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CONTRI BUTI ON DEDUCTI ONS
FOR FUND- RAI SI NG ORGANI ZATI ONS

| NTRODUCTI ON

This chapter sets forth the policies and guidelines
applicable to payroll deductions from enpl oyee wages for
contributions to community charitable fund drives and canpus
fund-rai sing canpaigns. In addition, the chapter details

t he procedures established for adm nistering these
deduct i ons.

The policy authorizing payroll deductions for contributions
to community charitabl e organi zati ons was adopted by The
Regents in Septenber 1961. |In May 1976, The Regents anended
this policy to include payroll deductions for canpus fund-
rai sing canpai gns. Based on this amendnent, the President
i ssued "Cuidelines for Payroll Deductions for Enpl oyee
Contributions for Charitable Drives and Canpus Fund- Rai sing
Canmpaigns.” In May 1997, The Regents authorized the
President to approve payroll deductions froman enpl oyee’s
wages for contributions to nore than one canpus fund-rai sing
* canpaign. | n Decenber 1997, the President issued revised
Gui del i nes, which incorporated this Policy change and
rel ated procedures.

I'1. POLICY AND GUI DELI NES

A COMVUNI TY CHARI TABLE FUND DRI VES

The follow ng rules govern deductions for conmunity
charitable fund drives:

1) Chancel | ors and Departnent of Energy Laboratory
Directors are authorized to approve payroll
deductions from enpl oyee wages for charitable
contributions to the principal conbined charitable
fund drive for their canpus or Laboratory
| ocati on.

2) A Chancel | or or Departnment of Energy Laboratory
Director may request that, in lieu of the
contributions described above, the President
approve a single payroll deduction for one mgajor
conbi ned fund drive, which provides that enployee
contributions be divided into specific anmounts for
both the principal community fund drive agency and
a separate agency or group of agencies in the
canpus or Laboratory area.

*Change 3/31/98 TL 76
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3)

4)

Each such agency shall furnish evidence that it
qualifies, under applicable Federal and State | aw,
as an organi zation to which tax-deducti bl e,
charitable contributions can be nade.

Only one canpus-w de comunity charitable fund
drive, as described in either 1) or 2) above, may
be established for payroll deduction and the
canpus or Laboratory shall be reinbursed by or on
behal f of the agency or agencies for machine tine,
supplies, and other adm nistrative costs involved.

Payrol | deductions under 1) and 2) above may be
established for a specific period or for an
indefinite period, and nust be entirely voluntary,
nmust be authorized by the enployee in witing and,
subject to payroll deadlines, may be term nated at
any tinme upon witten request of the enpl oyee.

ON- CAMPUS FUND- RAI SI NG CAMPAI GNS

The foll ow ng rul es govern deductions for on-canpus
fund-rai si ng canpai gns:*

1)

2)

The Chancell or may request that the President
approve payroll deductions for enpl oyee
contributions to one or nore on-canpus fund-

rai sing canpaigns. Each request shall state the
canpai gn goal, the duration of the canpaign and
the specific program(s) or purpose(s) for which
the funds raised wll be used.

To utilize enpl oyee payroll deductions, each on-
canpus fund-raising canpai gn nust neet a student,
t eachi ng, research, enployee, or other canpus
devel opnent need that cannot be funded from ot her
sources adequately.

A canpai gn may include one or nore prograns or

pur poses, or a conbination thereof, in which case,
an enpl oyee may be permtted to specify the anmount
of the deduction to be applied to each program or

t he purpose sel ect ed.

! These rules shall also apply to any Laboratory-based fund-
rai sing canpai gns.

TL 76
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1. POLICY AND GUI DELI NES (Cont.)

A COVMUNI TY CHARI TABLE FUND DRI VES (Cont.)

3)

4)

The above payroll deductions nmay be established
for a specific period or for an indefinite period,
and nust be entirely voluntary, nust be authorized
by the enployee in witing, and, subject to
payrol |l deadlines, nmay be term nated at any tine
upon the witten request of the enpl oyee.

The canpus shall be reinbursed by or on behal f of
t he canpaign for machine tinme, supplies, and other
admnistrative costs related to payroll deduction.

I'11. PROCEDURES

The foll owm ng procedures apply to both community fund drives
and on-canpus fund drives, unless otherw se indicat ed.

A DEDUCTI ONS

1)

2)

3)
4)

5)

Canmpuses and Laboratories may elect either to
accept deduction forms only at the tine
solicitation drives are launched initially or to
accept themthroughout the year.

Deductions may be set up with endi ng dates that
coincide with the termof the solicitation drive.

Each deduction nmust be at |east $1.00 per nonth,

Deductions will be schedul ed for the same
checkwrite as other repetitive deductions.

Deducti ons may not be skipped, and no retroactive
deductions can be taken to conpensate for
deductions not taken because of insufficient

earni ngs, etc.

B. ESTABLI SHVENT OF DEDUCTI ONS

1

3/ 31/ 98

Forms Processing

Responsibility Functi ons

1) Enpl oyee Conpl et e deducti on
aut hori zation form

TL 76
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2) O fice designated Ret urn aut hori zation

by canpus or forms to fund-raising
Laboratory or gani zat i on.

3) Fund-rai si ng Process fornms for the
or gani zati on organi zation's records

and return to canpus or
Laborat ory accounting
of fice.

4) Accounting office a. Process authori z-
ation fornms and
forward transactions
for payroll system
i nput in accordance
w th schedul ed
deadl i nes; and

b. File forms. Retain
forms for one year
beyond end of fund-
rai si ng canpaign

Deducti on Aut hori zati on Forns

Fund-rai si ng organi zati ons shoul d provide
deduction forns at their own expense. Accounting
officers are responsible for ensuring that the
deduction fornms neet current data processing
requi renents.

CANCELLATI ON OF DEDUCTI ONS

1)

2)

3)

To cancel a deduction, an enployee should submt a
witten request to the accounting office.
Cancel | ation requests are subject to nornal

payrol | deadlines; thus, no refund can be nmade of
deductions taken after a request was received but
before the request could be processed.

Campuses and Laboratories have the option to all ow
enpl oyees to change the anount of their nonthly
deductions, or to prohibit any changes other than
conpl ete cancel | ati ons.

Deducti ons are cancel ed when an enpl oyee

term nates enpl oynent or transfers to another
canpus.

3/ 31/ 98
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I11. PROCEDURES (Cont.)
C.  CANCELLATI ON OF DEDUCTI ONS ( Cont.)

4) Since a pledge of contributions is a matter
bet ween the enpl oyee and the fund-raising
organi zation(s), accounting officers are not
responsi ble for collecting deductions the enpl oyee
cancel s or drops. Accounting officers are not
required to notify an organi zati on of deduction
cancel l ati ons; however, they may provide the
organi zation wth a copy of the deduction dropout
listing.

D. REI MBURSEMENT OF ADM NI STRATI VE COSTS

The Payroll Coordination Ofice establishes the

adm ni strative cost fornula and rates for processing
deductions and infornms the payroll offices at the
canpus and Laboratory | ocations, as necessary. The

* oK adm ni strative costs for payroll deductions are
described in Accounting Manual chapter P-196-23,
Payrol | : Deduction-Cost Rei nbursenent.

E. REM TTANCE TO THE FUND- RAI SI NG ORGANI ZATI ON

The canpus or Laboratory accounting office should remt
deductions nonthly, unless otherw se agreed upon with
the fund-raising organi zation. Copies of the deduction
regi sters and, if applicable, the deduction dropout
listing, should be sent with the remttance. A
statenent show ng the deduction for the rei nbursenent
of adm nistrative costs also should be enclosed with
the remttance.

For fund-raising canpai gns covering nore than one

program or purpose, when the enployee is permtted to
specify the allocation of his or her contribution, the
fund-rai sing organi zation is responsible for ensuring
t hat enpl oyee contri butions are apportioned correctly.

F. ACCOUNTI NG CODES

The foll owm ng accounts have been established for the
payrol |l deduction liabilities:

Communi ty canpai gns 115280
On- canpus canpai gns 115283

***Del etion 12/30/00 TL 85
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The payroll|l deduction codes to be used are as foll ows:

Comruni ty Canpai gns 53
On- Canpus Canpai gns 54

RESPONSI BI LI TI ES

A VI CE PRESI DENT- - FI NANCI AL  MANAGEMENT

The Vi ce President--Financial Mnagenent is responsible
for informng the canpus and Laboratory accounting

of fices of any devel opnents with respect to policies,
gui del i nes, etc. concerning deductions for
contributions to fund-raising organi zati ons.

B. ACCOUNTI NG OFFI CERS

Accounting officers are responsible for ensuring that
the policies, guidelines, and procedures for effecting
payrol | deductions for contributions to fund-raising
organi zations, as set forth in this chapter, are
observed by their respective canpuses or Laboratories.

REFERENCES

The Regents, M nutes authorizing the establishnment of
Payrol | deductions for charitable contributions, Septenber
22, 1961.

The Regents, M nutes concerning payroll deductions for
Educati onal Opportunity Programs, May 19, 1972. The
Regents, M nutes authorizing the President to approve
payrol |l deductions for charitable contributions from
enpl oyees' wages, May 21, 1976.

President David S. Saxon, Menorandumto Chancell ors,
Laboratory Directors on Guidelines for Payroll Deductions
for Enpl oyee Contributions for Charitable Drives and Canpus
Fund- Rai si ng Canpai gns, June 29, 1976.

The Regents, Amendnent to policy of May 21, 1976,

aut hori zing the President to approve payroll deductions for
charitable contributions to nore than one canpus fundrai sing
canpai gn, May 16, 1997
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V.  REFERENCES (Cont.)

President R chard C. Atkinson, Menorandumto Chancellors and
Laboratory Directors on Guidelines on Payroll Deductions for
Enpl oyee Contributions for Charitable Drives and Canpus
Fundr ai si ng Canpai gns, Decenber 23, 1997.

Hi storical note: Accounting Manual chapter first published
7/ 1/70. Revised 8/1/72, 11/20/74, 2/1/79, 7/1/80, 3/31/96,
9/ 30/97, 3/31/98, and 12/30/00; anal yst--Abdul Abdurahman.
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