
UTAH SCHOOLS FOR THE DEAF AND THE BLIND
FUND RAISING GUIDELINES
1
PHILOSOPHY
USDB recognizes the desire of individuals and organizations to contribute funds and other valuable resources to the agency for the benefit of programs, classes or individual students.  Fund raising activities must preserve the dignity and privacy of students and avoid any form of exploitation.  The following guidelines are established to assure coordination and appropriate accounting of acquisition and expenditures of funds.  Fund Raising activities should be beneficial to USDB students, staff and educational programs.  There should be a defined purpose for fund raising activities and all funds raised should directly benefit that purpose.

2
DEFINITION
Fund raising includes cultivation of potential resources and may include donations of cash, materials, equipment, special services, real estate, stocks, bonds, beneficiaries of life insurance policies, estates, living trusts, or other non cash donations that provide a service or value for USDB.
3
PROCEDURE
3.1 
All fund raising activities must be coordinated through the Office of Public Affairs and Development so there is no duplication of efforts.  A Fund Raising Activity Form is available through the Office of Public Affairs.  This form must be completed and approved prior to the fund raising activity in order to coordinate all agency fund raising efforts.  

3.2
Any donation or funds received through fund raising activities must be deposited in the USDB business office for proper accounting.  The Office of Public Affairs will maintain donor information in a database for reporting purposes.
3.3
Any efforts by USDB employees to solicit, encourage, or participate in fund raising activities must be done without personal or financial gain or conflict of interest.

3.4
All fund raising by outside groups or individuals must be approved through the Office of Public Affairs and Development if the group or individual uses the name of USDB in the promotional materials for their fund raising activity.    

3.5
Any donation of property or equipment accepted on behalf of USDB becomes state property and may not be given away to any private individual.  Once a donation has been received it may not be returned to the donor nor given away to any private individual.

3.6 
Donations of materials, physical items and supplies are considered an in-kind donation and must be accounted for.   A proper description of the donated item, name of donor and contact information must be received at the time of the donation in order to properly acknowledge the donor.

3.7
USDB is not in the position to give the donor a dollar value for their donated items of materials and supplies.   A receipt will be sent to the donor acknowledging the donation for the donor’s tax purposes.   It is the responsibility of the donor to put a dollar value on their donation, not USDB.

3.8
USDB may not accept a donation if it is determined that there is not a direct benefit to the agency.  

3.9
All donations of non consumable materials or equipment i.e. wheel chairs; adaptive equipment, furniture, etc. should be given to the Educational Resource Center to be cataloged.  These items become state property and may be checked out through the ERC.

3.10
All consumable items donated to USDB do not need to be cataloged i.e. diapers, baby wipes, etc.  USDB staff will be informed of such donations and these items may be distributed in house.

3.11
All donors will be acknowledging for their donation by a written thank you letter.  This activity will be handled through the Office of Public Affairs and Development.

3.12
All donors may be listed in the USDB Annual Report unless otherwise indicated by donor.

3.13
USDB maintains a Legacy Wall of Giving.  All donors over $1,000 will be acknowledged by including their name and donation amount on an engraved plague on this wall.

3.14
Since USDB provides services throughout the state of Utah a donation of cash or goods may be accepted by any USDB staff person.  All cash donations must be submitted to the USDB Business Office.  Any donation of cash or goods will be reported to the Office of Public Affairs and Development in order to account for the donation, prepare a receipt, and properly acknowledge the donor.
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Fund Raising Activity Form

If you are planning to conduct a fund raiser to support programs or activities that directly support USDB, its students and program, you must complete this form at least one month prior to your fund raising activity and submit to the Office of Public Affairs and Development.  You must get your division director’s approval before submitting this form.

Date



Contact Person:






Phone



Address











City State Zip










Email












Description of Fund Raising Activity







Name of company or individual you are working with:(Tupperware, Sees Candy, Red Apple)











Total funds expect to raise









Who will benefit from funds raised?







Number of students



Location of program




Date of proposed fund raising activity
From


to



Director Approval






Date



Public Affairs Approval




           Date



Superintendent Approval
    



           Date



Please return this form to:

Utah Schools for the Deaf and the Blind

Kimberley Smale, Public Relations

742 Harrison Blvd.

Ogden, Utah 84404

