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a. The donor should send the unendorsed certificates to: 
 

The Office of Planned Giving 
Loyola University Maryland 
Office of Advancement  
4501 North Charles Street 
Baltimore, MD 21210 
(410) 617-2901 or (410)-617-2290 

 
b. The development officer should prepare a transmittal letter for the donor's signature 

stating the designation of the gift, if any. 
 
c. Under separate cover to the same address, the donor should send a stock/bond 

power of attorney obtainable from the Office of Planned Giving or the donor's 
broker.  The donor must sign the power with a guaranteed signature.  The signature 
on the stock/bond power must exactly match the name on the certificate. 

 
d. If the certificates have been endorsed, they should be delivered by courier or by 

hand to the address above. 
 

3. The donor may also inform a development officer of his or her willingness to make a 
gift of securities by electronic transfer.  The development officer should contact the 
Office of Planned Giving to coordinate the transfer process. 

 
a. The development officer should prepare a letter for the donor's signature stating the 

designation of the gift, if any, which letter should be sent to the donor prior to the 
transfer with a return envelope.   

 
b. The development officer should follow up with the Director of Advancement 
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f. A disclosure statement, signed by the potential donor, reflecting any and all carrying 
costs, including but not limited to taxes, insurance, association dues, membership 
fees and transfer charges. 

      
g. A title insurance commitment issued by a reputable title insurance company 

showing marketable title in the donor, free and clear of encumbrances.  No gift of 
real estate may be accepted until all mortgages, deeds of trust, liens and/or other 
encumbrances have been discharged. 

      
h. An analysis of the marketability of the property. 
      
i. A Phase I environmental assessment by a qualified engineer (required for all real 

estate gifts, regardless of type) indicating that ownership will not expose the 
University to environmental liability 

 
j. A report of the on-site visual inspection by a qualified campus representative or 

consultant.  This inspection should include observation of the adjacent property and 
surrounding area. 

 
k. A review of existing leases (for commercial property)   
 
l. A structural engineering report (where appropriate) 
 
m. Evidence of compliance with the Americans with Disabilities Act (where 

applicable) 
      

Unless waived by the Vice President for Advancement, the donor shall be responsible for 
all costs related to the environmental impact study, title search, marketability study and any 
and all other required reports.  In the event the donor fails to pay such expenses, they shall 
be deducted from the value of the gift. 

      
6. The Gift Acceptance Committee shall review this proposal and make a recommendation 

to the VPFT.  The VPFT shall determine whether the gift should be accepted.  If the 
estimated fair market value of the gift equals or exceeds $1,000,000, the consent of the 
President of the University also shall be required.  If a gift of real property is accepted, 
the VPFT shall notify OA, University Counsel, and the Controller.  OA will record the 
appraised value of the property as a gift. 

    
7. University Counsel shall review any documents, deeds, studies or reports related to the 

proposed gift. In connection with the transfer of real property to the University, the 
donor shall be required to make the following warranties and representations in writing: 

      
a. He or she is the rightful owner of the property. 
      
b. No violations of state, local or federal law exist on the property. 
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inform the donor whether the University plans to re
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b. An estimate of storage costs and any other expenses related to accepting the 
proposed gift.  No perishable property or property that would require special 
facilities or security to be properly safeguarded shall be accepted without the prior 
review and approval of the VPFT. 

      
c. A brief statement of its educational value. 
      
d. The endorsement of the determining University official. 
      
e. An assessment of the possibility of any adverse publicity for the University if the 

gift is accepted. 
      
f. Any special arrangements or stipulations requested by the donor. 
      
g. A qualified appraisal supplied by the donor if the value of the gift is estimated to be 

over $5,000.  If the estimated value is less than $5,000, a knowledgeable University 
official can provide an estimate. 

           
10. The Gift Acceptance Committee will make a recommendation to the VPFT regarding 

the gift.  The VPFT will decide whether the University will accept the gift and inform 
the Director of Planned giving of his/her decision.   

      
12. The Director of Planned Giving will notify OA, the University Counsel, and the 

Controller of the gift.  Advancement Services will record the appraised value of the gift.  
 
13. Loyola shall not provide the donor with a value of the gift for IRS reporting purposes.   

The donor shall be responsible for obtaining a qualified appraisal of the property to 
attach to the donor's income tax return.  When the University receives a Form 8283 
from the donor, the Director of Advancement Services is responsible for executing the 
form.  If the property is sold within two years of the date gifted, the Director of 
Advancement Services (upon receipt of the sale info
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payout from a CRUT is calculated by applying the fixed percentage to the value of trust, 
valued annually. 

 
A charitable remainder trust may be funded with cas
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The members of the Gift Acceptance Committee may submit to the Committee such revisions 
and refinements to these policies as they deem necessary.   Any proposed changes will be 
reviewed by the entire Gift Acceptance Committee and must be approved by a majority vote of 
the members. 
      
The Vice President for Advancement shall be responsible for disseminating and reviewing this 
policy periodically within OA.  
      
The Director of Planned Giving will be responsible for disseminating and reviewing this policy 
periodically with appropriate University officials outside OA. 
      
It is recommended that such reviews occur no less than every two years. 


