a charitable contribution income tax deduction (IRS Form 8283). The fees 
for appraisals are to be incurred by the donor. For proper accounting, marketing, and donor 
recognition purposes, an appraisal is requested for all real property gifts. 
 

4) Title Search and Title Insurance. A title search will be required for any real property transaction, 
with the cost incurred by the donor. Title insurance may be required for any gift and will be 
required for gift acquisitions of mortgaged property. The Foundation generally discourages 
donations of mortgaged property. Instead, it is suggested that the property be sold before 
donation occurs. 
 

5) Survey. A survey may be required for any real property transaction, but will be required for 
gift acquisitions of mortgaged property. The cost of the survey is to be incurred by the donor. 
 

6) Real Property Taxes and Other Carrying Costs. Evidence must be provided by the donor that all 
real property taxes and other carrying costs are paid and current. Donors will pay all or prorate 
the taxes and other carrying costs for the year of the donation. 
 

7) Environmental Requirements. No interest in real property, whether outright, in trust, by 
bequest, as a secured interest, or otherwise, will be accepted by or on behalf of the Foundation 
without first complying with the following procedures: 
 
An environmental review, as described below, shall be performed on every potential real 
property asset prior to acceptance by the Foundation. The environmental review will be 
performed by the person or firm selected by the real estate team. Each environmental review 
will be reviewed and approved by the real estate team and Foundation legal counsel. 
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i) Residential, Rural, or Agricultural: For real property located in a developed residential 
community, a rural area, or an agricultural area, an environmental risk assessment will be 
performed by an approved consultant. 

ii) Industrial: For real property located in a developed area where manufacturing or any 
class of industrial activity may have taken place, a Phase I audit will be performed by an 
approved consultant. 

iii) High Risk Operations: For real property with present or past high-risk operations, a Phase I 
audit will be performed by an approved consultant. If the environmental review indicates 
areas of significant concern, an additional investigation, including a Phase I, Phase II, or 
Phase III audit, as recommended, will be performed by an approved consultant prior to 
acceptance of the real property. 

8) If the above procedures disclose a risk of liability, the real property will only be accepted with the 
approval of the Executive Committee. 
 

9) All contracts for environmental audits will be prepared and reviewed by the Foundation's legal 
counsel. 
 

10) The donor will pay for any assessments and audits in connection with a gift of real property. 
 

11) Insurance. The Foundation will secure adequate hazard and liability insurance coverage for 
real property upon the transfer of the gift from the donor to the Foundation if required. 
 

12) Tax Exempt Filing. Following the real property closing, the Foundation’s legal counsel will file, as 
necessary, the Statement of Owner of Real Estate Claimed to be Exempt from Taxation with the 
appropriate city and county offices for properties acquired. 
 

13) Unsolicited Deeds. Unsolicited deeds will not be accepted. Upon the receipt of an unsolicited 
deed, the grantor will immediately be notified in writing that the real property has not been 
accepted and will not be accepted until the requirements of this policy are met, and the deed 
will be returned to the donor, along with a quitclaim deed from the Foundation if necessary. 
 

14) Special Types of Acquisitions. In addition to the above requirements, the following types of 
real property require additional items prior to acquisition: 
 
a) Properties Valued at Less than $10,000: 

For real property valued at less than $10,000, the donor must pay all costs of transfer to the 
Foundation, including those incurred through environmental assessments and title searches, 
and all real estate taxes. For purposes of complying with the $10,000 limit, real property 
value will be determined either by a qualified appraisal, the ad valorem tax-assessed value, 
or by determination by staff. 
 

b) Real Property Given to Fund Charitable Remainder Unitrusts: 
Real property will only be accepted to establish net income unitrusts or flip trusts, with 
conditions acceptable to the President of the Foundation, the Foundation Treasurer, and 
the Executive Director of the Foundation. IRS rules prohibit the acceptance of mortgaged 
property to fund charitable remainder unitrusts. 

 
c) Real Property Given to Fund Charitable Gift Annuities: 

Real property will not be accepted to fund charitable gift annuities. 
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d) Time Share Units: 

Time-share units will not be accepted by the Foundation. 
 

15) Management and Transfer of Real Property. All real property held by the Foundation in any 
capacity will be managed in a manner designed to comply with all federal and state regulations 
and to minimize or eliminate any liability resulting from hazardous materials. The sale or transfer 
of real property by the Foundation will be handled in a manner designed to eliminate any future 
liability by the Foundation for hazardous substance remediation. The Foundation will fully 
disclose to a prospective transferee any and all information concerning the condition of any 
hazardous substances existing on the real property. The Foundation may convey title to real 
property only by means of a special warranty deed or (where appropriate) a trustee’s deed 
without warranties or a quitclaim deed. 
 

16) Non-Discrimination. The Foundation will not discriminate or condone discrimination in its real 
property activities. The Foundation will conduct all affairs in compliance with all applicable 
state and federal Equal Opportunity, Fair Housing, Equal Credit Opportunity, and other anti-
discrimination laws. 
 

17) Exceptions. Upon written request, after consultation with the real estate team and the 
Executive Committee, exceptions to these policies and procedures will be considered on an 
individual basis by the Foundation Board of Directors. 
 

18) Notification of Options. If the real property is accepted, such a gift should be consistent with 
the mission of the College or may be readily liquidated, and the proceeds used by the 
Foundation to support the College. Acceptance of such gift will not involve significant additional 
expense in its present or future use, display, maintenance, or administration; no financial or 
other burdensome obligation or expense is or will be directly or indirectly incurred by the 
Foundation or the College as a result thereof. 
 
Because donors’ charitable tax deductions may be impacted by the Foundation’s use or 
disposition of such gifts, the Foundation shall notify donors in writing prior to acceptance of the 
gift of one of the following options: 
 

a) Your gift will be retained by the Foundation for use in furtherance of its mission for a 
minimum of three years and until and unless a change of circumstances arises; or 

b) Your gift may not be retained by the Foundation, and the Foundation has the right to sell 
or otherwise transfer your gift for such consideration and at such time as the Foundation 
may determine. 

 
Notwithstanding any provision of this Gift Acceptance Policy, whenever such a gift is accepted 
after providing a donor with the notice described in subsection (a), the gift shall be retained by 
the Foundation unless and until an unforeseen change of circumstances arises that would 
subject the Foundation to a recurring financial loss. In such an event, the Foundation shall only 
sell or transfer any such property after the Foundation Board of Directors has approved the 
proposed sale or other disposition. 

 
H. Appraisals and Tax Returns  
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With the exception of works of art donated by the artist, if the gift value exceeds $5,000, then one 
independent appraisal using IRS Form #8283, Section B must accompany the In-Kind donation form 
when presented for approval. This appraisal should not be conducted by the donor, Foundation 
personnel, or College personnel who have participated in the processing of the In-Kind donation form, 
or any board member or organization associated with a board member.   

The cost of the appraisal is the responsibility of the donor. 

For works of art donated by the artist, the value estimated by the donor on the Foundation’s In-Kind 
donation form may exceed $5,000; however, the value recorded by the Foundation on its internal books 
will not exceed $5,000 unless accompanied by an appraisal as indicated in the preceding paragraph. 

Donors will be provided an acknowledgment letter from the Foundation describing the in-kind gift 
received, which will not assign a value to the gift.  Donors are responsible for determining any charitable 
deduction resulting from a gift for their tax purposes. 

I. Legal Fees and Professional Fees 
 
Legal fees and professional fees for completion of the gift are the responsibility of the donor. 
 

J. Type of Gifts 

The following gifts may be considered for acceptance by the Foundation without further committee 
review: 

a. Cash 
b. Tangible personal property, including in-kind gifts 
c. Securities 
d. Life insurance 
e. Retirement plan beneficiary designations 
f. Bequests 
g. Life insurance beneficiary designations 
h. Automobiles - for the sole purpose of training in programs if offered by the College 

 
K. Gifts for the Benefit of the College 

Donations being considered for the benefit of the College are to be processed through the Foundation. 
The Foundation Executive Director is responsible for the review and compliance of gift and procedural 
standards. Approved gifts will require the following signatures: 

• Foundation Executive Director 
• Department Director 
• College President 

Fundraising on behalf of the College is conducted by the Foundation in collaboration with College staff 
and, from time to time, may incorporate specific fundraising campaign initiatives.  The Foundation 
Executive Director will advise appropriate College personnel of the acceptance or rejection of the 
proposed gift.  

L. Miscellaneous 
 
• Securing appraisals and legal fees for gifts to the Foundation: It will be the responsibility of the donor 

to secure an appraisal (where required) and the advice of independent legal, financial, or other 
professional advisers as needed for all gifts made to the Foundation. 
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• Valuation of gifts for development purposes:  The Foundation will record a gift received by the 
Foundation at its valuation for gift purposes on the date of the gift. 

• Acknowledgement of Gifts:  Upon acceptance of any gift to the Foundation, the Foundation will 
formally acknowledge/receipt of the gift. The acknowledgment sent to the donor from the Foundation 
for a non-cash gift will describe the gift but will not assign value to the non-cash gift.  The Foundation 
Executive Director will ensure that all gifts are acknowledged in a timely and appropriate manner.  
Questions concerning this policy should be directed to the Foundation Executive Director or the 
Finance Committee. 

• Responsibility for IRS Filings upon sale of gift items: The Foundation Business Office is responsible for 
filing IRS Form 8282 upon the sale or disposition of any non-marketable asset sold within three years 
of receipt by the Foundation when the charitable deduction value of the item is more than $5,000.  
The Foundation must file this form within 125 days of the date of sale or disposition of the asset. 

• Disclosure provided for pooled funds.  The Foundation will provide all appropriate disclosures as 
required by the Philanthropy Protection Act of 1995 for gifts contributed to pooled funds. 

• Gifts of stocks/bonds/securities will be liquidated as soon as the Foundation is aware that the gift has 
been received. 

• The Board of Governors has the authority to consider exceptions to the agreement language on a 
case-by-case basis. 
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III.  Gift Return Policy 

 

 

Gifts made to the Pensacola State College Foundation are non-refundable unless otherwise approved by the 
Foundation Executive Committee. 

1. Tax Law & Donor Intent 
Once a donor makes a charitable gift, it is considered irrevocable under IRS rules. The donor 
receives (or becomes eligible for) a charitable tax deduction, which is based on the understanding 
that the gift is permanent. 

2. Nonprofit Accounting Requirements 
Nonprofits must record contributions as revenue when received. Refunding a donation after it has 
been booked can violate accounting standards, create audit issues, and require amended financial 
statements. 

3. Use of Funds 
Many gifts—especially those to college foundations—are put to use immediately, such as: 

o student scholarships 
o program support 
o faculty development 
o capital projects 

Once the funds are used or allocated, they cannot be returned. 
4. Legal and Policy Compliance 

Most foundations (especially those tied to public colleges in Florida) are required by: 
o Florida Statutes 
o Board of Trustees policies 
o Foundation gift acceptance policies  

to treat charitable gifts as irrevocable contributions. 
5. Protection of Institutional Integrity 

Allowing refund requests can: 
o create ethical issues 
o be used to exert undue influence 
o jeopardize donor relations and fairness 
o create the appearance of “buying” outcomes at the college 

Public Stewardship 
Because college foundations support public institutions, they must follow strict guidelines ensuring that 
funds received for charitable purposes remain used for those purposes. 

 

 

 

 

 

Adopted 3/1/17 
Amended  
Reviewed 01/15/2026 
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IV.  Naming Guidelines 

 

The Foundation adopts the Pensacola State College Facilities Naming Guidelines as approved by the District 
Board of Trustees included as Exhibit A of this policy manual. 

The Foundation allows the naming of Endowments, Scholarships, Programs, Awards, and Teaching chairs at 
the following levels: 

PENSACOLA STATE COLLEGE FOUNDATION NAMING GUIDELINES 
 

 Minimum 
Contribution 

Time to 
Establish 

Choose 
Name 

Outline 
Criteria Permanent 

Donations to Existing 
Scholarships, Program Funds, 

Teaching Chairs, and/or 
Awards 

N/A N/A No No No 

*Annual Award $5,000/Year 
Single 
Annual 

Payment 
Yes Yes No 

*Annual Programs $5,000/Year 
Single 
Annual 

Payment 
Yes Yes No 

*Annual Scholarships $5,000/Year 
Single 
Annual 

Payment 
Yes Yes No 

Endowed Program Fund $25,000 Up to 3 
Years Yes Yes Yes 

Endowed Scholarships $25,000 Up to 3 
Years Yes Yes Yes 

Endowed Teaching Chairs $100,000 Up to 5 
Years Yes Yes Yes 

 

*If “Annual” funds fall below the awarding threshold, the fund balance will be moved into the fund balance 
with the closest matching criteria.  If there is no fund matching the criteria, the funds will be moved into the 
Fund for Excellence. 

In the July 9th, 2025 meeting of the PSCF Finance Committee the minimum to establish an endowment for a 
program or scholarship was raised from $20,000.00 to $25,000.00, effective January 1, 2026. 

All contributions received must meet the Gift Acceptance policy established by the Pensacola State College 
Foundation Finance and Executive Boards. 

 
 
 

Adopted 10/15/12 
Amended 07/09/2025 
Reviewed 01/15/2026 



12 
 

 
V.  Capital Assets Policy 

 

 

Capital assets of The Foundation will be defined as tangible or intangible assets that will be used for the 
operation and benefit of the Pensacola State College Foundation and that have initial useful lives extending 
beyond a single reporting period. 

Items with a cost of $10,000 or more per item and having a useful life of in excess of three years will be 
capitalized at historical cost and depreciated in a systematic and rational manner over the estimated useful 
lives of the assets. 

Equipment/furniture with an acquisition cost of less than $10,000 per item will be expensed during the year 
of purchase, although equipment with a cost of $5,000 or more per item will be inventoried.  

Adopted 5/12/11 
Amended 9/21/21 
Reviewed 01/15/2026 
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VI.  Travel Policy 
 
 

 

Allowed Foundation travel types and reimbursement rates shall be consistent with the College. 

Foundation staff and those acting on behalf of the Foundation should submit reimbursement requests 
and/or paid receipts for authorized travel to the Foundation. 

Foundation staff may facilitate all types of travel expenditures via electronic commerce within the allowable 
rates. Any expenditures exceeding reimbursement rates must be refunded to the Foundation. 

  

Adopted 
Amended 5/23/18 
Reviewed 01/16/2026 
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VII.  General 

 

 

In the absence of a formal adoption of Foundation policy, all staff assigned to the Foundation and those 
acting on behalf of the Foundation, are to comply with all Pensacola State College policies. Upon adoption or 
amendment of a Foundation policy, the Foundation policy shall supersede that of the College. 

  

Adopted  
Amended 5/23/18 
Reviewed 01/16/2026 
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VIII.  Investment Policy Statement 

 

Pensacola State College Foundation, Inc. is a private, non-profit corporation that was chartered in 1965 by 
the State of Florida as the direct support organization authorized to encourage, solicit, receive, 
acknowledge, manage, and expend private gifts on behalf of Pensacola State College. It is incorporated as a 
501c (3) charitable organization. 

As a tax-assisted institution, Pensacola State College cannot meet all its needs with state and student 
support only. The Pensacola State College Foundation promotes the annual giving program of the college 
and solicits funds for various projects which the college cannot otherwise fund. In addition, donations are 
sought for scholarships and other worthwhile projects which assist Pensacola State College and its students. 

The Board of Governors of the Foundation oversees the management of the Foundation. The Board of 
Governors is made up of the community who have an interest in the College. The business of the Foundation 
is administered at Pensacola State College by the Foundation staff. 

The Board of Governors of the Pensacola State College Foundation meets quarterly and holds an annual 
meeting in November of each year to elect new governors. 

 

Table of Contents 
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2. Purpose 
3. Investment Objectives …………...…………. 16 
4. Policies 
5. Guidelines …………………………………………. 18 
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d. Other Investments 
e. Manager Agreements 

6. Duties and Responsibilities …………........ 19 
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Adopted  
Amended 11/12/2025 
Reviewed 11/12/2025 
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1. INTRODUCTION AND OVERVIEW 
 

The Bylaws of the Foundation, ARTICLE I, Section 6, empowers the Investment Committee to review, 
recommend, and make investments and re-investments in accordance with the Investment Policy of the 
Pensacola State College Foundation. The Investment Committee members will be selected by the Finance 
Committee. The chair and/or co-chairs of the Investment Committee will be current member(s) of the 
Pensacola State College Foundation Governors. The chairman of the Finance Committee will serve as an ex- 
officio member of the Investment Committee. The committee will report to the Board of Governors through 
the Finance Committee. 

Accepting this responsibility, the Investment Committee has adopted these investment management 
guidelines. The guidelines apply to all funds invested by the Foundation. Within these guidelines, 
management flexibility is exercised by the Investment Committee as authorized by the Bylaws of the 
Pensacola State College Foundation, Inc. The committee will, upon establishment of the investment policies, 
evaluate them periodically and update them as appropriate. 

The Investment Committee is charged with the responsibility of investing the assets of the Foundation as a 
prudent investor would, given the distribution requirements, purposes, and circumstances of the 
Foundation, in accordance with the Florida Uniform Prudent Management of Institutional Funds Act, 
(“UPMIFA”). 

This standard requires the exercise of reasonable care, skill, and caution, and is to be applied to investments 
not in isolation but in the context of the Foundation portfolio as a whole, and as part of an overall 
investment strategy which incorporates risk and return objectives reasonably suitable to the Foundation.  

In making and implementing investment decisions, the Governors of the Foundation have a duty to: 

• Diversify the investments of the Foundation to reduce risk. 
• Incur only the costs that are reasonable in amount and appropriate given the responsibilities of the 

agents 
• Act with prudence in deciding whether and how to delegate authority and in the selection and 

supervision of agents 

 
2. PURPOSE 

To execute the foregoing duties, the Trustees of the Foundation have established this document. This 
document will: 

• Establish the investment objectives of the Foundation and determine the policies and guidelines 
that will provide long term stability and continuity to the management of the Foundation’s assets. 

• Establish a clear understanding by all involved parties as to their respective duties and 
responsibilities regarding the ongoing management of the Foundation’s assets. 

 

3. INVESTMENT OBJECTIVES 

The Pensacola State College Foundation investment goal is to preserve the purchasing power of the 
endowments for equity among all generations while providing sustainable resources for the programs and 
activities of the college that are supported by the Foundation. 
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Foundation funds should be invested to produce maximum total return consistent with prudent risk limits. 
Total return includes interest, dividends, realized and unrealized capital appreciation less all management 
costs. 

The Foundation will seek to achieve the following: 

• Maximize portfolio returns, while minimizing investment risks. 
• A long-term return on investments, net of expenses, that is equal to or exceeds the investment 

benchmarks which assume the same level of risk as the Foundation. 
• Maintenance of sufficient liquidity to fund current programs.  

 

4. POLICIES 

It is crucial to link asset allocation to the Foundation’s investment objectives. The allocation of the portfolio 
over various asset classes is the single most important determinant of investment risk and return. 
Historically, returns have been greater in equities than in bonds or cash. Since the Foundation has a long-
term investment horizon, the Foundation should have a significant portion of its investments in equities. 
Because market values and market conditions are constantly changing, an asset allocation policy should be 
expressed in ranges instead of a single percentage target to keep from incurring the transaction costs 
associated with rebalancing too frequently. For these reasons, a policy targeting a range of 45% to 75% in 
equities will be used as a guide, with the initial target set at 60%. 

While equities provide greater long-term returns over most time periods, there is always the possibility of 
experiencing a prolonged or precipitous decline in equity prices as occurred in 1929 (equities down 70%). To 
mitigate against such loss and to provide more predictable and dependable cash flow, the Foundation 
should also invest in bonds. A policy targeting a range of 25% to 55% in bonds will be used as a guide, with 
the initial target set at 40%. 

Movement within the approved range may be directed by the Investment Committee to respond to 
changing market conditions, but the Committee should refrain from making frequent tactical changes. Use 
of a balanced or “swing manager” by the Committee to make tactical shifts in response to changing market 
conditions will be permitted. 

Recap of Policy 

 

 

 

 

Cash Flows/Rebalancing 

New contributions to the Foundation should be applied to, and payment by the Foundation withdrawn 
from, asset classes in such a way as to bring the Foundation’s asset allocation back toward its Target Asset 
Allocation. The Foundation will undertake active rebalancing from time-to-time to bring the fund in-line with 
the Target Asset Allocation. The Committee recognizes that changes in economic conditions and shifts in 
financial markets may lead to deviations from the Initial Target allocations. Any deviations exceeding +/- 5% 
will be the trigger for the Consultant to make an investment recommendation to the Committee. 

 

 

 Target Range Initial Target 
Equities 45% to 75% 60% 
Bonds 25% to 55% 40% 
Alternatives 0% to 15% 0% 
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5. GUIDELINES 

Equities 

Given the substantial commitment to equities and their inherent volatility, it is essential that the 
Foundation’s portfolio be well diversified at all times. To achieve diversification the Foundation will invest 
across various equity styles, capitalization sizes, and industry sectors. The Foundation’s portfolio may also be 
invested in shares of foreign (developed and emerging) companies listed on the U.S. exchanges or 
recognized foreign exchanges in the form of mutual funds, common trust funds, and exchange traded funds 
(ETFs). 

Permitted Investments: 

• Equities listed on a domestic or foreign exchange. 

Prohibited Investments: 

• Use of leverage in account (margin or derivative securities that increase risk). 
• More than 5% in any one issuer. In addition, the manager will not invest in any security 

which is illiquid so that the purchase or sale of his position would adversely affect the share 
price. 

Ranges Within Equities: 

• No more than 25% of the Foundation’s assets may be invested in international and 
emerging market equities (with emerging equities totaling no more than 25% of the 
international allocation i.e., 20% total = 15% developed and 5% emerging). 

• A range of 5% to 15% of Foundation assets will be invested in Mid Capitalization Equities. 
• A range of 5% to 15% of Foundation assets will be invested in Small Capitalization Equities. 

Bonds 

The bond portfolio is designed to diversify the Foundation’s assets and to cushion the portfolio in the event 
of an economic downturn. To achieve this, generally, the Portfolio should not unduly bear credit risk and 
should be invested in bonds of higher quality. However, the Foundation is permitted to selectively invest in a 
diversified Portfolio of non-investment grade bonds. 

Permitted Investments: 

• Bonds issued in United States Dollars. The Foundation’s portfolio may also be invested in 
bonds of foreign (developed and emerging) companies or governments listed on the U.S. 
exchanges or recognized foreign exchanges in the form of: mutual funds, common trust 
funds, and exchange traded funds (ETFs). 

Prohibited Investment: 

• Use of leverage in account (margin or derivative securities that increase risk). 
• More than 5% in any one issuer except the United States Government. 
• No more than 5% of Foundation assets may be invested in diversified portfolio of non-

investment grade bonds. 
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Cash and Equivalents 

Cash should be transitional or held for the purpose of providing liquidity to meet the Foundation’s cash flow 
requirements. 

Permitted Investments: 

• Commercial paper with an A-1 or P-1 rating at the time of initial investment. 
• Money Market Funds. 

Other Investments: 

• Private Equity, Private Real Estate, Real Assets, Hedge Funds, Long-Short Funds and Multi-
Strategy Funds to include both illiquid and liquid securities will be permitted only with prior 
approval of the Committee. The total of “other” assets in the aggregate is not to exceed 15% 
of the Foundation’s assets. 

Manager Agreements (In General) 

Each investment manager will be provided guidelines containing provisions consistent with these policies 
but tailored to the individual style and objective of the manager: 

• Managers should adhere to policy at all times. 
• Turnover should be kept to a minimum. 
• Where appropriate, index funds with low fees may be used. 
• Use of mutual or commingled funds will be allowed if they conform to the guidelines as if 

they were holding the individual securities. 
• Manager’s agreements will include specific guidelines and objectives for the portfolio and an 

itemization of all fees and costs to be incurred by the Foundation in connection with the 
portfolio’s management. 

• Managers should communicate, in writing, any significant developments at the firm. These 
developments include change (both actual and anticipated) in firm ownership, 
organizational structure, professional personnel, accounts/assets gained or lost, or 
fundamental investment philosophy. 
 
 
 

6. DUTIES AND RESPONSIBILITIES 
 

a. Board of Governors 

The entire Board of Governors is charged with the ultimate responsibility for the Foundation’s assets. As 
a practical matter, the Board will delegate responsibility for the day-to-day operations of the Foundation 
to the Executive Director and his/her staff. The Board may also seek advice from outside professionals 
such as consultants and investment managers. 

b. Investment Committee of the Board 

The Investment Committee shall oversee the implementation of the investment policies. The Investment 
Committee will also make recommendations to the Board as to hiring outside professionals such as 
consultants and investment managers. The Committee (through the Finance Committee) will make 
reports to the Board on a regular basis on the status of the Foundation’s assets as well as its investment 
performance relative to the objectives and policies set by the Board. 
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c. Executive Director (as related to the investment of the Foundation’s assets) 

Responsible for the day-to-day implementation of the investment policies set forth by the Board. 
Reports to the Investment Committee the status of the Foundation’s assets and investment 
performance as requested by the Committee. 

d. Consultant 

Advise the Investment Committee on matters relating to the investment of the plan’s assets. These matters 
include: 

• Investment policy, structure, and implementation 
• Appropriateness of asset allocation strategies 
• Investment manager searches 
• Reports to the Investment Committee on the status of the Foundation’s assets and investment 

performance. 
• Monitors the assets to ensure compliance with guidelines and policies, and reports to the 

Investment Committee any discrepancies. 
 

e. Investment Managers 

Responsible for managing the assets under their supervision in accordance with direction from the Board. 
Reports to the Investment Committee on the status and performance of the assets under their supervision. 

f. Custodian 

Responsible for holding and accounting for the assets under their supervision. This includes collection of all 
income, daily sweep of cash to money market fund, settlement of all trades, and producing monthly 
statements. 

 
7. DISTRIBUTION OF INCOME 

Annual Spending 

Recognizing the need for sustainable income to support the beneficiaries of endowments, spending should 
not exceed 5% of the average three-year balance of the December 31 statement market values of the 
portfolio. Earnings include interest, dividends, and capital gain distributions. 

The rate applied for the distribution of income will equal the total of three-year earnings divided by the total 
of the prior three-year-end statement market balances of the portfolio. The distribution amount will be less 
than 5% of the average three-year balance of the December 31 market value of the portfolio.  The earnings 
calculation is applied to the fund balance at the end of the year, multiplied by the average 3-year Capital 
Appreciation rate to include the current year's appreciation. A pro-rata adjustment calculation may be made 
for gifts received in the current year.                                                                                     
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7. MEETINGS 

The Investment Committee will meet at least quarterly to review the performance of the investments of the 
Foundation. The consultant and/or those managers deemed appropriate, will be available to report to the 
Investment Committee as requested by the Committee. 

 

These Investment Objectives, Policies, and Guidelines will be reviewed at least annually and updated as 
needed. 
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IX.  Operating Reserve Policy 

 

PURPOSE 

The purpose of the Reserves Policy for the Pensacola State College Foundation is to ensure the stability of 
the mission, programs, and ongoing operations of the organization and to provide a source of internal funds 
for organizational priorities such as building repair and improvement, program opportunity, and capacity 
building. 

The Reserves Policy will be implemented in concert with the other governance and financial polices of 
Pensacola State College Foundation and is intended to support the goals and strategies contained in these 
related policies and in strategic and operational plans. 

 

DEFINITIONS AND GOALS 

Operating Reserve 

The Operating Reserve is intended to provide an internal source of funds for situations such as a 
sudden increase in expenses, one-time unbudgeted expenses, unanticipated loss in funding, or 
uninsured losses. Operating Reserves are not intended to replace a permanent loss of funds or 
eliminate an ongoing budget gap. It is the intention of Pensacola State College Foundation for 
Operating Reserves to be used and replenished within a reasonably short period of time. The 
Operating Reserve Fund is defined as a designated fund set aside by action of the Board of Directors. 
The minimum amount to be designated as Operating Reserve will be established in an amount 
sufficient to maintain ongoing operations and programs measured for a set period of time, 
measured in months. The Operating Reserve serves a dynamic role and will be reviewed and 
adjusted in response to both internal and external changes. 

The target minimum Operating Reserve Fund is equal to three months of average operating costs. 
The calculation of average monthly operating costs includes all recurring, predictable expenses such 
as contract labor, occupancy, office, travel, program, and ongoing professional services. 
Depreciation, in-kind, and other non-cash expenses are not included in the calculation.  

Accounting for Reserves 

The Reserve Funds will be recorded in the financial records as Board-Designated Operating Reserve. 
The Funds will be funded and available in cash or cash equivalent funds. Reserves will be included 
with the general cash and investment accounts of the organization. 

Funding of Reserves 

The Operating Reserve will be funded with surplus unrestricted operating funds. The Board of 
Directors may from time to time direct that a specific source of revenue be set aside for Operating 
Reserves. Examples could include one-time gifts or bequests, special grants, or special appeals. 

Use of Reserves 

Identification of appropriate use of reserve funds. 

The Executive Director and staff will identify the need for access to reserve funds and confirm that 
the use is consistent with the purpose of the reserves as described in this Policy. This step re- quires 
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analysis of the reason for the shortfall, the availability of any other sources of funds before using 
reserves, and evaluation of the time period that the funds will be needed and replenished. 

Authority to use reserves 

The Executive Director will submit a request to use Reserves to the Finance Committee of the Board 
of Directors. The request will include the analysis and determination of the use of funds and plans 
for replenishment. The organization’s goal is to replenish the funds used within twelve months to 
restore the Reserve Fund to the target minimum amount. If the use of Reserves will take longer than 
12 months to replenish, the request will be scrutinized more carefully. The Finance Committee will 
approve or modify the request and authorize transfer from the fund. (OR, the Finance Committee 
will recommend the request to the Executive Committee or the Board.) 

Reporting and monitoring 

The Executive Director is responsible for ensuring that the Reserve Funds are maintained and used 
only as described in this Policy. Upon approval for the use of Reserve Funds, the Executive Director 
and Manager, Finance and Business Affairs will maintain records of the use of funds and plan for 
replenishment, if required. He/she will provide regular reports to the Finance Committee/Board of 
Directors of progress to restore the Fund to the target minimum amount, if required. 

Review of Policy 

This Policy will be reviewed every other year, at minimum, by the Finance Committee, or sooner if 
warranted by internal or external events or changes. Changes to the Policy will be recommended by 
the Finance Committee to the Board of Directors. 
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X.  Purchasing Card Policy 

 

Section I:  Pensacola State College Foundation Purchasing Card Policy 

The Pensacola State College Foundation operates a Purchasing Card to allow designated employees access 
to Foundation funds for the purposes of Foundation business in lieu of their personal funds.  PSC Foundation 
funds are restricted for disbursement based on specific donor intent. 

Allowable Purchases with the Foundation Purchasing Card (PSCF PCard): 

• Foundation-sponsored events  
• Fundraising 
• Donor relations 
• Campaign 
• Designated college program needs 
• Supplies for programs as designated by donor intent 
• Recruitment of student athletes using the PSC Business Expense Reimbursement Policy and 

the PSC Purchasing and Travel Card Policy 
• Maintenance of properties managed by the Pensacola State College Foundation 
• Travel expenses as designated by the PSC PCard Policy 
• Fuel for rental cars or college vehicles 

Prohibited Purchases 

• Any purchase without prior Department Head and Executive/VP approval. 
• Non-work or personal items 
• Cash advances/wire transfers/money orders 
• Cash refunds 
• Fuel for personal vehicles while on PSCF business is prohibited from being purchased on a 

PSCF PCard.  Personal vehicle usage for PSCF-related travel will be reimbursed to the 
employee at the Pensacola State College’s reimbursement rate. 

Section II: Card Issuance and Cancellation 

The Pensacola State College Foundation, Director of Finance and Business Affairs Operations, is responsible 
for the issuance and cancellation of all cards. 

Issuance 

a. PSC Department Head will send an email to PSCFoundationFinance@pensacolastate.edu to 
request a PSCF PCard for the designated employee. 

b. They will receive a Foundation P-Card Request form to complete and return.  
c. Once the card is received, follow the instructions on the letter accompanying the card. The 

verification number is the extension, and the verifying phone number is (850-484-1233). 
d. Be sure to set up PIN.  Only you can reset PIN if it’s forgotten. 

 

Cancellation 

Cards will be cancelled by the PSCF Director of Finance and Business Operations for the following 
reasons: 

Adopted 4/27/22 
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• Cardholder misuse of the card. 
• Cardholder terminates employment for any reason. 
• Cardholder’s job status changes so that they no longer require a card. 
• Cardholder reports loss or theft of the card. 

 

Section III:  Card Funding 

•  Preapproval by the Department Head and Executive/VP is required prior to all purchases 
• Requests are submitted via email to PSCFoundationFinance@pensacolastate.edu, copied to the 

Department head and Executive/VP.  
o Email Funding requests must include:  
o Subject Line: PCARD Request-Cardholder Name-Distinguishable Description 
o Card User’s Name: 
o Amount: $ 
o Reason for Purchase: (specific event, season need, project etc) 
o Description of Purchase: (who, what, when, where) 
o Project Fund account to use for purchase: 

• New Cardholders will request initial funding immediately after the card has been issued. 
 

Section IV: Receipts, Sign Off, and Approval 

Cardholder responsibilities 

• It is the cardholder’s responsibility to obtain receipts that specifically identify items purchased and 
any other pertinent backup documentation. 

• If the cardholder is unable to obtain or has lost a receipt, they must complete a lost receipt form 
signed by the employee, the supervisor, and the Administrator/VP, to submit it with the other 
receipts. 

• Safeguarding the card always. 
• Not allowing anyone to use their card. 

Program administrator responsibilities 

• The PSCF Director of Finance and Business Operations will serve as the program administrator. 
• The program administrator will issue and cancel cards 
• The program administrator will oversee card usage and report inappropriate activity. 

Weekly reporting, sign off, and approval 

• The cardholder is responsible for ensuring a weekly report of PCard purchases for charges occurring 
in the prior week.   

• The cardholder will link accompanying receipts in the Bank of America Works application  
• The cardholder will use the “PSCF Disbursement Report – Accountholder” from the Reporting menu, 

print, attach receipts, sign off, and obtain Department Head approval. 
• The cardholder will scan all documents and send to PSCFoundationFinance@pensacolastate.edu. 
• Failure to submit timely weekly reports will be considered misuse of the PSCF PCard. 

 

Section V: Training 

• Cardholder training will be mandatory for use of the PSCF PCard. 

mailto:PSCFoundationFinance@pensacolastate.edu
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• Training ensures the cardholder understands the policies and procedures of the PSCF PCard. 
• The Cardholder will be required to sign a PSCF Employee Purchase Card Agreement that validates 

the cardholder has received training and a copy of the policies. 

 

Section VI:   Sales Tax Exemption 

• Purchases made in Florida and for use in Florida are exempt from Florida sales tax.   
• Cardholders are given a Consumer’s Certificate of Exemption Card to use as documentation when 

needed. Cardholders should keep the Consumer’s Certificate.  
• Cardholder diligence is expected in dealing with merchants regarding sales tax. 
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XI. Gift Counting and Reporting Guidelines 
 

To maintain credibility and transparency associated with the College’s fundraising campaigns, these 
guidelines have been created as the standard to be used by the PSC Foundation, and PSC fundraising boards 
for counting and reporting, valuation, and crediting donations. 
 
KEY PRINCIPLES: 

The guidelines are based upon several key principles. Among the most important of these are that the 
guidelines should: 

• Be clear, transparent and easily understandable by development professionals as well as the wider 
audience of staff, volunteers, regulators and benefactors. 

• Provide a mechanism for comparison among charitable organizations based on criteria that can be 
applied comparatively across the broad charitable community. 

• Consider the perceptions and expectations of the donor. 
• Recognize that the IRS charitable deduction calculations are valid for tax purposes, and Pensacola 

State College Foundation will use the standards created by the National Association of Charitable 
Gift Planners. (appendix B).  

• Valuation Standards for Charitable Planned Gifts will mimic those standards created by the National 
Association of Charitable Gift Planners.  The attorney or financial planner working with the donor to 
make a planned gift will be asked for the formula tied to that gift.  

• No gift will be considered accepted prior to review by the PSC Foundation Finance Committee. 
• Not replace a policy of recommending donors consult their tax attorney to determine IRS tax 

deductible value of their gifts. 
• Recognize that campaigns are usually finite, often with a multi-year timeframe. We also recognize 

that some organizations conduct a series of annual campaigns with a structure very similar to multi-
year campaigns. 

REPORTING GIFTS 

Reports of fundraising activity should reflect clearly the activity that has transpired and its results. By 
reporting three complementary but separate categories, these guidelines emphasize that clarity. They speak 
the same language that donors use when they make their gifts, and that other groups speak when they issue 
reports. 

Transparency in reporting standards is a function of accuracy, completeness and clarity. These counting 
guidelines address all three dimensions. 

Campaign - Our use of the term “campaign” simply recognizes that we report results in definitive time 
segments. While our primary reporting will be on an annual basis, we will periodically place a longer multi-
year campaign umbrella over our fundraising and our counting for each campaign will be defined by the 
board’s* defined term associated with each. (* “board” refers to any College Fundraising Board endorsed by 
the PSC Board of Trustees) 
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RECOMMENDATIONS  

Regardless of the duration of a campaign, the goal of these guidelines is to better structure with clarity our 
expectations, so that we can be more transparent in our reporting.  Regardless of campaign, we report gifts 
based on: 

1. Category A: An outright goal for gifts that are usable or will become usable for institutional purposes 
during the reporting period (whether one or more years). 

2. Category B: Legacy gifts: irrevocable deferred gift goal for gifts committed during the reporting period 
but usable by the organization at some point after the end of the period; and, revocable deferred gift 
goal for gifts solicited and committed during the reporting period but in which the donor retains the 
right to change the commitment and/or beneficiary.  

These two categories can be used to guide both the goals we set at the beginning of our campaigns and the 
reporting of results during the campaign period. In this way, we can measure results against aspirations and 
can articulate clearly and definitively that all types of gift commitments are crucial to achieving our 
charitable mission. 

Categorical goals will reflect, much better than a single goal, the true nature of our fundraising. 

Overriding Rule - We “count” toward our stated goal in each category only new commitments made during 
that reporting period. However, we should still report all charitable receipts or changes in commitments 
that affect our financial state, even when these are not counted toward campaign goals. 

At no time will anything in these guidelines replace the naming guidelines adopted by the PSC District Board 
of Trustees that dictate 51% of any gift must be received before a naming opportunity is bestowed upon any 
donor. Additionally, thresholds for gift acceptance and recognition that are established by the PSC District 
Board of Trustees and the PSC Foundation Board of Governors will remain the ruling policy for recognition to 
be received regardless of the fundraising campaign.  

Counting Gifts: 

Basic Principles   

The following principles for counting gifts will be utilized by the Fundraising Boards approved by the PSC 
Board of Trustees for fundraising activities. 

a. Only those gifts and pledges received or committed during the period identified for a campaign will 
be counted in campaign totals. 

b. Gifts and pledges may be counted to only one campaign.  The value of canceled or unfulfilled 
pledges will be subtracted from campaign totals when we determine they will not be realized. 

c. If a commitment was recorded in Category B Legacy Gifts that are defined as (revocable 
commitments) in a previous campaign without a dollar figure or with only a nominal figure attached 
to it is realized in a current campaign, it will be recorded in Category A (outright gifts) as a current 
gift. 

d. Irrevocable Legacy Gifts may be counted using the valuation standards and formulas attached in 
Appendix C:  “Planned Gift Calculation Formulas”. 

e. The value of previously recorded gifts or commitments will only be adjusted in the event of 
subsequent philanthropic activity by the donor, not fluctuations in market value.  For example, if a 
bequest donor increases the amount of a previously counted bequest commitment, the additional 
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amount may be counted in fundraising totals for the period in which the donor provides notification 
of the increased amount. 

f. Only gifts received by the DSO or fundraising entity approved by the PSC District Board of Trustees 
may be counted toward campaign totals.  In cases where the DSO or fundraising entity is directly 
involved in grant awards that flow to the College, the College President will decide whether the 
grant award will be counted toward a campaign total prior to that amount being reported. 

 

Pledge Payment Period  

The pledge payment period will not exceed five years for commitments counted in Category A, and if 
exceptions are approved by an endorsed college Fundraising Board’s Oversight Committee, the exceptions 
will be enumerated in campaign reports. 

When we Report Gifts  

Outright gifts are reported only when assets are transferred irrevocably to the College. Deferred irrevocable 
gifts are reported when the gift instrument (example in appendix d) is fully executed.   Revocable 
commitments are reported when the gift instrument is executed, and sufficient documentation is received 
(i.e. copy of the legacy gift instrument executed by the donor’s legal counsel or written documentation of a 
pledge detailing the timetable on which pledge payment(s) will be received).  No value is reported on 
revocable commitments. 

As a minimum, the following results should be available for reporting:  

The total of outright gifts and pledges received, reported at face value, and payable within the campaign 
period and post-campaign accounting period, as specified in the campaign plan.   

The total of irrevocable deferred commitments, which will be received at an undetermined time in the 
future, reported at face value.   

The total of revocable deferred commitments, which will be received at an undetermined time in the 
future, reported at estimated value (value is determined by IRS valuation standards and GAAP & GASB) or, if 
the campaign goal so stipulates, reported as the number of new revocable commitments regardless of 
estimated value.   

(Refer to calculation methodology documents attached in appendix C) 
 

REPORTING AND COUNTING CHARITABLE GIFTS 

Report Categorization 

Category A: Outright Gifts  

Definition and Examples   

Gifts that are usable or will become usable for College purposes during the reporting period, whether one or 
more years. Examples include: 

a. Cash 
b. Marketable securities 
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c. Other current gifts of noncash assets 
d. Irrevocable pledges collectible during the reporting period 
e. Cash value of life insurance owned by the Foundation (net of policy loans) 
f. Realized life insurance or retirement plan benefits in excess of the amounts reported in previous 

campaigns 
g. Realized bequests in excess of the amounts reported in previous campaigns 
h. Distributions from Donor Advised Funds 
i. Qualified Charitable Distributions from IRAs 
j. Total expected lead trust distributions irrevocably committed to the College which start during the 

reporting period 
k. Lead trust distributions in which the College is a revocable beneficiary, but only as they are received 
 
*Note: Gifts must be processed using a PSC District Board of Trustee and approved Fundraising Board Gift 

Acceptance Policies. 

Pledges: Pledges are counted upon receipt of the written pledge, provided the pledge is in accord with these 
guidelines.   

Pledges to make outright gifts: Such pledges must be written and must commit to a specific dollar amount 
that will be paid according to a fixed time schedule. The pledge payment period, regardless of when the 
pledge is made, should not exceed five years. Therefore, a pledge received even on the last day of a 
campaign is counted in campaign totals and may be paid over a five-year period.   

 

Guidelines for reporting specific types of assets in Category A 

a. Cash: Report cash at full value as of the date received by the institution. 
b. Marketable Securities: Marketable securities are counted at the average of the high and low quoted 

selling prices on the gift date (the date the donor relinquished dominion and control of the assets in 
favor of the College). Note: These reporting standards do not address the multitude of tax rules 
regarding the delivery of securities by the donor to the donee. 

c. Gifts of Property: Gifts of real and personal property that qualify for a charitable deduction are counted 
at their full fair-market value as determined by a qualified independent appraiser.  (Donors are 
responsible for the costs associated with securing the appraisal) 

d. Nongovernmental Grants and Contracts: Grant income from private, nongovernmental sources is 
reported; contract revenue is excluded. 

e. Realized Testamentary Gifts and Realized Retirement Plan Assets: All bequests and retirement plan 
assets realized during the defined duration of a campaign are counted at full value in campaign totals, 
insofar as the amount received exceeds commitments counted in a previous campaign. 

Category B: Legacy Gifts 

Irrevocable Deferred Gifts - Definition and Examples  

Gifts committed during the reporting period, but usable by the College at some point after the end of the 
period. Examples include:   

a. Split interest gifts such as charitable gift annuities, pooled income fund shares and charitable 
remainder trusts in which the beneficiary designation is irrevocable. 
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b. Life estates 
c. Death benefit of paid-up life insurance in which the Foundation is both owner and beneficiary. 
d. Irrevocable testamentary pledges or contract to make a will 
e. Charitable remainder trusts, gift annuities and pooled-income funds: Gifts made to establish 

charitable remainder trusts (including charitable remainder trusts administered outside the 
institution) where the remainder is not subject to change or revocation, gift annuities and 
contributions to pooled income funds will be credited to campaign totals at face value. When 
additions are made to gifts that have been counted in previous campaign(s), the additions can be 
counted in a current campaign. 

f. Remainder Interest in a Residence or Farm with Retained Life Estate: A gift of a remainder interest 
in a personal residence or farm will be counted at the face value. 

Revocable Deferred Gifts - Definition and Examples  

Gifts solicited and committed during the reporting period, but which the donor retains the right to 
change the commitment and/ or beneficiary. Examples include:   

a. Estate provisions, either from a will or a living trust. 
b. Charitable remainder trusts in which the donor retains the right to change the beneficiary 

designation. When additions are made to gifts that have been counted in previous campaign(s), the 
additions can be counted in a current campaign. 

c. IRAs or other retirement plan assets in which the College’s interest remains revocable by the donor. 
d. Life insurance in which the donor retains ownership (face value less any policy loans) and in which 

charity is owner but premiums remain due. 

 

To Count Legacy Gifts or Estate Provisions (Irrevocable or Revocable Gift Instruments) in campaign 
totals, the following requirements must be satisfied:   

a. The commitment must specify an amount to be distributed to the College or, if a percentage of the 
estate or a trust or of a beneficiary designation, specify a credible estimate of the value of the estate 
at the time the commitment is made.  

b. Have verification of the commitment through one or more of the following forms: 
1. A letter or agreement from the donor or donor’s advisor affirming the commitment. 
2. Copy of will or beneficiary designation form 
3. Notification form provided by the PSC District Board of Trustees, authorized Fundraising Entity 

and Fundraising Board, signed by donor or advisor 
4. An acknowledged email or text affirming the donor’s intention 
5. Charitable/Deferred Pledge Agreement. A deferred pledge agreement is a legally binding 

document, tested in the courts of several states, that places an obligation on the estate of the 
issuer to transfer a certain amount to the institution. Under such agreements, the executor of 
the donor’s estate is held legally responsible for payment of the specified amount from the 
estate. The campaign will carefully investigate the actual circumstances underlying the estate 
and be conservative in counting such commitments toward campaign totals. If any 
circumstances should make it unlikely that the amount pledged by bequest will be realized by 
the College, then the commitment will be further adjusted according to specific circumstances, 
or not reported at all. 
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Donor Recognition 

Donor Recognition will be provided according to the College’s Naming Agreement and the PSC Board of 
Trustees authorized Fundraising Entity policies.  Recognition will be at “counted” value in the appropriate 
category listed in these guidelines on any fundraising campaign donor wall or report.  

Note: PSC’s recognized legacy society is the Bell Tower Heritage Society. Any legacy gift will be recognized 
under the Bell Tower Heritage Society header on donor walls, panels; or, in literature detailing the campaign 
results. Donor recognition will be calculated based on the valuation methodology listed in Appendix C.  
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XII.  Pensacola State College Foundation Guidelines on Recruiting Expenses 

Section I: Purpose 

Recruiting is defined by the National Junior College Athletic Association as any solicitation of a prospect or 
prospect’s relatives (or legal guardians) by an institutional staff member or by a representative of the 
institution’s athletic interests for the purposes of securing the prospect’s enrollment and ultimate 
participation in the institution’s intercollegiate athletic program. Per the NJCAA, all transactions and 
financial records of support organizations must be open, available, and accounted for by college officials. 
The purpose of this guideline is to provide a definition of expenses considered as recruiting and funded by 
the PSC Foundation through the specified intent of donors. All recruiting activities must comply with the 
policies of the Pensacola State College and the National Junior College Athletic Association. 

Section I: On‐campus Recruiting 

The following expenses will be considered reimbursable by the PSC Foundation: 

• One on-campus visit per recruit not to exceed two days. 
• Travel between the recruit’s home and institution. 
• Commercial airline travel not to exceed coach fare. 
• Auto travel will be reimbursed for round trip by current PSCF mileage rate. 
• Meals for the recruit during the visit not to exceed the PSC meal reimbursement policy. 
• Parents or guardian’s expenses related to an on‐campus visit will not be considered reimbursable by 

the Foundation. 

Section II: Off Campus Recruiting 

Athletic department staff’s visits to a prospect at any location for recruiting purposes will be considered 
reimbursable by the PSC Foundation for his/her own expenses. The representative of PSC may not expend 
funds or provide benefits to the recruit or the recruit’s representatives during an off campus recruiting trip. 

Reimbursable expenses for off campus recruiting: 

• Mileage round‐trip from PSC campus and recruiting location per the PSCF mileage rate. 
o Use of college vehicle and appropriate documentation 
o Mileage is reimbursed by a PSCF Foundation Disbursement request paid directly to the 

athletic staff member. 
• Meals per the PSC meal reimbursement policy during the duration of the off campus recruiting trip. 

o Sales tax paid on meals will not be reimbursed. 
o Exemption certificates will be provided to each athletic staff member. 

• Lodging per the PSC travel policy during the duration of the off campus 
recruiting trip. 

o Sales tax paid on lodging will not be reimbursed. 
o Exemption certificates will be provided to each athletic staff member. 

• Car rental for the purposes of off campus recruiting. 
o Sales tax paid on car rentals will not be reimbursed. 
o Exemption certificates will be provided to each athletic staff member 

Adopted 11/03/23 
Amended  
Reviewed 12/17/2024 
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XIII.  CONFLICT OF INTEREST POLICY & BOARD MEMBER AND OFFICER DISCLOSURES 
 

Statement of General Policy. The Pensacola State College Foundation, Inc. recognizes that both real and 
apparent conflicts of interest naturally occur while conducting the Foundation's daily affairs. A conflict, as 
used in this policy, refers only to the personal, proprietary interests of the persons covered by this policy 
and their immediate families and not to philosophical or professional differences of opinion. Conflicts occur 
because the many persons associated with the Foundation should be expected to have and do, in fact, 
generally have multiple interests and affiliations and various positions of responsibility within the 
community.  

Conflicts are undesirable because they place the interests of others ahead of the Foundation's obligations to 
its corporate purposes and the public interest. Conflicts are also undesirable because they often reflect 
adversely upon the persons involved and upon the institutions with which they are affiliated, regardless of 
the facts or motivations of the parties. The long-range best interests of the Foundation, however, do not 
require the termination of all association with persons who may have real or apparent conflicts if a 
prescribed and effective method can render such conflicts harmless to all concerned.  

Therefore, the Foundation's affirmative policy shall be to require that all actual or apparent conflicts be 
disclosed promptly and fully to all necessary parties and to prohibit specific involvement in the affairs of the 
Foundation by persons having such conflicts.  

Interested Person. Any member of the Board of Governors, Executive Committee, Finance Committee, or 
member of any other committee with board-delegated powers who has a direct or indirect financial 
interest, as defined below, is an interested person.  

Financial Interest. A person has a financial interest if the person has, directly or indirectly, through business, 
investment, or family:  

• an ownership or investment interest in any entity (other than one percent or less of the 
securities of publicly traded companies) with which the Foundation is then doing business or 
is proposing to do business or 

• a compensation arrangement with the Foundation or with any entity or individual with 
which the Foundation is then doing business or is proposing to do business or 

• a potential ownership or investment interest in, or compensation arrangement with, any 
entity or individual with which the Foundation is negotiating a transaction or arrangement. 

Compensation includes direct and indirect remuneration as well as gifts or favors that are substantial in 
nature.  

In most instances, an interested person with a financial interest will have a real or apparent conflict of 
interest; therefore, unless the Executive Committee, at the request of the interested person, should make a 
determination to the contrary in a specific instance, all interested persons with financial interests will be 
presumed to have a real or apparent conflict of interest.  

Disclosure of all Conflicts. All interested persons shall disclose all real or apparent conflicts that they discover 
or have brought to their attention in connection with the Foundation’s activities. “Disclosure” as used in this 
policy shall mean providing promptly to the appropriate persons notice of the real or apparent conflict. An 
annual disclosure statement shall be circulated to all persons to whom this policy applies to assist them in 
considering such disclosures, but disclosure is appropriate whenever conflicts arise. Notice of a conflict shall 
be filed with the president of the Foundation or any other person designated by the president from time to 

Adopted 11/03/23 
Amended  
Reviewed 02/19/25 
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time to receive such notifications. All disclosure notices received hereunder shall be noted for the record in 
the minutes of a meeting of the Executive Committee. In addition, if an interested person is in a position to 
vote on or approve any transaction or arrangement in which he or she has or may have a real or apparent 
conflict that has not already been disclosed, the interested person must immediately disclose the existence 
of his or her real or apparent conflict and all material facts to the board/committees with board delegated 
powers considering the proposed transaction or arrangement. In any event, the interested person must 
disclose the real or apparent conflict before voting on or approving the transaction or arrangement. All 
board/committee members and officers with Board delegated powers shall have a duty and responsibility to 
bring to the attention of any other board/committee member or officer and the appropriate Board or 
committee itself any facts or circumstances of which they have knowledge that might indicate that such 
other board/committee member or officer may have a real or apparent conflict of interest.  

Proscribed Activity by Persons Having Conflicts. When an interested person believes that he or she or a 
member of his or her immediate family might have or does have a real or apparent conflict, he or she 
should, in addition to filing the disclosure notice described above, abstain from making motions, voting, 
executing agreements, or taking any other similar direct action on behalf of the Foundation where the 
conflict might pertain; and remove himself or herself from the meeting during the discussion and vote on 
the issue as to which he or she has a real or apparent conflict.  

Exceptions. When any person requests in writing, or upon its own initiative, the Executive Committee, after 
consultation with the general counsel, may determine that a financial interest of an interested person does 
not constitute a real or apparent conflict under certain specified circumstances, may establish further 
guidelines consistent with the interest of the Foundation for the resolution of any real or apparent conflicts, 
and may make an exception to those policies where they determine it is the best interest of the Foundation 
so to do.  

Confidential Information. Frequently, board/committee members, in the performance of their board 
responsibilities, obtain confidential information. It shall be against the Foundation's policies to discuss with 
anyone who does not have a need to know any information not already publicly known that might adversely 
affect the Foundation's interest, including information relating to strategic planning, decisions, operations, 
plans, financial or business prospects, or to use such information to the personal advantage of the 
board/committee member or to another organization with which the board/committee member is 
associated or has a financial interest in.  
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I have read the foregoing Conflict of Interest Policy adopted by the Executive Committee of the Pensacola 
State College Foundation, Inc. and, in accordance with the said policy, hereby disclose the following 
potential conflicts of interest (if yes, please so indicate, otherwise indicate no):  

 

FOR YEAR 2024 (1/1/24 through 12/31/24), PLEASE DISCLOSE THE FOLLOWING INFORMATION:  

 

• During Year 2024, do you have a family member that is an employee of Pensacola State College 
Foundation, Inc. or Pensacola State College? 

 

YES_____ or NO_____  

 

If yes, please provide the name of the employee and a description of your relationship with the individual.  

• During Year 2024, are you an employee or owner of an entity that does business with Pensacola  

 

State College Foundation, Inc. or Pensacola State College? 

 

YES_____ or NO_____ 

 

If yes, please provide the name and position. 

 

• During Year 2024, if you had a family member receive a scholarship or grant awarded by Pensacola State 
College Foundation, Inc. or Pensacola State College, to the best of your knowledge, was it obtained solely by 
the family member's own means, i.e. the family member did not engage an interested party”? 

 

YES_____ or NO_____ 

 

If no, please explain. 

 

Signature:       Date:  

 

Print Name: 
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XIV.  Confidentiality Policy 

A first principle of fundraising is to recognize the inherent personal dignity of any person who is discussed as 
a prospective donor to this campaign.  

It is assumed that in the course of preparing for and conducting the campaign for Pensacola State College, 
Board members, committee members, employees, and fundraising consultants will have the occasion to 
discuss information of a personal, financial and confidential nature. The following policies are established to 
affirm Pensacola State College's sincere commitment to protect the dignity and trust of its benefactors, 
friends, and prospective donors. 

All fundraising-related discussions concerning major gift prospects, whether individuals, foundations or 
corporations, are to be held in confidence. 

While it is never the intent to discuss matters of a personal or family nature regarding prospects, should 
such a disclosure happen in the course of a campaign meeting or activity, such information will be treated 
with the highest level of confidence. 

All information concerning financial capability, past giving patterns, specific gifts and/ or personal 
disclosures about giving interests are to be treated confidentially - that is within the circle of those of who 
are assigned to the prospect or are providing counseling or guidance relative to the prospect. 

All discussions and/ or reports of gifts and pledge commitments made during committee meetings are to be 
held in confidence until the donor's desires concerning publicity or anonymity are expressed in the written 
confirmation of the pledge or gift. 

 

 

Adopted  11/03/2023 
Amended  
Reviewed 02/19/2025 
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XV. SECURE DISTRIBUTION OF WIRE TRANSFER INSTRUCTIONS TO DONORS 
 
Purpose 
To ensure the secure and professional delivery of wire transfer instructions to potential donors, this policy 
outlines the required process for requesting and sending such information via DocuSign. 
 
Scope 
This policy applies to all staff members involved in donor relations, fundraising, and finance operations. 
 
Policy Statement 
Wire transfer instructions must only be sent to potential donors through a secure and trackable method. 
DocuSign will be used to deliver these instructions to ensure authenticity, security, and auditability. 
 
Procedure 
1. Initiating a Request 
Staff members must email the Director of Finance and Business Operations to request that wire transfer 
instructions be sent to a donor. The email must include: 

a. The full name of the donor 
b. The donor’s email address 
c. A brief description of the purpose of the gift (e.g., campaign, fund, or initiative) 

2. DocuSign Delivery 
The Director of Finance and Business Operations will prepare and send a DocuSign envelope containing the 
wire instructions to the donor and the staff person originating the request. The donor will receive an email 
from DocuSign with a secure link to view and acknowledge the wire instructions. The email will include a 
personalized message, such as: 

 
Subject: Secure Wire Transfer Instructions for Your Donation 
Dear [Donor Name], 
Thank you for your generous support of our mission. Attached via DocuSign, you will find the secure 
wire transfer instructions for completing your contribution. 
Please review the information carefully and acknowledge receipt by following the prompts in 
DocuSign. If you have any questions or need assistance, feel free to contact us directly. 
With gratitude, 
[Your Name] 
Director, Finance and Business Operations 
Pensacola State College Foundation 
 

 

 

 

 

 

Adopted 09/11/2025 
Amended  
Reviewed  
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XVI. Online Banking Administration and Payment Authorization Policy 
 

Purpose 

To establish secure and accountable procedures for managing Synovus online banking products, including 
administrative roles and payment approvals. 

Scope 

This policy applies to all online banking activities conducted through Synovus products by the organization. 

Policy Statement 

1. Administrator Designation 
The following individuals are designated as administrators for Synovus online banking products: 

o Executive Director 

o Director of Finance and Business Operations 

Administrators are responsible for managing user access, overseeing banking operations, and ensuring 
compliance with this policy. 

2. Administrative Changes Oversight 
All administrative changes made within Synovus online banking systems—including user role 
modifications, account access updates, and security settings—must be preapproved via email by 
both the Executive Director and Director of Finance and Business Operations. 

o No changes may be implemented without prior written email approval.  

o Email approvals must be retained and archived for compliance and audit purposes. 

3. Payment Authorization 
The Director of Finance and Business Operations is authorized to approve online check payments 
only for payables that have been preapproved in a batch format.  

o All batches must be reviewed and approved by the Executive Director and Foundation 
Treasurer via email.  

o Documentation of batch approval must be retained for audit purposes. 

4. Compliance and Review  

o This policy shall be reviewed annually or upon changes to banking platforms or 
organizational structure.  

o Non-compliance may result in revocation of administrative privileges and further 
disciplinary action as deemed appropriate. 

  

Adopted: 10/08/2025 
Amended  
Reviewed  
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XVII. PSC Foundation – Foreign-Source Funding Compliance Policy (SB700) 

1. Purpose 

The Foundation is committed to compliance with Florida law, including SB 700, which forbids 
solicitation or acceptance of contributions from certain Foreign Countries of Concern, and requires 
specific attestation filings. 

This Policy sets out the procedures and internal controls by which the Foundation will meet those 
obligations to avoid potential reputation and regulatory risk.  

2. Scope 

This Policy applies to all fundraising activities by the Foundation, whether online, in person, through 
intermediaries or third parties, and regardless of whether the donor is domestic or foreign. It also 
applies to any agent, fundraiser, consultant, or subcontractor acting on behalf of the Foundation in 
soliciting or accepting funds. 

3. Definitions 

• Foreign Countries of Concern: A person or entity connected (directly or indirectly) to any 
of the specified “Foreign Countries of Concern” (As of 10/29/2025: China, Russia, Iran, 
North Korea, Cuba, Syria, and Venezuela) or whose funding or control structure falls under 
the control threshold described in SB 700.  

• Prohibited Contribution: A donation or support (including services) from a Foreign Country 
of Concern, whether direct or indirect. 

• Attestation: A sworn certification by an authorized officer of the Foundation that 
contributions will not be solicited or knowingly accepted from a Foreign Country of Concern. 
(Exhibit A SB700) 

• Registry: As soon as it is created, the PSC Foundation will register on the “Honest Services 
Registry” established under Florida law to publicly list charitable organizations that certify 
they do not solicit or accept prohibited foreign-linked contributions.  

4. Donor Attestation and Website Checkbox 

• At every point of solicitation (including online donation forms, pledge forms, donation forms, 
campaign pages, third-party platforms) the donor must affirmatively check a box (or 
equivalent mechanism) affirming the following: 

o Donor Attestation: I certify that my contribution is not sourced directly or indirectly 
from any individual, entity, or government associated with a Foreign Country of 
Concern as defined by Florida Senate Bill 700 (China, Russia, Iran, North Korea, 
Cuba, Syria, and Venezuela). I understand that this attestation is required to ensure 
the nonprofit’s compliance with state law and commitment to transparency and donor 
trust.                        

• For larger/strategic gifts, the Foundation may require a signed donor attestation on a paper 
or electronic form as an added precaution.  

• The Foundation will retain all donor attestations in its records for audit-readiness. 

Adopted 11/12/2025 
Amended  
Reviewed  
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5. Monthly Review of Donations from Foreign/Unusual Sources 

• The Foundation will review all donations to identify any that may raise red flags (e.g., donor 
residence abroad, wired funds from foreign bank accounts, unusual intermediary structures, 
unfamiliar corporate donors) on a monthly basis. 

• Designated staff will compile a monthly report of foreign-source donations and will 
investigate to determine whether any donor qualifies as a Foreign Country of Concern. 

• If a donation is discovered to stem from a Foreign Country of Concern, the Foundation will: 
o Refund the contribution within 30 days of discovery 
o Document the incident and related analysis and maintain such records. 

6. Bank and Financial Institution Compliance 

• The Foundation shall ensure that its primary banking institutions understand SB 700 
obligations and will notify the Foundation of any funds being deposited from known foreign 
sources of concern. 

• The Foundation will monitor bank statements, wire transfers, and incoming funds for 
indications of foreign-source contributions and will follow the monthly review process in 
Section 5. 

7. Registration and Attestation Filing with Florida 

• As required by SB 700, the Foundation will submit the required attestation (Exhibit A 
SB700), signed by an authorized officer of the Foundation, to the Florida Department of 
Agriculture and Consumer Services when completing the Foundation’s charitable solicitation 
registration (or renewal).  

• The Foundation will evaluate, on an annual basis (or sooner if circumstances change), to 
apply voluntarily for inclusion in the Honest Services Registry (the “Registry”). By doing so, 
the Foundation publicly certifies that it does not solicit or accept contributions from Foreign 
Sources of Concern. 

• The Board shall review and approve the attestation and the decision regarding Registry 
participation at least annually, documenting the basis for the decision. 

8. Recordkeeping 

• The Foundation shall maintain records of: donor attestations, monthly donation reviews, any 
investigations of suspect donations, refunds of prohibited contributions, attestation filings 
with Florida, decision documentation regarding Registry participation, and training materials 
and attendance records. 

• These records will be maintained for at least 7 years and made available to auditors or 
regulators as required. 
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I. Procedures for Accepting Aircraft Donations 
Purpose 
These procedures provide guidance for evaluating, accepting, and managing aircraft donations to ensure 
compliance with IRS regulations, FAA requirements, and PSC Foundation’s mission and financial stewardship 
obligations. 
Scope 
This procedure applies to all staff, volunteers, and board members engaged in the solicitation, acceptance, 
or administration of donated aircraft. 
Policy Statement 
The organization may accept aircraft donations when such gifts: 

1. Provide clear benefit to Pensacola State College and/or Pensacola State College Foundation. 
2. Are free of debt, liens, or encumbrances. 
3. Do not expose the organization to undue financial, safety, or legal risk. 

All aircraft donations require approval from respective parties listed on the internal gift-acceptance form 
prior to acceptance. 

 
Procedures 
1. Initial Inquiry and Donor Intake 

• Donor inquiries regarding aircraft donations must be referred to the Foundation. 
• Donor completes the Aircraft Donation Intake Form (Appendix A). 

2. Due Diligence and Evaluation 
• Complete internal GIK form and if all signatures are obtained, proceed with the due diligence. 
• Conduct FAA title search. 
• Confirm maintenance history and obtain inspection if required. 
• Secure independent appraisal if value > $5,000 (donor responsible for cost). 
• The Pensacola State College VP of Business Affairs will review the potential donation for potential 

insurance coverage and future expenditures. 
• The receiving college department head will be responsible for providing the programmatic cost-

benefit analysis for consideration of the VP of Business Affairs. 
• Complete Staff Review Checklist (Appendix B). 

3. Approval Process 
• Development Officer submits inquiry with complimentary gift-in-kind (GIK) internal paperwork to 

respective College and Foundation leadership for review and signatures. 
• The College President, VP of Business Affairs, Department Head, Foundation Executive Director and 

Foundation Business Officer, must approve acceptance prior to completing external GIK form with 
prospective donor.   

• Internal/External GIK forms and any relevant paperwork (i.e. appraisal) are submitted with 
information on the donor and timeline on the proposed gift for the PSC Foundation Board Finance 
Committee to consider. 

• Finance committee approves or rejects the gift. 
• A gift agreement is created and signed by the PSC President, PSC Foundation Board President, PSC 

Foundation Executive Director, PSC attorney, and Donor’s signatures. This agreement must be 
signed and compiled with documentation required under #4 before the gift is transferred. 

4. Transfer and Documentation 
• Executed Gift Agreement with donor. 
• Completed FAA Bill of Sale and Aircraft Registration transfer. 
• Provide donor acknowledgment letter. 
• Sign donor’s IRS Form 8283 (if applicable). 
• File IRS Form 8282 if aircraft is sold within three years. 

5. Disposition of Aircraft 

Adopted 11/12/2025 
Amended  
Reviewed  
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• The PSC Foundation will transfer the aircraft via a transfer memo to the College. 
• If Retained: The College will register, insure, and assign custodian for compliance.  

6. Compliance and Stewardship 
• Maintain permanent file with intake form, appraisal, approvals, and transfer documents. 
• Report donation and outcome to Board. 
• Provide donor stewardship and recognition. 

7.  Key Safeguards 
• Aircraft with liens, debt, or unsafe conditions will not be accepted. 
• Legal counsel and insurance advisors must be consulted prior to final acceptance. 
• All aircraft donations require Board approval (PSCF Finance Committee is the accepting body for the 

Board of Governors). 
 
Review Cycle: 
These procedures will be reviewed every year by the Finance Committee of the Board of Directors. 
 
 
Appendix C: Provides a list of Responsibilities and Donor versus PSCF Responsibilities. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Appendix A: Aircraft Donation Intake Form 
 

 

Aircraft Donation Program 
Date of Submission: ____________ 
 
 
 

Donor Information 
• Donor Name (Individual or Organization): ___________________________ 
• Contact Person (if organization): _________________________________ 
• Mailing Address: ________________________________________________ 
• Phone: __________________ Email: ________________________________ 
• Relationship to Aircraft: _________________________________________ 
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Aircraft Information 
• Make: __________ Model: __________ Year: __________ 
• Serial Number: __________ Registration/Tail Number: __________ 
• Total Airframe Hours: __________ Engine Hours: __________ 
• Airworthiness Certificate: ☐ Yes ☐ No 
• Currently Operational: ☐ Yes ☐ No 

Ownership and Title 
• Current Registered Owner: ________________________________________ 
• Liens/Loans Present? ☐ Yes ☐ No (If yes, describe: ____________) 
• FAA Bill of Sale available? ☐ Yes ☐ No 

Maintenance and Condition 
• Date of Most Recent Annual Inspection: __________ 
• Date of Last Flight: __________ 
• Logbooks Maintained? ☐ Yes ☐ No 
• Known Mechanical Issues: ________________________________ 

Estimated Value and Appraisal 
• Donor’s Estimated Value: $__________ 
• Independent Appraisal Completed? ☐ Yes ☐ No 
• Valuation Source: ____________________ (please note: by IRS regulation, if the aircraft is valued at 

$5,000 or more, the IRS requires an independent appraisal within 60 days of donation). 
Intended Use (nonbinding) 
☐ Retain for nonprofit mission use 
☐ Sell with proceeds designated for: ____________ 
☐ No preference 
Supporting Documents Required 
☐ Registration ☐ Airworthiness certificate ☐ Inspection report 
☐ Logbooks ☐ Appraisal (if available) 
Donor Acknowledgment 
I certify I am the legal owner or authorized representative of the above aircraft, and that the information 
provided is accurate. 
 
Signature: ________________________ Date: __________ 
Printed Name: ____________________________________ 
 
Appendix B: Staff Review Checklist 
 
Donor Name: ___________________ _        

  

Aircraft (Make/Model/Tail): ____________________        

Date Intake Form Received: ____________________  

1. Intake Verification 
• Intake Form completed 
• Required documents received 

2. Title and Ownership 
• FAA title search completed 
• Clear of liens/encumbrances 



45 
 

• Ownership confirmed 
• FAA Bill of Sale ready 

3. Condition & Risk 
• Annual inspection within 12 months 
• Logbooks complete 
• Mechanical issues disclosed 
• Insurance provider consulted 

4. Valuation & Financial 
• Appraisal obtained (if >$5,000) 
• Market value documented 
• Finance reviewed costs 
• Development reviewed fundraising potential 

5. Approval 
• Gift Acceptance Committee reviewed 
• Board approved (date: __________) 
• Gift Agreement executed 

6. Transfer & Documentation 
• FAA Bill of Sale executed 
• Registration transferred 
• 1098C 
• Donor acknowledgment letter sent 
• IRS Form 8283 signed 
• Reminder set for Form 8282 if sold 
• Transfer to the College Memo 

7. Disposition 
• Retained (custodian assigned) 
• Sold (proceeds documented) 
• Donor notified 

 
Final Sign-Off 
 
Development Officer: ____________________ Date: __________ 
Executive Director: _______________________ Date: __________ 
Appendix C: 
 

When a donor contributes an aircraft, several IRS tax documents are usually required depending on the 
value and how we use the aircraft. Below is a breakdown with link to or a sample copy of each: 

 
1. IRS Form 8283 (Noncash Charitable Contributions) 

• Who fills it out? The donor. Note: the appraiser must sign this form for the donor to be able to file 
the donation with the IRS. 

• When required? For noncash gifts valued over $500. 
• Special rule: If the aircraft value exceeds $5,000, the donor must obtain a qualified appraisal and 

complete Section B. 
👉👉 IRS Form 8283 (PDF) 

 
2. IRS Form 8282 (Donee Information Return) 

• Who fills it out? The nonprofit. 

https://www.irs.gov/pub/irs-pdf/f8283.pdf
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• When required? If we sell, exchange, or dispose of the aircraft within 3 years of donation. 
• Deadline: Must be filed with IRS within 125 days of disposition, and a copy given to the donor. 

👉👉 IRS Form 8282 (PDF) 
 

3. IRS Form 1098c (Contributions of Motor Vehicles, Boats, and Airplanes) 
• Who fills it out? The nonprofit. 
• When required? A donee organization must file a separate Form 1098-C with the IRS for each 

contribution of a qualified vehicle that has a claimed value of more than $500. A qualified vehicle is: 
Any motor vehicle manufactured primarily for use on public streets, roads, and highways, A boat. An 
airplane. 

• Deadline: Must be filed by February 28th on paper and March 31st electronically, and a copy given to 
the donor. 
👉👉 IRS Form 1098c (PDF) 

 
4. Relinquishment of Special Registration Number 
 

RELINQUISHMENT OF SPECIAL REGISTRATION NUMBER 
Date: __________ 
 
Federal Aviation Administration 
Civil Aviation Registry 
Aircraft Registration Branch 
 
Attention: Support Examiner 
 
Reference: N__________ 
 
Gentlemen/Ladies: 
Please be advised that _______________________________________________ hereby 
relinquishes the 
above referenced special registration number to 
______________________________________________ 
for their use. 
Sincerely, 
Relinquishing Party: _______________________________ 
Signature: _____________________________________ 
Title: _________________________ 
👉👉 FAA Relinquishment Letter 

5. Written Acknowledgment Letter (Required by IRS) 
The nonprofit must provide the donor with a written contemporaneous acknowledgment. 
• If we use the aircraft for our mission, the letter must state intended use and duration. 
• If we sell the aircraft, the donor’s deduction is generally limited to gross proceeds from the sale. 

 
Sample Acknowledgment Letter (for aircraft donation) Place on PSCF Letterhead 
Donor Name 
Donor Address 
City, State  Zip 
Date: [Insert Date] 
 
Dear [Donor Name], 

https://www.irs.gov/pub/irs-pdf/f8282.pdf
https://www.irs.gov/pub/irs-pdf/f1098c.pdf
https://www.aerospacereports.com/sites/default/files/inline-files/Relinquishment%20Letter.pdf
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We deeply appreciate your support for Pensacola State College and your dedication to initiatives 
that enhance opportunities for students in the workforce. Thank you for your generous donation of an 
aircraft (description: [make, model, year, tail number]) to Pensacola State College Foundation, a 501(c)(3) 
nonprofit organization (EIN:59-6173057). 
[Choose one:] 

(2) This aircraft will be used by Pensacola State College will be utilized by instructors to train students in 
our Aviation Airframe & Powerplant Mechanics program. We are grateful for your support of 
Workforce Development through the A&P program, equipping students with essential skills to meet 
local and regional employment demands. Your investment directly impacts our community by 
providing students with the tools they need to excel in an ever-evolving world. 

(3) This aircraft was sold on [date], and the gross proceeds from the sale were $[amount]. 
 

Thank you for your generosity.  We warrant to you that our organization is qualified under section 
170(b)(1)(A) of the Internal Revenue Code. Your gift was not transferred to either a donor advised fund, 
supporting organization, charitable remainder trust or in exchange for a charitable gift annuity. We further 
warrant that no goods or services of any value were or will be transferred to you in connection with this gift. 
 
Please keep this acknowledgment with your records for tax purposes. 
 
Sincerely, 
 
Andrea Krieger       (Development Officer) 
Executive Director of Institutional Development  Title 
 
4. Qualified Appraisal Report 

• Required if the aircraft’s value is over $5,000. 
• Must be conducted by a qualified appraiser not employed by PSC or PSCF. 
• Appraisal must be completed no earlier than 60 days before the donation date and attached to 

Form 8283. 
• Aircraft Appraiser we have recommended: VREF (Jason Zilderbrand) 

 
Summary of Documents Needed: 

• Donor: Form 8283 + appraisal (if over $5,000) + Relinquishment Letter. 
• Nonprofit: Acknowledgment letter + Form 8282 (if disposed within 3 years) + 1098C. 
• Both: Must retain copies for records in case of IRS audit. 

 

https://vref.com/
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EXHIBIT A – NAMING GUIDELINES
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Exhibit B  - SB700 ATTESTATION 
 
Attestation of Compliance — Florida Senate Bill 700 
Organization: Pensacola State College Foundation, Inc. 
Address: 1000 College Blvd., Building 17, Pensacola, FL 32504 
State of Registration: Florida 
Solicitation Area: United States 
 
I, the undersigned, being duly sworn, in my capacity as an authorized officer of Pensacola State 
College Foundation, Inc., hereby make the following statements and representations for the 
purpose of compliance with Florida Senate Bill 700 (SB 700) and all applicable provisions of Florida 
law governing charitable solicitation and foreign source restrictions. 
 
1. No Solicitation or Acceptance of Foreign Country of Concern 
 
Pensacola State College Foundation, Inc. does not and will not solicit or accept, either directly or 
indirectly, any contribution, grant, gift, or donation from a “Foreign Country of Concern,” as defined 
under SB 700. This includes, but is not limited to, foreign governments, entities, political parties, or 
individuals domiciled in or acting on behalf of designated foreign countries of concern. 
 
2. Definition and Understanding 
 
The Foundation understands that a “Foreign Country of Concern” includes any entity, individual, or 
affiliate that is organized under the laws of, primarily operating from, or controlled by entities or 
individuals from the countries listed above. This includes subsidiaries, agents, or persons holding a 
controlling interest (25% or more ownership or voting power). 
 
3. Influence or Control 
 
No person or entity qualifying as a Foreign Country of Concern has any influence or control, direct 
or indirect, over the operations, governance, messaging, programming, educational content, or 
fundraising activities of Pensacola State College Foundation, Inc. 
 
4. Election-Related Activities 
 
Pensacola State College Foundation, Inc. affirms that it does not engage in or support any state or 
local election-related activities. If such activities are initiated in the future, the Foundation will 
comply fully with registration and reporting requirements of the Florida Department of State. 
 
5. Board Policy and Internal Controls 
 
The Foundation’s Board of Governors maintains and enforces a conflict-of-interest and donor-
acceptance policy that ensures compliance with Florida SB 700. The policy prohibits acceptance of 
contributions or support from foreign sources of concern and requires annual review and officer 
certification of compliance. 
 
6. Recordkeeping and Due Diligence 
 
Pensacola State College Foundation, Inc. maintains records of this attestation and related donor 
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due diligence procedures. All donor information and funding sources are screened through internal 
and third-party compliance mechanisms to verify eligibility. 
 
7. Acknowledgment of Penalties 
 
The undersigned acknowledges that a false attestation or failure to comply with SB 700 may subject 
the organization or the signatory to administrative, civil, or criminal penalties, including the 
suspension or revocation of charitable solicitation authority within Florida. 
 
 
Executed this _____ day of __________________, 20____, in Escambia County, Florida. 
 
_________________________________________ 
Authorized Officer Signature 
 
Name: ___________________________________ 
Title: ____________________________________ 
 
Sworn to and subscribed before me this _____ day of ________________, 20____. 
Notary Public, State of Florida 
My Commission Expires: ___________________ 
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