
Mail received, dated and sorted 
by  

Facilities Staff 

Given to appropriate department 
for review, usually within 

Development Division for initial 
review as necessary. 

Accounting Department 
Checks are deposited in the bank 

and credit cards are processed 

Gift Processing 
records contributions  

in Advance  

Contributions and Deposits are 
recorded into unique 
IFAS fund accounts 

Supporting documentation 
sent to Imaging to be scanned 

into Radix 

Gift Receipts mailed by Gift 
Processing or sent to 

Development staff to be sent 
with acknowledgement (based 

on acknowledgement code) 

1. Sort for processing 
2. Troubleshoot - Events, New Donors 
3. Determine allocation 
4. Acknowledgement codes 
5. Legal donor 
6. Update biographical information 
7.  Review/File for matching gift 

Accounting records 
non-contribution 

deposits 

Bank account reconciled with 
accounting records to ensure 

all deposits are accurately 
recorded  

Contributions/Deposits Flow Chart 


