
UTAH SCHOOLS FOR THE DEAF AND THE BLIND

GUIDELINES FOR USE OF DONATED FUNDS

1. PHILOSOPHY
USDB recognizes the desire of individuals, corporations, businesses and organizations to contribute funds and other valuable resources to the agency for the benefit of programs, classes or individual students.   This account will improve the agency’s capability to provide a wide range of learning experiences for sensory impaired children.   Priorities for use of the donated fund account should be based on benefit to the greatest number of students and how the expense relates to special programs.  The Institutional Council and administration have the responsibility to assure that funds from this account are used in accordance with the wishes of donors and in a manner consistent with the mission of the agency.

2. DEFINITIONS
2.1 Available Undesignated Funds:  Interest from the donated fund account for the previous year, plus 75% of undesignated funds received during the previous fiscal year shall constitute available donated funds.
2.2 Benefactor:  Any individual, corporation, business, organization or agency making a donation of funds accepted into the donated fund account.
2.3 Designated Funds:  Money donated to USDB for a purpose specified by the benefactor.
2.4 Undesignated Funds:  Money donated to USDB for general non specified purposes by a benefactor.
3. PROCEDURES

3.1 Solicitation of Funds:  Solicitation, appeals or requests for funds by staff or school sponsored student organizations of USDB shall be approved in advance by the Superintendent.  The purpose for which the funds are being solicited should be clear and consistent with the mission of the agency.  Any funds received as a result of the solicitation will be used in accordance with the purposes stated in the request.
3.2 Receipt and Acknowledgements:  Any funds received by USDB staff resulting from activities associated directly or indirectly with the agency shall be deposited in the donated fund account.  School-sponsored organization funds are the responsibility of the organization.  Money received and receipted will be put in an account for that organization.  The Business Office and/or the Alternative Resources Office will issue appropriate receipts.  The Superintendent, or a designee, will send a letter of appreciation and acknowledgement, along with a receipt, to the benefactor.
3.3 Use of Designated Funds:  Designated funds must be spent for the purpose specified by the benefactor.  All requests must be approved by the Program Director and by the Superintendent or designee to withdraw funds from a designated account.  Approval for withdrawal will be based on a clear relationship between the purpose designated and the request(s).
3.3.1 Funds received through solicitation will be deposited into a designated account.  The Business Office will maintain a separate designated account for each specific purpose for which funds have been donated.
3.3.2 When accessing designated funds for the purpose of a purchase order, a requisition must be entered into the PO system.   The source of the designated funds must be provided in the note section.  A “Request for Donated Funds” form (USDB 139.1) must then be submitted indicating a reference to the source of the designated funds, the requisition number When accessing designated funds for the purpose of a purchase order, a requisition must be entered into the PO system.   The source of the designated funds must be provided in the note section.  A “Request for Donated Funds” form (USDB 139.1) must then be submitted indicating a reference to the source of the designated funds, the requisition number and the purpose for which the funds will be used.  The Business Office will be responsible for issuing the purchase order and making payment once the order has been received.
3.3.3 When it is necessary to access cash for a student activity, submit a completed “Request for Donated Funds” form (USDB 139.1) indicating clearly when the cash is needed.  Upon completion of the activity or purchase, the receipts and any remaining funds must be submitted to the Business Office.
3.3.4 In situations where the request is to make payment to a vendor or reimburse an employee for approved expenditures, submit a completed “Request for Donated Funds” form (USDB 139.1) with the invoice or itemized receipts attached.
3.4 Use and Management of Undesignated Funds:  The following guidelines shall be used for management of undesignated funds.
3.4.1 The amount of undesignated funds available for the current fiscal year will be calculated by the Business Office and reported to the Institutional Council at the beginning of each fiscal year.
3.4.1.1 Interest from the donated fund account for the previous year, plus 75% of undesignated funds received during the previous fiscal year shall constitute available donated funds.
3.4.1.2 Ten percent of available undesignated funds may be used at the discretion of the Superintendent in accordance with provision of this policy.
3.4.2 Requests to use available undesignated donated account money will be made through written application, using form “Request for Donated Funds” form (USDB 139.1) submitted to the Superintendent’s Office.  The application form and any other information will include the following related information:
3.4.2.1 Number of students who benefit directly and indirectly from the request.
3.4.2.2 Exact costs of project, material, equipment, or activity including transportation, registrations, etc., when appropriate.
3.4.2.3 Efforts made to provide matching funds or obtain other funding sources.
3.4.2.4 List name(s) of person(s) or organization(s) where solicitation for funds have been made.
3.4.2.5 Other information helpful in demonstrating the benefit and importance of the proposal as appropriate.
3.4.3 A committee of three with one alternate will be appointed for an annual fiscal term by the Superintendent to review requests for available funds.  A member of the Institutional Council shall be appointed by the chairperson to serve on the review committee.  The committee will first determine if the request should be funded based on benefit to students and/or USDB.  The committee will rank requests selected for use of available funds and present a recommendation to the Superintendent.  If a committee member’s request is under consideration, the alternate committee member will assist with the selection process.  Official notification as to the decision on each request will be given by the Superintendent’s Office.  Requests not approved because funds have been expended may be resubmitted for later consideration.
3.4.4 Each proposal will be considered by the Superintendent on its own merit.  The Superintendent may approve, disapprove or, when the amount requested exceeds $1,000, recommend action from the Institutional Council.
3.4.5 Requests for use of undesignated funds in excess of $1,000, or which require expenses in excess of the funds normally available during the current year, must be approved by the Institutional Council.

4. REPORTING OF EXPENDITURES
4.1
Regular reports of receipts and expenditures of donated fund account transactions will be made monthly to the Institutional Council.  When requested or advisable, a listing of expenditures for designated funds will be reported to the donor(s).
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