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Monitoring the bank accounts for
new funding

Checking the mail

Opening the mail

Assign/Take cash to bank for
deposit

Prepare Backup and Assign Batch:

Checks
Prepare Backup and Assign Batch:

Cash
Prepare Backup and Assign Batch:

BBIS

Prepare Backup: University payroll

Import and Assign Batch:
University Payroll

Prepare Backup: GKC payroll

Prepare Backup: GKC charitable

Prepare Backup: GKC non

charitable

The UCF Foundation is growing! In preparation for the campaign, and with the addition of
new team members and roles in the gifts services department and across the foundation,
there was a need to review all tasks conducted by the gift services team.

Conducting this review process provided insights for opportunities to cross train team
members, create or update operating materials for tasks, and realignment of tasks with
specific team members, etc.

All in all, it was a project that provided value and clarity for the team to charge on for the
upcoming campaign season!
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