Procedures for Submitting Conditional Gift Fund Donations
A Conditional Gift (CG) Fund Request package should contain the following items in the order listed below:

1. Routing & Transmittal Slip (form is provided)
1. From Originator to recommending official (supervisor/AO)
2. To Ethics Office
3. To gift accepting official for the NCI (Director/Deputy Director) 
2. NIH Gift Checklist  and Validity Survey (form is provided)  
1. Amended to request CAN number too - should be completed by submitting area 
3. Conditional Gift Transmittal Form (form is provided)  
  
4. Letter of Acceptance of the Award (sample is provided)
1. Prepared for the IC Director 's signature
  
5. Letter of Offering or Award from outside organization (from donor)
6.  Gift/Grant Award Terms & Conditions Agreement (if applicable) 
7. Copy of Grant Proposal, poster presentation, or other descriptive documentation (any other documentation that came in with the gift)
For your convenience, we have provided a link to the forms in items 1 – 3 and a sample letter for item 4.  Additional information on the NIH Gifts Administration policy can be found at http://www1.od.nih.gov/oma/manualchapters/management/1135/.  







































