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Alumni and Development Records

Gift Transmittal Form – Credit Card Gift
A spreadsheet may be used in place of a cover sheet.

· Requires full name and address for each donor as well as the credit card number, expiration date and name as it appears on the card.  There is no need to list individual donor names on the cover sheet if you have a pledge card or backup document for each donor that lists their name, address and gift information.
· Requires total gift amount.
· If part of this gift includes a non-gift component, please include the R/3 Code and General Ledger Account Code and amount.
	


Date:


Department:


Contact person and phone number:


	DADD Entity ID
	Full Name & Address of Donor(s)
	R/3 Value/Fund Code
	Gift Amount
	Tech Code
	Comment (e.g. Honor/Memory Of, endowment name, etc. 
	Duke Forward Campaign Code 

	
	
	
	
	
	
	


