HONG KONG BAPTIST UNIVERSITY

(Form D04/03)

Donation Received

Please complete all parts before submitting this form to the Finance Office
A.
Information on the donation

	1.
	Donor’s name:
	

	
	Title: (Mr (Ms (Dr (Prof (Others:
	Is the donor a  (Staff member  (Alumnus/Alumna  (Student

	
	

	2.
	Information on the donor (if known and not shown in correspondence attached to this form):

	
	Organisation:  
	
	Position:
	

	
	Phone:
	
	Fax:
	

	
	Address:
	
	

	
	
	
	

	3.
	Donation amount: 
	
	

	
	

	4.
	Donation pledge date (if known):
	
	

	
	

	5.
	Is the donation made for a specific purpose/project or towards a department?

	
	( Yes (please specify Account Name & Code):
	

	
	( No (If the answer is “No”, the donation will be deposited into the HKBU Development Fund.)

	
	Correspondence/agreement with donor on purpose/details of donation attached?
	(Yes  (No


	6.
	Is a new account required to be established for this donation?  (Yes  (No

	
	If the answer is “No”, go to Question no. 7.

	
	If the answer is “Yes”, please provide the following information:

	
	Account name:
	

	
	Account holder:
	


	7.
	Any restrictions on the use of the donation?

	
	( Yes (
	Budget/Details of restrictions attached:
	(Yes  (No

	
	( No
	

	
	

	8.
	Any financial reports required to be provided to the donor?  (Yes  (No


B.
This Form is submitted by:
	
	
	
	
	
	

	
	Name of staff member
	
	Signature of staff member
	
	Date

	
	Department/Office:
	
	Extension:
	
	Email:
	

	
	Name of contact person (to whom FO will send the receipt): 
	

	
	Department/Office:
	
	Extension:
	
	Email:
	


C.
Approval for the Donation
	
	1.
	Donation below HK$1 million requires the approval of Dean/Vice-President/Chaplain as appropriate.

	
	
	
	
	
	
	

	
	
	Approved by (name)
	
	Signature
	
	Date

	

	
	2.
	Donation between HK$1 million and less than HK$10 million requires the approval of the President & Vice-Chancellor

	
	
	
	
	

	
	
	Signature of President & Vice-Chancellor
	Date

	
	
	

	
	3.
	Donation at or above HK$10 million requires the approval of the Council.


Please Note:
1. Please send this form together with the cheque or bank pay-in-slip to the Director of Finance.

2. When the donation receipt is received from the Finance Office, please send it together with a thank-you letter to the donor, and forward a copy of the letter to the Office of the Vice-President (Development).

3. For queries with filling out this Form, please contact Treasury and BDU Section, Finance Office (extension 5018).  
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