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Definition

A pledge is a solemn promise that a donor agreed upon and signed to satisfy a financial commitment at a
future date. This promise is fulfilled according to the terms set forth by the donor. Pledges of this nature
may be legally enforceable and subject to state law.

Purpose
To provide clear guidelines on handling of pledge policies that define the types of assets that are
acceptable for use by the Cal Poly Pomona Philanthropic Foundation (the Foundation).

Policy

The Foundation will actively and systematically record pledge receivables when it is documented by a
formal written agreement, referred to as a pledge agreement. Pledge agreements should clearly state:
donor(s) name, amount of the pledge, schedule of payments (not to exceed 5 years), purpose and use of
the gift and acknowledgement by all parties of unconditional nature of the pledge. Pledges will be recorded
at its face value once the agreement is fully executed and agreed upon by all parties.

Pledge Reminders

On the 1t business day of each month, the Assistant Director of Gift Administration & Reporting, in
consultation with the Director of Donor Relations & Stewardship will review the outstanding pledges (not
including annual fund pledges) with upcoming and past due payment and consult with the Directors of
Development (DOD) for follow-up with respective donor(s).

By the 10™ of the month, DOD’s are to respond with an update A contact report is to be entered in the
donor database regarding any communication with respective donor(s).
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Pledge reminders will be sent quarterly. A contact report will be added to the donor database for each
donor a reminder was sent. Any documents (letter, email, etc.) should be added to the contact report. The
reminder letters and entity notes should be completed no later than the 15™ of the month.

If it is determined that a pledge is to be cancelled, a contact report with the correspondence related to this
decision will be added to the donor record. A pledge cancellation form will be completed by the DOD or the
Assistant Director of Gift Administration & Reporting and routed for signature. The pledge will be marked
cancelled in the donor database and adjusted in the financial system.

Annual Review of Pledges

In May of each year, the Foundation performs an annual review of outstanding pledges, led by the Director
of Advancement Services or their designee and the Associate Vice President of University
Advancement/Chief Operating Officer (COO) or their designee. The review will include all outstanding
pledges including the pledge agreements, schedule of expected payments and the collectability of the pledge
balance. Development Officers will be expected to contact donors with past due balances. Development
Officers are required to enter a contact report into the donor and alumni database outlining the
communication with the donor, the plan for collecting the pledge balance and advise Advancement Services
of the communication. If the due date lapses, the write off process may commence.

Pledges should be written off when no additional payments are expected to be received. Customarily, any
pledge over two years beyond their final fulfillment date will be written off unless there has been expressed
written documentation between the university and the donor or directed otherwise by the Vice President of
University Advancement/Chief Executive Officer (CEO).
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Pledge Cancellation/Write Off Authorization

Pledges are removed from the financial records of the Foundation when a pledge is deemed uncollectible
due to the following reasons:

1. The donor communicates in writing, clearly stating their inability to fulfill the terms of the pledge
agreement and their intent to request cancellation of the terms of the pledge agreement.

2. During the annual review of outstanding pledges, the Director of Advancement Services and the Chief
Operating Officer or their designee, in coordination with Directors of Development determine the
collectability of the pledge is no longer possible as a result of a variety of circumstances, including
current economy, repeated reminders with no payments or communication, the termination of the
program designated by the pledge agreement or other reasons known to either party. This decision
is documented and signed by the Vice President of University Advancement/CEQ.

When a pledge is to be cancelled/written off, a pledge cancellation form will be prepared, including any text
from the donor contact report as backup. Completed forms will be submitted to the Chief Operating Officer
for review with the Chief Executive Officer and final approval. The Foundation Board may be notified of
pledge write offs or cancellations of $10,000 or greater and may receive a cumulative summary of pledge
write-offs annually. The signing authority on Pledge Cancellation/Write Off forms:

e Pledge balance less than $10,000 — Chief Operating Officer

¢ Pledge balance of $10,000 or more — Chief Executive Officer

Write Off Documentation

Executed pledge cancellation forms will be added to the original pledge record in the digital imaging solution.

Reflecting Write Off Adjustments in Financial Statement Receivables

Adjustments to Financial Statement Receivables will be made in line with GASB and GAAP requirements
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