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Is it a ‘Soft Credit’ situation?
As online payment’s become more popular the distinction must be made as to whether a donor is using an automated payment service or if the Financial Institution is truly the donor.  If this is a check issued by the bank, instead the donor writing the check themselves, it is not a soft credit.  Although the Gift Processing Manager/Gift Coder should have all ready detailed this, here are some hints to help make this decision:

· Is the check issued by a ‘Financial Institution’/Bank but a person(s) name appears on the check too?
· Do any of the following words appear anywhere on the check:
· On-Line
· Donation
· Charity
· Annual Fund
· ‘Any term that may be fund/school specific’
· Pledge Payment
· If any of the following words appear, the check is not a gift and must be forwarded to  the appropriate on-campus location:
· Registration - forward to the registrar
· Tuition – forward to the registrar
· Seminar – Hopefully there will be additional verbiage to the ‘Seminar’ phrase to direct you, or you will know of an event happening on campus and be able to forward this to the appropriate school/group.
· Lecture - – Hopefully there will be additional verbiage to the ‘Lecture’ phrase to direct you, or you will know of an event happening on campus and be able to forward this to the appropriate school/group.
· Scholarship – this is tricky and you must be a bit of a detective.  A scholarship can be a gift or it can be a payment for a student on a scholarship that will be handled by Financial Aid directly.  If the latter is true it will not be a gift
· If you are still unsure check the constituents gift giving 
· establish if they have an outstanding pledge
· ‘Will Consider’ for a particular solicit
· a history of this type of giving

When to Issue a soft Credit
Soft credits may be added to many Constituents of any type.  This will happen automatically if a pre-existing giving relationship has been established.  (The automatic population is triggered by Constituent-A and Constituent-B having a spousal relation and the General_2 tab in the spouse record has the ‘Automatically Soft Credit this individual for gifts’ toggled on/checked.)  If there is no giving relationship pre-established, a soft constituent must be added to the gift when doing data entry.  Below is a detail of how to assign soft credits at SU. There is only two nuances to soft credits and that is ‘Soft Credit Conduit Giving’* and ‘Soft Credit Pass-thru Organizations**.  

NOTE:  These are Seattle University soft credit policies; however RE has been set up to complement this application.  It is also important to distinguish between those checks that are issued by a Financial Institution on behalf of their patron as opposed to those checks truly issued by potential donor (please see the section above for this definition).

1. If a single individual issues a check to SU
Hard 	the individual
Soft 	none

2. If Married Couple giving jointly. 
Hard 	Head of household;
Soft 	Spouse/Partner
Head of Household has been determined in the setup by System Administrator, taking into consideration the Alumnus status as a determinate: ‘the head of household should always be the male except when the female is an Alumna and the male is not’.

3. An Individual who owns a company but issues check on their personal account.
Hard 	the individual
Soft		None
If the Individual has Joint giving the Head of household rule will be applied for both soft and hard credits.

4. An Individual who owns a company and issues a check on their company account.
Hard 	the Company
Soft		the individual
If the Individual has ‘Joint’ giving the partner needs to be soft credited as well.

5. An individual for a Private Foundation issues a check from their personal account.
Hard 	the individual 
Soft		None

6. An individual for a Private Foundation issues a check from their Foundation account.
Hard 	the Private Foundation
Soft		the individual or company
If the Individual has ‘Joint’ giving the partner needs to be soft credited as well.

7. Conduit Giving* - aka: Donor Directed fund - A ‘donor directed fund’ is a conduit agency that retains a donor’s dollars and awaits the donor’s direction to disperse their monies.  (These are agencies like Seattle Foundation or the ‘Washington Education Foundation’, (WEF) and Independent Colleges of Washington, (ICW).)  The conduit agency will issue the check and offer documentation on the appropriate constituent distribution. (It may be one check for several constituents.)  
Hard 	the individual or the company
Soft		Conduit Agency
If the Individual has ‘Joint’ giving the partner needs to be soft credited as well.

8. Pass-thru Organizations** - These are organizations such as United Way.  They issue the check and offer documentation on the appropriate constituent distribution. (It may be one check for several constituents.)  
Hard 	the individual or the company
Soft		Conduit Agency
If the Individual has ‘Joint’ giving the partner needs to be soft credited as well.  Do not soft credit the individuals company of origin. 

If you are in doubt, please ask the Gift Processing Manager/Gift Coder, however the general rule of thumb at SU is; ‘…whoever writes the check gets the hard credit’.
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