ClTY OF STOUGHTON POLI CY FOR THE SCLI Cl TATI ON,
ACCEPTANCE AND DI STRI BUTI ON OF MONETARY CONTRI BUTI ONS

The Common Council of the Gty of Stoughton recogni zes the val ue
of encouraging contributions for the use of City departnents in
order to defer the need to raise taxes to provide necessary City
services. Private contributions also allow individuals and
organi zations to take an active role in inproving the quality of
life and pronoting w der enjoynent of community activities and
resources. To pronote consistent and best practices by all City
enpl oyees and departnments, and to ensure conpliance with
appl i cable | aws and accounting procedures, the Common Counci l
establishes the followi ng policy and guidelines related to the
solicitation, acceptance, and distribution of donated nonetary
gifts for use by the Gty and its departnents:

1. Solicitation of voluntary contributions shall not violate the
Code of Ethics for local officials under Wsconsin Statutes
and Stoughton Ordinances. 1In addition, no solicitation shal
state or inply that a donation will influence or affect how
the party is treated by Gty officers and enpl oyees.

2. Al fundraising and solicitation efforts shall be consistent
with the m ssions, goals and mandates of the City.
Solicitation for business, commercial, or personal reasons by
City enployees not directly related to City operations is
prohi bited. Al donated funds become public funds upon
acceptance and shall be used and expended for public
pur poses.

3. Al fundraising and solicitation efforts to support Gty
prograns and projects shall be authorized by the Conmon
Council. Council authorization may include continuing
aut hori zation or authorization for a one-tinme only project.

4. Follow ng Council authorization, the Departnment shall obtain
witten approval of the Finance Director/Treasurer regarding
procedures for the fundraising project. Said approval shal
i ncl ude proper accounting protocols for fundraising revenues
and expenditures to be coordinated through the office of the
Finance Director/ Treasurer. No Departnent shall be all owed
to mai ntain a checking or savings account for fundraising
activities that is separate fromthe Cty accounting system

5. Except pursuant to Wsconsin Statutes Section 43.58, which
pertains to public libraries, all donated funds coll ected by
any City officer or enployee shall be, within three (3) days,
provided to the Finance Director/ Treasurer, unless otherw se
aut hori zed by the Common Council. Said funds shall be
recorded in separate accounts established for such donati ons.



7. Al donated funds shall be used for the specific purpose for
whi ch they were solicited and shall be subject to such
policies and guidelines as the Common Council may provide.

No such funds shall be spent w thout Council approval and the
expenditures shall be fully accounted for in the Cty's
accounting systemin accordance with generally accepted
accounting practices.

8. The Departnment conducting the fundraising or solicitation
activity shall inplenment an appropriate nmethod of
acknow edgi ng and t hanki ng donors based upon the type and/or
amount of the donation. The Departnment shall notify the Myor
of major donations and upon the conpletion of the fundraising
effort so that, where appropriate, proper recognition my be
expressed at a neeting of the Common Council .

9. Gty mail services may be used for Council -approved
solicitation or fundraising projects. The Gty and its
Departnents shall not release mailing lists of City enployees
or known donors to individuals or outside organizations.

10. If the use of City building space or equipnent is required,
t he Departnent responsible for the fundraising activity shal
submt a conpleted Facilities Use Request formto the City
Clerk’ office.

11. Inquiries regarding this policy may be directed to the
O fice of the Finance Director/ Treasurer at 873-6677 ext. 102,
or the Ofice of the City Cerk at 873-6677 ext. 103.

ADOPTED BY THE COVMON COUNCI L ON OCTOBER 26, 2004.
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Fire Department Addendum... Donation Policy

1. Asconcerns#7 of the City Policy, donations received for the benefit of the Fire
Department, shall be used exclusively for that purpose only. Donations shall be
categorized as “Ladder Truck Equipment”, or “Misc. Fire Equipment”. Donations
received which have not been designated by the donor for one of these major categories,
shall be given an “undesignated” classification. At the Fire Departments option, monies
may be transferred from the “undesignated” category to other approved categories. The
approval process for the disbursement of Fire Department donated funds shall bein the
following order; A. Fire Department Volunteer member Finance Committee, B. Fire
Chief, C. Normal City disbursement protocol including review by Clerks Department,
Finance Director, Finance Committee, and finally, the City Council. Funds solicited by
the Fire Department are to be used for the purpose intended.

2. The City Purchasing Policy appliesto Fire Department expenditures with one exception:
The bidding requirement threshold shall be $10,000 instead of $5,000.

3. A “petty cash checking account” may be maintained by the Fire Department, out of
donated funds, for their incidental needs. (I.e. necessary purchases where the routine City
disbursement protocol doesn’t work.)

Approved by the Common Council October 26, 2004



