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TOWN DONATIONS PROCEDURES

ProcedureNo.:...............................................1- 08-8

Effective Date:........................ September 25, 2008

Revision to Procedure No.:.................... 1- 08- 5

APPROVED:    
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Peter B. Elwell, Town Manager

OBJECTIVE:    To formally establish clear procedures for implementation of the
donations policy adopted by the Town Council at the January 8,
2008 Town Council meeting.

RESPONSIBILITY:   Department directors and/or the Town Manager shall be
responsible for the implementation of this procedure.  The Finance

Director shall be responsible for ensuring completion of those
actions required of the Finance Department.   Town Council is

responsible for approving certain donations as described below.

DEFINITIONS: Donation: May refer to either money or items.
Donations of food are exempted from this

policy.)
Town budget:    Refers to the Town Council adopted budget,

the Equipment Replacement Program, or the

approved five-year Capital Improvement

Program

Department director:  May also refer to his or her designee
Town Manager: May also refer to his or her designee

POLICY:   Donations with a value over$ 25, 000, which are not included in the

Town budget or the Council- approved Capital Improvement

Program ( CIP) or Equipment Replacement Fund ( ERF), must be

individually approved by Town Council.    All other donations

require administrative approval under the following guidelines:

Donations of any value, which are of or for items included in
the Town budget, are subject to the approval of the department

director or Town Manager, as appropriate.
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Donations of money are accepted so long as items bought with
the donated money follow the same guidelines as those of a
donated item.

Donations of items with a value of$ 25, 000 or less, which are

not included in the Town budget,   may be approved by the
department director if there will be no future maintenance or

replacement cost, but are subject to the approval of the Town

Manager if there could or would be future maintenance or

replacement cost.

The department director or Town Manager may seek Town
Council approval of any donation which they determine should be
subject to Town Council review.

PROCEDURE:

Donations of cash or gift cards will not be accepted, with the

exception of gift certificates or cards donated to the Recreation

Department for the use as program prizes.  Said certificates or

cards will be subject to appropriate cash handling and tracking
procedures to insure accountability.

Departments must follow the Town' s formal written

purchasing procedures when using donation funding to buy an
item.

If the Town receives a donation for an item in the ERF that is

not scheduled for purchase until a future date, the department

shall use the donation when the next available purchase for

such item occurs in the ERF.  Acceleration of such purchases is

allowed only upon the advance written approval of the Town
Manager.

All donations shall be reported to the Finance Department for

processing and recording.

The Finance Department will administer a central database,

which shall record the date of every donation,  name and
address of donor, purpose of the donation and the amount of

the donation.  Departments should submit such information to

the Finance Department the same business day the donation is
received.

CONSIDERATIONS: When determining whether to accept a donation, the department
director and/or Town Manager should consider whether the public,

professional or community benefit is clear.  The Town should also
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avoid any impression that a private entity might receive a favor,
naming rights, or any other quid pro quo consideration from the
Town or a Town official in exchange for the donation.
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