	University of Houston System

Extramural Non-Gift Transaction Reporting Form*

For assistance:  Donor and Alumni Records

Phone (713) 743-8910 Fax (713) 743-8917

Email:  smhaynes@central.uh.edu
SUBMIT THIS FORM AND BACK UP MATERIALS VIA FAX OR TO MAIL CODE: DAR 5035


Section 1 – The Contributor

Contributor’s Advance ID: ______________________

Contributor Type:  __________________________
 (If contributor is not in Advance, is it a Corporation, Foundation, 
Organization, Assoc/Group, NonProfit Organization or  Individual?)

Contributor’s Name:
__________________________________________________________________________

Contributor’s Spouse:
__________________________________________________________________________

Is this a joint contribution?
Yes
No

Mailing Address

____________________________




____________________________

City/State/Zip

____________________________

Home Phone: (___)____________ Business Phone: (___)____________ Other Phone: (___)____________

Personal Email ______________________ Business Email ______________________

Contact Person (for Corp, Fdn, Orgs): __________________________ Title: ____________________

Section II – The Contribution

Transaction Description: ______________________________ Transaction Date: _______________

	Transaction Type
	Allocation/Speed Type
	Cost Center
	Cost Center Name
	Purpose Code
	Appeal
	Amount

	Corporate Membership Dues**
	
	
	
	
	
	

	Donated Services
	
	
	
	
	
	

	Gifts from Government Agencies
	
	
	
	
	
	

	Direct Non-Competitive Scholarship***
	
	
	
	
	
	

	Pass Through Gift Funds
	
	
	
	
	
	


Section III – Who Provided this Information?

Your Name: ______________________ Your Signature: _____________________ Date: _____________

Phone: ___________________ Mail Code: _________________ Email: ___________________________

Campus/College/Unit/Department:
_________________________________________________

Development Officer’s Signature:
_________________________________________________

*Use this Extramural Transaction Reporting Form to record in Advance activity that is excluded from regular support reports because it does not meet national reporting standards established by the Council for Advancement and Support of Education (CASE).

**Memberships dues might qualify as a tax-deductible transaction depending on the specifics.  The other types of transactions on this report typically do not qualify for a tax deduction.

***Scholarship monies awarded directly by contributors to UHS students.

Note – UHS may or may not acknowledge these transactions.  Your unit should steward as appropriate.  Please enter contact reports to record stewardship activity.

Why report Extramural Transactions?

Although the transactions described below do not typically qualify for a tax deduction and may or may not be receipted by UHS, extramural transactions are an important source of support to UHS which we wish to record and acknowledge.  The use of this form will allow you to report extramural transactions to our Donor and Alumni Records (DAR) department for entry into our development database.  Extramural transactions will be credited to your development efforts as appropriate.

Examples of Extramural Transactions:

Corporate Membership Dues—These are dues a corporation pays to be the member of a UHS organization.  An example would be the dues portion of a Global Energy Management Institute contribution.
Donated Services—Donated services include the donation of pro bono services, the donation of the use of office space, or the donation of ad space in a publication.
Gifts from Government Agencies—Only use this form to report gifts from government agencies which have not been processed by the Office of Contracts and Grants as the majority of these transactions are reported to DAR on a monthly basis by the Office of Contracts and Grants.  

Direct Non-Competitive Scholarship—Examples of Direct Non-Competitive Scholarships are the Terry Scholarships and Houston Livestock Show and Rodeo Scholarships which are awarded directly to students for their attendance at UHS.

Pass Through Gift Funds—These transactions should be rare and should be discussed with your development supervisor prior to being reported to DAR.
Questions?
Please call Sara Haynes (713-743-8852) in Donor and Alumni Records with any questions about extramural transaction definitions or reporting.
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