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ESTABLISHING A CAL POLY POMONA FOUNDATION ACCOUNT

1.  
An account application form can be obtained from the Foundation Financial Services. The Account Application requires the review and approval of your director/dean and your area head. Please forward the completed application to the Foundation’s Financial Services at 3801 West Temple Ave. Bldg. #55 Pomona, CA 91768.

2. 
Application requires the review and approval of an officer of the Foundation before an account will be created. The Foundation will obtain the additional signatures required to open the account.  Once all approvals have been obtained, an account number will be assigned and the Account Director will be notified.

3.  
For restricted accounts, substantiating documentation for the account (usually correspondence from the donor) must be submitted along with the completed form.   

4. 
An Account Director should be designated for each account.   The Account Director will be responsible for ensuring that the account is managed in accordance with donor restrictions, with IRS guidelines and with the guidelines, policies and procedures of California State Polytechnic University, Pomona, and Cal Poly Pomona Foundation, Inc.  This person will be responsible for working with the Development Officer and/or the Foundation to ensure that any necessary risk insurance is obtained for activities/functions supported by the account.  This person will serve as the Foundation’s contact person for questions on the account.

5.  
In the event that the Account Director or other authorized signatory changes due to departure from or changes in position with the University, a new signatory must be designated and approved by the appropriate area administrator.  Cal Poly Pomona Foundation, Inc. must be notified of any such change, and a Request for Account Change Form must be filed with Cal Poly Pomona Foundation, Inc. or a written memo on office letterhead must come from the appropriate area administrator to designate the new Account Director.

 
A signatory update form for each account must be filed annually with the Foundation.
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