Gifts & Donations
Common Mistakes Found on Reports
1.  OAA will not accept any reports that have blank cells.  If it doesn't apply, you MUST write in "N/A".

2.  If there is a drop down box, you must select from one of the options listed.

3.  Column "C" (Data Element of Unique Identifier) –for donations that have a unit acquisition cost of $5K or more.  This is an item that is picked up on property lists.  The Unique identifier is the fixed asset/property book number.  It takes time to register property in the appropriate system, therefore please identify “TBD” in the block if registration is in process and make a note to submit the data to us as soon as you have it.  If the items do not fall under this requirement, you must put in "N/A" – It cannot be left blank.   Please ensure the submissions are complete.  The Office of the Administrative Assistant to SECARMY performs a review of past reports to identify previously omitted unique identifiers. If any fall within your reports, they will contact us to request the data.  

4. Column "D" (Valuation method) Methods most commonly used:  
Donor Valued - Donor states value (in offer letter) 
Fair Value - Estimated market price (get from dept store, not discount merchant like Ebay) Face Value -Item that states value on it; i.e., check, gift card amount, ticket, item with price tag affixed, etc.

5.  Column "K" - Type of gift.  Monetary also includes cash gift cards, like VISA, AMEX, MasterCard.  Store gift cards are considered personal property.

6.  Column "L" - Accepted by Whom.  At the Garrison only the DFMWR (if delegated by the Garrison CDR) and the Garrison CDR is authorized to accept gifts/donations.  (Do not confuse with "received by")

7.  Column "P" -Authority.  2601(a) is the authority we accept all gifts/donation under except those for wounded, ill and injured.  2601(b) is for wounded, ill and injured.
Please note the following comments from OAA:

· All reports should use Arial 10 for the font.  

· Dates should be in the MM/DD/YY format
· ALL cells must be filled in.  There can be no blank cells.  Type in N/A if it is not applicable.
· OAA is required to have ALL property book numbers for real property donations that have been accepted by the SecArmy.  Please send in the unique identifiers NLT two week after receipt for all property gifts accepted by SecArmy.
Gifts Accepted by SecArmy:

Reminder:  In addition to the guidance on property accountability, as prescribed by AR 735-5, there are record keeping requirements for all monetary gifts and real or personal property donated and accepted by the Army. These requirements were instituted as a result of the GAO audit of the gift programs for DOD and the Services. 

1. The receiving Army entity of any gift must maintain records for the property for 6 years and 3 months beyond the life of the asset, as prescribed in DOD 7000.14-R

2. Unique Data Element Identifier (property accountability code) for real and personal property:  

OAA is required to maintain a record of all gifts accepted by the Army and the official files for all gifts accepted by the Secretary of the Army. OAA must have the unique data element identifier in their records once the item is placed on the installation’s property book.  Installations must send in their unique identifiers to the IMCOM Gift Office for submission to OAA.
