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Employee Donor Agreement Instructions:
Employee Donor - Complete the top portion of the form and apply your digital signature. Click on "Submit by e-mail to Unit Executive Officer," to route the form to your authorized approver.    
Unit Executive Officer - When you receive the form from the Employee Donor, review the form and if deemed acceptable,  complete the lower portion, and apply your digital signature. When you click "Submit by E-mail to UIF and COI Offices," the form will be sent to UIF Gift Administration and your university Conflict of Interest  (COI) Office.   Handwritten forms must be submitted to UIF and your university COI Office. 
Users will be prompted to create an Adobe certificate-based digital approval.  Upon signing you will be asked to save a copy of the form for your records.  If you have not used a digital approval before, reference the document, Setting up your Adobe Digital Signature/Approval, to assist you.  This is a one-time process. Once you have created a digital approval it can be used in other Adobe-based applications.
If you need assistance setting up your preferred e-mail after clicking the send e-mail button, please use the document, How to set up my preferred e-mail in Adobe.  
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Employee Donor Agreement
Employee Donor
Unit contact information, in 6 fields.
By clicking in the "Donor Signature" field below and applying my digital signature, I attest that I understand and agree to the terms and conditions above.  
The funds will support the following system research, programs and/or activities:
Click in the field above to create your digital approval.  Upon signing you will be prompted to save a copy of the form for your records. 
I(we) understand that:
Donating funds must be recorded in a C-FOP controlled by either the unit head or by another faculty or staff member who is not under the supervision of the employee associated with the donation.
Donated funds (or substituted equivalent amounts from other types of funds) cannot be used to fund any or all of the salary of the employee associated with the donation.
If the employee associated with the donation wants to use the donated funds for business travel and/or professional development,  expenditures must be approved by the unit head.  
If the employee associated with the donation has any personal business activities (e.g. consulting services) that involves system students, then those system students are not allowed to receive any type of payments (e.g. wages) or financial aid (e.g. scholarships) from these donated funds. 
Use this form when you are making a donation to your own unit. If you have questions about making this gift, consult UIF Gift Administration at (217) 333-0675 or giftadministration@uif.uillinois.edu.  For questions about conflict of interest implications, consult your university Conflict of Interest Office.  Policy information can be found at Section 11.7 Employee Donations for Programs Under the Perceived Control of the Employee or the University of Illinois  System Policies on Conflicts of Interest.
a)
b)
c)
d)
e)
 Unit Executive Officer Use Only
Unit contact information, in 6 fields.
By clicking in the "Unit Exec Officer" signature field below and applying my digital signature,  I attest that I understand the terms and conditions above and agree to monitor the use of the funds in compliance with OBFS Policies and Procedures, Section 11.10: Expenditure of Gift Funds.
Click in the field above to create your digital approval.  Upon signing you will be prompted to save a copy of the form for your records.  If you have not used a digital signature before use the document, Setting up your Adobe Digital Signature/Approval, to assist you. 
A copy of this fully-executed form will be returned to you by e-mail. Retain it in your unit for the life of the gift. Include a printed copy of the completed form with the gift to University of Illinois Foundation.
If the employee associated with the donation has any personal business activities (e.g. consulting services), then the donated funds must not be used to make payments to those personal business activities. 
f)
Federal tax regulations provide that a gift may not be fully deductible if there is a direct or indirect personal benefit to the donor.  I have been advised to consult with a personal tax advisor to determine if my donations is a deductible charitable contribution. 
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