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This instruction implements Air Force Policy Directive 51-6, Civil Law for Organizational 
Activities.  This instruction established the procedures for the receiving, processing, accounting 
and management of financial grants and gifts of tangible property or education and training 

events which are designated for use in the 59th Medical Wing (MDW).  This instruction is 
applicable to all personnel assigned or attached to the 59 MDW.  This instruction does not apply 

to the Air National Guard or Air Force Reserve.  Refer recommended changes and questions 
about this publication to the Office of Primary Responsibility using the AF Form 847, 
Recommendation for Change of Publication.  Ensure that all records created as a result of 

processes prescribed in this publication are maintained IAW Air Force Manual 33-363, 
Management of Records, and disposed of IAW Air Force Records Information Management 
System Records Disposition Schedule.  
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1.  Responsibilities 

1.1.  59 MDW Personnel. 

1.1.1.  Shall NOT solicit gifts or grants of money or property from private individuals, 
private or commercial enterprises, non-profit organizations, or non-federal entities.  
Responding to an announcement or invitation to apply for resources which is open to 

DoD members (e.g. submitting a formal competitive research grant application) is not 
solicitation and is authorized. 

1.1.2.  Must NOT personally accept funds or gifts of tangible property except as 
approved by 59 MDW/CC or 59 MDW/CV for travel related items. 

1.1.3.  Must NOT accept gratuities (e.g., free meals) while attending education and 

training events on official temporary duty (TDY) unless that meal is reflected on TDY 
orders as part of registration or per diem and NOT claimed on travel voucher. 

1.1.4.  Must refer all proffers of gifts packages and letters to the 59 MDW Resource 
Management Office (building 4550, 59 MDW/SGARB) to process for legal and 
command review and approval. 

1.1.5.  Principal Investigators (PI), Clinical Research Department, will internally monitor 
and track the status of proffered services and/or supplies.  For regulatory compliance, all 

PIs are required to file a research protocol with the Clinical Research Division that 
includes an annual progress report as well as a status of proffered services and/or 
supplies. 

1.1.5.1.  Monthly, PIs shall provide to 59 MDW/SGARB the accounting data from 
the annual progress reports for (1) activities of administrative and technical personnel 

whose services were proffered in support of clinical investigations and (2) the use of 
legally proffered gifts or grants of tangible property. 

1.1.5.2.  PIs must meet all requirements for processing gifts and grants at the 59 

MDW. 

1.2.  Base Legal Office.  Reviews all travel gifts and grants for individuals. 

1.3.  Medical Legal Office.  Reviews all supply, equipment, and software gifts and grants for 
the use and/or benefit of a particular group, or agency of the Government (Air Force). 

1.4.  59 MDSS/Medical Information Systems Flight. 
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1.4.1.  Review and coordinate on all gifts containing communications or computer 

software or hardware, and when necessary, provide comments to ensure interoperability 
between existing or planned 59 MDW systems or communications architectures. 

1.4.2.  Install or assist in the installation of all systems or communications equipment 
received from Medical Logistics. 

1.4.3.  Maintain a complete record file on all proffered systems or communications 

equipment. 

1.5.  59 MLRS/SGSKM/Medical Logistics. 

1.5.1.  Coordinate on all gifts related to supplies or equipment. 

1.5.2.  Serve as the point of receipt for all proffered supply and equipment (including 
communications and computer software or hardware) items after being notified by 59 

MDW/SGARB that the proffers have been accepted by the 59 MDW Commander. 

1.5.3.  Ensure 59 MLRS/SGSKM has indexed all equipment items; forward all systems 

equipment to Medical Information Systems. 

1.5.4.  Maintain a complete record file on all gifts of supplies and equipment proffered to 
59 MDW except for the systems items whose records will be maintained by the Medical 

Information Systems Flight. 

1.6.  59 MDW/SGARB/Resource Management Office. 

1.6.1.  Serve as the central coordinating office for all gifts proffered to the 59 MDW.  
Prior to legal approval, 59 MDW/SGARB will prepare all necessary support 
documentation and staff each gift proffer through the appropriate offices prior to 

acceptance.  This includes: education and training for educational proffers pertaining to 
residents, fellows, or staff personnel; Medical Information Systems Flight for systems 

equipment proffers; Medical Logistics for equipment and supply proffers; and other 
squadron or flights if needed. 

1.6.2.  Notify Medical Logistics of the acceptance or non-acceptance.  If accepted, 

provide civilian agency additional information based on item proffered (e.g., mailing 
address for purchases).  Notify appropriate offices in 59 MDW. 

1.6.3.  Maintain files and database of all gifts.  Prepare semi-annual report of all outside 
sources for TDY to HQ USAF/JAG, in accordance with Title 31, United States Code, 
Section 1353, Acceptance of Travel and Related Expenses from Non-Federal Sources. 

1.6.4.  59 MDW/SGARB will be responsible for the deposit of funds into the Trust Fund 
Receipt Account.  Defense Finance and Accounting Service (DFAS) will establish budget 

authorizations and allocate funds to HQ AETC/FM. 

2.  Procedures 

2.1.  Classification of Gifts of Travel Offered by Non-Federal Source: 

2.1.1.  In-Kind – The Non-Federal Source, donor or vendor, provides prepaid airfare, 
lodging, etc. for use by the traveler. 
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2.1.2.  Funds – The Non-Federal Source provides a check to 59 MDW equal to the 

estimated travel costs associated with the travel requirement. 

2.2.  Procedures for submitting Gifts of Travel Offered by Non-Federal Source: 

2.2.1.  When processing a gift offering “in-kind” must be to 59 MDW/SGARB 30 days 

prior to travel to ensure enough time for proper coordination.  Coordination includes 
group routing (package approval can be by either the group commander for staff 

physicians or graduate medical education (GME) designee for fellows/residents, legal 
brief preparation and coordination, and ultimately Vice Commander’s 

approval/disapproval. 

2.2.1.1.  The approved or disapproved package will be returned to the 59 
MDW/SGARB for dissemination to the program coordinator, staff physician or 

traveler. 

2.2.1.2.  If the gift proffer has been approved, a travel authorization will be processed 

in the Defense Travel System (DTS) along with an attached copy of the routed 
transmittal form, approval letter signed by the Vice Commander, and the proffer letter 
from the donor. 

2.2.1.3.  All “in-kind” authorizations will have no monies associated with the travel.  
This is considered a “no-pay” authorization.  Member will select “duty days no per 

diem” in the per diem entitlements section of the authorization; this will zero out all 
costs for this requirement. 

2.2.1.4.  The program coordinator, staff physician or traveler will select the “gift 

program” routing lists for any gift and grants packages for approval in DTS.  Upon 
the members return, a “no-pay” voucher will be established by the traveler, signed 

and approved to close out the settlement. 

2.2.2.  When processing a gift proffer offering “funds” and or “in-kind” must be to 59 

MDW/SGARB 60 days prior to travel/receipt to ensure enough time for proper 

coordination.  This includes:  submittal of the check along with the proffer letter from 
the donor, group routing (package approval by either the group commander for travelers 

or GME designee for fellows/residents) legal brief preparation and coordination, 
approval/disapproval by the Vice Commander, and check deposit and allocation of funds 
from HQ AETC/FM. 

2.2.2.1.  Once the legal brief is complete and submitted to the Vice Commander for 
approval, it will be for both “in-kind” and “funds” portion of the proffer.  After 

approval is granted, a travel authorization will be processed in DTS to include as 
attachments the routed transmittal form, approval letter signed by the Vice 
Commander, and proffer letter from the donor. 

2.2.2.2.  The member or program coordinator will only include the “funds” portion of 
the gift on the travel authorization in DTS.  The “gift program” routing list will be a 

selection to route the package to 59 MDW/SGARB for approval. 

2.2.2.3.  Upon the member’s return a voucher will be filed with receipts of the 
associated costs for the trip.  Once the member has filed the voucher and it has been 

approved, 59 MDW/SGARB will review the amount of the check submitted for the 
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“funds” portion of the requirement for a possible reimbursement of residual funds due 

back to the donor. 

2.2.2.4.  A Standard Form (SF) 1047, Public Voucher for Refunds, will be processed 

by the 59 MDW/SGARB Gift & Grant Program Coordinator to include donor’s 
name, address, Tax Identification number and DUNS/CAGE CODE (if on a recurring 
basis). 

2.3.  Proffer packages should include the following as a minimum: 

2.3.1.  Proffer letter must be on appropriate company letterhead and include a 

certification statement, donor or vendor’s signature block, address, phone number, e-mail 
address, and must be signed and dated by the company representative (See Attachment 
2). 

2.3.1.1.  Approved AF Form 988, Leave Request/Authorization or internal leave form, 
if applicable. 

2.3.1.2.  Non-Federal travel memorandum. 

2.3.1.3.  Organization benefit memorandum. 

2.3.1.4.  Supporting documentation (agenda, brochures, etc). 

2.3.1.5.  Must complete both the Proffer Letter and Staff Traveler checklists and 
submit with proffer package (see Attachments 7). 

2.3.1.6.  Member is required to provide 59 MDW/SGARB with completed documents 
that have been routed and signed by all required parties. 

2.3.1.7.  If the proffer package does not meet all necessary requirements, the proffer 

package will be returned with an official memorandum stating specifically why the 
package could not be processed (See Attachment 3). 

2.3.1.8.  If the proffer package is not received 30 days in advance for in-kind gifts or 
60 days in advance for “funds” or combination gifts, GME Chief or group designee 
approval will be required to process the delinquent proffer package. 

2.3.1.9.  If the donor is an Internal Revenue Code (IRC) 501(c)(3) not for profit 
organization, written verification of IRC 501(c)(3) status from the donor is 

mandatory. 

2.3.2.  Program Coordinator/Resident/Fellow–Ensure GME budget office coordination 
for supplemental funding of gift and grant travel packages. 

2.3.3.  When creating the travel authorization in DTS please attach the approved grant 
transmittal, acceptance letter, and proffer letter as the substantiating records in DTS. 

2.3.4.  If the gift is approved “in-kind”, the travel authorization in DTS should reflect a 
No Pay authorization.  As a No Pay voucher must be filed to close out the settlement. 

2.3.5.  If the gift is approved as “funds”, the travel authorization in DTS should reflect all 

approved expenses.  A voucher must be filed with all pertinent receipts to close out the 
settlement.  If claiming the expense, a receipt must be attached to the voucher.  Group 

coordination is required for supplemental “funds” (Non-Resident/Fellow). 
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2.3.5.1.  The Gift & Grant Coordinator  deposits funds received as gifts or proceeds 

from the sale or investment of these gifts into Account 578928.  Do not deposit gifts 
in this account until the offer has been accepted (See AFI 51-601, Gifts to the 

Department of the Air Force, paragraph 3.17.4.4). 

2.3.5.2.  Officials authorized to accept gifts will direct the 59 MDW/SGARB Gift & 
Grant Program Coordinator to deposit gift “funds” to the Trust Fund Receipt Account 

578928 and forward a copy of DD Form 1131, Cash Collection Voucher, or SF 1081, 
Voucher and Schedule of Withdrawals and Credits to DFAS-DE/ADRA with a 

request for issuance of Allocation/Authority documents. DFAS-DE/ADRA will issue 
a Budget Authorization/Allocation document to the Major Command under 
appropriation 578928 “funds” cannot be spent until Budget Authorization/Allocation 

documents have been received and recorded (AFI 51-601, paragraph 3.17.4.1). 

2.3.6.  If the gift is approved “in-kind” and “funds”, approved expenses must be added to 

 the authorization.  Only the approved expenses can be claimed on the voucher to 
close out the settlement.  Group coordination is required for supplemental funds (Non-
Resident/Fellow). 

2.3.6.1.  If the gift is “funds” and actual travel and subsistence expenses are less than 
the approved expense, the difference between the actual expenses and the payment 

from the Non-Federal Source will be reimbursed to the Non-Federal agency 
immediately upon completion of the DTS voucher. 

2.3.6.2.  If the gift is “funds” and actual travel and subsistence expenses are more 

than the approved expense, the difference between the actual expenses and the 
payment from the Non-Federal Source will be paid from the traveler’s respective 

group account. 

2.3.6.3.  59 MDW/SGARB maintains a zero account balance for “funds” received 
from Non-Federal agencies. 

2.4.  Gifts of Food or Beverages from Vendors and Other Commercial Activities. 

2.4.1.  Commercial vendors/representatives and others seeking business with the 59 

MDW will not provide gifts of food or beverages at 59 MDW facilities (Per 59 MDWI 
23-102, Policies for Commercial Vendors and Representatives). 

2.5.  Gifts other than travel (supplies, equipment, or technical support). 

2.5.1.  Member is required to provide 59 MDW/SGARB with a completed “Offer of Gift 
of the Use of Equipment and/or Supplies” that has been routed and accepted by all 

required parties including the 59 MDW/CC (See Attachment 4). 

2.5.2.  Member is required to provide 59 MDW/SGARB with all offers from the donor on 
company letterhead (See Attachment 5).  The letter must be addressed to the current 59 

MDW/CC and include the company representative’s signature block, a description of 
what is being offered, the total value of the support, the department in receipt of the gift, 

and a certification statement in conformance with Title 10, United States Code, Section 
2601, General Gift Funds. 
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2.5.3.  Member submitting the gift package is required to provide 59 MDW/SGARB with 

a completed “Checklist for Gift of Equipment to 59th Medical Wing” upon submission of 
supplies, equipment, or technical support gift package (See Attachment 7). 

2.5.4.  A legally accepted Memorandum of Understanding is required for services of 
technical support.  Offer and all supporting documents are provided to 59 MDW/SGARB 
within 60 days of the date of the proffer letter.  Once support is accepted, the individual’s 

supervisor is responsible for ensuring individual has all required documents, training, etc. 

2.5.5.  Gifts of supplies, equipment, or technical support provided through the Henry M. 

Jackson Foundation do not require internal coordination through 59 MDW/SGARB. 

2.6.  Deposit of funds from Non-Federal Source when gift is “funds” (food, taxi, registration, 
etc).  IAW AFI 51-601, paragraph 3.16.4.2, the Non-Federal Source must submit a check to 

59 MDW and DSSN 3801 for the amount of the “funds” portion of the gift or grant letter. 

2.6.1.  In all instances, 59 MDW/SGARB will review the data from the donor and 

member.  If documents are in order, 59 MDW/SGARB will provide the 59 MDW 
Commander or Vice Commander an acceptance letter, brief description of the gift, and 
gifts and grants coordination sheets.  The documents are then routed for proper 

coordination and signature.  59 MDW/SGARB will then deposit the check into the gift 
fund (Fund Code 75). 

2.6.2.  When the gift is accepted by the 59 MDW Commander or Vice Commander, 59 
MDW/SGARB will notify the appropriate point of contact in the 59 MDW and the 
proffering agency.  At End of Month, 59 MDW/SGARB will process the DFAS letters 

upon receipt of payment.  DFAS will review and initiate a Funding Authorization 
Document, which will be forwarded to 59 MDW/SGARB for dis tribution.  59 

MDW/SGARB now has authority to execute funds received. 

 

MICHAEL W. GLASS, Colonel, USAF, MSC 

Administrator, 59th Medical Wing 
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Attachment 1 

GLOSSARY OF REFERENCES AND SUPPORTING INFORMATION 

References 

AFPD 51-6, Civil Law for Organizational Activities, 18 October 1993 

AFI 51-601, Gifts to the Department of the Air Force, 26 November 2003 

DODR 7000.14V, DOD Financial Management Regulations; and the Joint Travel Regulation, 

April 2001 

59MDWI 23-102, Policies for Commercial Vendors and Representatives, 5 February 2014 

Title 10, United States Code, Section 2601, General Gift Funds, 07 January 2011 

Title 31, United States Code, Section 1353, Acceptance of Travel and Related Expenses from 
Non-Federal Sources, 1 February 2010 

Adopted Forms 

AF Form 847, Recommendation for Change of Publication 

AF Form 988, Leave Request/Authorization 

DD Form 1131, Cash Collection Voucher 

SF 1047, Public Voucher for Refunds 

SF 1081, Voucher and Schedule of Withdrawals and Credits 

Abbreviations and Acronyms 

DFAS—Defense Finance and Accounting Service 

DTS—Defense Travel System 

GME—Graduate Medical Education 

IAW—In Accordance With 

IRC—Internal Revenue Code 

MDW—Medical Wing 

PI—Principal Investigator 

SF—Standard Form 

SGARB—Resource Management/Budget Office 

TDY—Temporary Duty 

Terms 

Gift—Contribution, donation, bequest, or devise of real property, tangible, or intangible personal 
property.  A gift is the voluntary, non-reciprocal transfer of money or property from a donor to 

an institution.  The donor may be an individual, a corporation or a non- profit organization.  The 
donor does not expect anything of value in return other than recognition and does not have 
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control over expenditure.  A gift may meet the interests of the donor and can be restricted or 

unrestricted.  A restricted gift is a contribution designated for a specific purpose, program or 
project.  If the donor does not specify any restrictions, the gift is unrestricted and the institution 

allocates the funds at its own discretion. 

Gift to the Department of the Air Force—A gift offered to the United States, or to the 
Secretary of the Air Force acting on behalf of the United States. 

Gift of Services—Performance of work or labor on behalf of the Air Force with no expectation 
of payment. 

Gift of Travel—Funds—The donor may pay the government in advance for all, part, or none of 
the travel costs.  If the donor does not pay for the entire cost of the travel up front, it asks the 
government to pay the remaining costs before the travel occurs.  When the member comes back 

to settle the travel voucher, the donor refunds the government whatever remaining amount it 
previously agreed to pay, up to the total government-paid cost of the travel. 

Gift of Travel—In-Kind—The donor or vendor pays directly for one or more confirmed travel 
related costs (examples: lodging, ticketed travel, meals).  Traveler will not be reimbursed for in-
kind gifts of travel.  If an in-kind gift does not fully provide for the travel, it may be 

supplemented with a gift of funds, government funds, or some combination of these, up to the 
total cost of the travel. 

Grant—Is the transfer of money or property from a sponsor to an institution that may require 
performance of specific duties such as research, budget reports, progress reports, and return of 
unused funds (examples: sponsored program funding or awards). 
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Attachment 2 

SAMPLE PROFFER LETTER 

Figure 2.1.  Sample Proffer Letter. 

 



59MDWI51-601  12 JANUARY 2016   11  

Attachment 3 

SAMPLE RETURNED PROFFER LETTER 

Figure A3.1.  Sample Returned Proffer Letter. 
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Attachment 4 

SAMPLE LETTER OFFER OF GIFT OF THE USE OF EQUIPMENT AND/OR 

SUPPLIES 

Figure A4.1.  Sample Offer of Gift of the Use of Equipment or Supplies Letter. 
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Attachment 5 

SAMPLE EQUIPMENT LETTER 

Figure A5.1.  Sample Equipment Letter. 
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Attachment 6 

SURVEY FOR GIFT OF EQUIPMENT 

Figure A6.1.  Sample Survey of Gift of Equipment Letter. 
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Attachment 7 

PROFFER LETTER CHECKLIST 

Figure A7.1.  Proffer Letter Checklist. 
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Attachment 8 

TRAVELER CHECKLIST 

Figure A8.1.  Proffer Letter Checklist. 

 
 


