Deceasing Procedures

Routing Slip
Date:_________________ 

Initiated by: ________________ 

Deceased's Name & ID#:________________________ 

Spouse's Name & ID#: __________________________ 

Route to:                                                                                        

Please initial when finished: 

 ____Linda Wright ‑ Gift Processing (Outstanding Pledges and/or WDEV Gift Resolution)  
____

 ____Twyla Adkisson‑Peak ‑ Research (MP assignments or Research File Exists SRK)
____

 ____Louise Bratzel - Obituary Entry




____

 ____Gina Raney ‑ Deceasing Coordination (When you initiate this form, send original 

              copy to Gina.  When all steps marked have been completed, send completed form to Gina.)   
____

Instructions: 

When learning of a death through a variety of sources (mail, phone call, obituary, memorial gifts, etc.), you should initiate this routing slip if any of the following conditions apply: 

If the person has an unfulfilled gift pledge (GPTI), or if there is a gift on GPTI that was received after the date of death, then route to Linda Wright, Gift Processing.  Note:  If the death occurred before July 1, 1998, run an XGIV.  If there are gifts on the XGIV report, attach it to the routing slip and route to Linda.  If there are no gifts on XGIV, do not route to Linda.

If the person has a current MP: Assignment Track (MPTI screen) or Research File Exists SRK, then route to Twyla Adkisson‑Peak. 

If you have an obituary for the person, complete the DEC procedure and send the obituary to Louise Bratzel for entry. 

When using the routing slip (three‑part form), send the original copy to Gina Raney.  When completing the last step of the routing process, send the pink/routed copy to Gina.  Gina will match up the two copies to assure that all steps have been completed. 

If you have no obituary and the person does not have an unfulfilled gift pledge or a current assignment track, complete the DEC procedures yourself (see procedures).  You do not need to initiate a routing slip in this situation. 

Before you begin the deceasing process, check the PRI and CFC screens for any business links or a contact for a particular business.  Business links and contact roles need to be removed before deceasing an individual.  See procedures for deceasing.  Note that Trusts/Estates are exceptions to this.

If a research file exists on the SRK screen, please notify the research department of this death.

Last updated: 2/13/03 

Original - Gina                    Pink - Route                    Yellow - Initiator
