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I. The Administrative Officer should begin setting up a new conditional gift as early as possible.  
This process usually starts when:

a. A donation check is received from a donor.

b. The Program Staff informs you that they are expecting a large donation and a new conditional gift CAN will be needed.    
(  If the administrative officer receives a check but does not yet have the gift package prepared, please forward the check to the budget office so it can be taken to the cashier’s office for safe keeping.  
II. The following documents are required to setup a new conditional gift fund:
a. Conditional Gift Route Form

b. Gift Acceptance Validity Test Survey

c. Acceptance Letter

d. Backup from donor 

i. Examples:  A letter or email from donor or grant award documents.
III. Once the above documents are completed, put them in a folder with the route form stapled to the front.  
IV. Obtain the Division Director’s signature on the Gift Acceptance and Validity Test Survey.  

V. Forward the gift package to the Office of Budget and Finance in Building 31, Room 11A16.
VI. At this point, the budget office will:
a. Obtain Ethics Approval

b. Obtain the NCI Director’s Approval

c. Establish a new CAN

d. Deposit the check (if applicable)

VII. Once a gift package is fully approved, it will be added to the next monthly conditional gift report that is distributed to all NCI administrative officers around the 10th day of each month.  

a. **This report is where you will obtain the new CAN number for a new gift fund.**
b. If the new gift has allotted funds available, the CAN number will be listed.  If there are no allotted funds available, the CAN number will say “requested.”

c. If you have an extenuating circumstance that requires you to have the CAN number before allotted funds are available, please contact Ryan Gilbert in the budget office.

(NOTE:  It is a violation of The Antideficiency Act to obligate funds against a gift fund CAN that does not have allotted funds available.  Do not obligate funds against a gift fund CAN until the monthly conditional gift report shows that allotted funds are available.        
