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University of Notre Dame

Charity Gaming Policy

Charity gaming events must be approved by the legal department, athletics, or student activities.  Upon approval, the proper license must be obtained from the Indiana department of revenue.  Please see the departments noted above for the application and instructions.  

I. Background

a. The Indiana Department of Revenue mandates several record keeping requirements for entities that conduct charity gaming events:

i. Keep a separate ledger for charitable gaming activities, recording all proceeds from an event and related activities, as well as all expenses.

ii. Deposit funds received from a charity gaming event into a separate and segregated account set up for that purpose.  All expenses of an organization with respect to an allowable event must be paid from this account. 

iii. Provide a financial report of charitable gaming activities listing the amounts received from each type of gaming activity conducted at the allowable event, along with a detailed record of expenses incurred for these events (e.g. breakdown of type of event as well as types and amounts of prizes awarded). 

iv. Complete the required financial form for the event. These forms must be filed within 10 days after the single event has been conducted and must show all income and expenses.  Copies of these reports must be kept and will be used to figure license renewal fees for future licenses.  

b. In order to comply with the above requirements, the following accounting procedures should be followed for all University-sponsored charity gaming events.

II. Ledger Number

a. Depending upon who manages the gaming event, one of the following FO-P’s should be used in conjunction with a unique activity code to track the activity for the event:

i. 830000-59000-xxxxx-97-700xx “Charity Gaming-Athletics”

ii. 830010-59000-xxxxx-97-700xx “Charity Gaming-Student Activities”

iii. 830020-59000-xxxxx-97-700xx “Charity Gaming-Other” (managed by General Counsel)

b. Please use the “Activity Code Request” form found on the Controller’s webpage to request a new activity code for each new charity gaming event.  

i. Activity codes for charity gaming events will be assigned in the range of 70000-70099.

ii. A date for the event must be supplied, so that AFS can reconcile and close the activity code after the 10 day window for reporting on the event passes

III. Deposit Instructions

a. A separate and segregated account has been established at 1st Source Bank to process all charity gaming activity.  A bank code of YA has been assigned and corresponds to FOAP 999999-58050-11128-99.

b. Please follow established deposit instructions for Brink’s pick-up, but utilize an endorsement stamp, deposit slips (1st Source and ND) and deposit bags specific to charity gaming.  These items can be obtained from Stacy Koebel-Harder, Manager of the Unrestricted Fund.  

c. Please write the activity code for the specific event on the endorsement line, so if the check comes back NSF we know which event it relates to.  

IV. Disbursement Instructions

a. Payment requests should be made using the regular Check Requisition form.  To ensure that expenses of the event are paid from the separate bank account, the form should be sent to Ed Verhamme, Accounts Payable Supervisor, 730 Grace Hall.  At the top of the form, prominently indicate “Charity Gaming Event”.   Since these requests are infrequent, and due to the high volume of daily mail received by the Accounts Payable Department, this special handling will prevent the request from being inadvertently paid as part of the normal process.

b. Use of purchase orders from the buyND system would make it difficult to ensure that payment is made from the separate bank account.   Contact Ed Verhamme, Accounts Payable Supervisor, if you have items that are required to be purchased through buyND.

V. Reconciliation and Closing

a. Responsible Party

i. The University department/club/etc. with responsibility for running the event is also responsible for ensuring the net activity in the ledger is cleared to zero within 10 days of the event.

b. Closing Out the Event

i. If the event results in a net loss, the cost of the event should be cleared via a journal entry to an appropriate University department/club/etc.  

ii. If the event results in a net profit, the funds should be cleared either through a journal entry, if a University department/club is the benefiting party, or through a disbursement if an outside party is the benefiting party.

c. Cash Balances

i. The Treasury Office will monitor the bank account balance to ensure adequate funding exists in the account to support current gaming events.

