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APPLICATION
A. An organization or federation that seeks authorization to participate in the University’s Charitable Giving Campaign must apply to the Director of University Relations, The University of Montana, Missoula, MT 59812.

B. All materials required for eligibility consideration must be received by the specified deadline of the year in which the campaign is to be conducted.

C. Authorization to conduct the campaign shall be given by the President upon recommendation of the Director of University Relations and The University of Montana-Missoula Charitable Giving Executive Committee.

D. The authorization is effective for only the year in which it is given.

E. Upon request of the Campaign Chair, a charitable organization or federation must provide documentation to substantiate the criteria and conditions noted.

F. To ensure that the organizations that wish to participate in the campaign are accurately portraying their programs and benefits, each organization or federation applying to participate must affirm annually that the organization substantiates they meet the stated criteria and conditions.

APPLICATION REQUIREMENTS
A. Organizations or federations applying to participate in The University of Montana-Missoula Charitable Giving Campaign must sign an application and agreement that binds them to the items indicated.

B. Organizations or federations applying must provide all of the following:

A description of the services, benefits, assistance, or educational activities of each eligible agency; a description of how and where the citizens of Montana can contact and/or locate the organization, including the telephone number, the name that the listing is found under, if applicable, a website and e-mail address; a list of board members; copy of previous year’s IRS Form 990; and a copy of previous year’s audit or management review.

C. Federations, as defined in this policy, must certify their member agencies as eligible to be included in the campaign.

PAYROLL DEDUCTIONS
If an authorized organization wishes to utilize The University of Montana-Missoula payroll process for employee-initiated, voluntary payroll deductions, the organization must, on an annual basis, accept the following conditions:

A. A payroll deduction authorization form that has been approved by Human Resource Services; and

B. Payroll deductions effective on a calendar year basis and initiated in January of the year following the campaign.

C. Payments forwarded to agencies depending on the number of employees utilizing payroll deduction.

SOLICITATION
The Director of University Relations will coordinate the annual Charitable Giving Campaign for non-University organizations.  Solicitation parameters will be established by the Director and will be subject to the following minimum guidelines:

A. There will be a single solicitation of University employees by those organizations and federations authorized to participate in the campaign.  No other charitable solicitations may occur at an employee’s workplace.

B. A single appeal letter, brochure and payroll deduction pledge card will be created by the Executive Committee and will include summarized information for all authorized organizations.

C. The Office of Human Resource Services will provide one (1) set of mailing labels for all current University employees. 

D. A single deadline for turning in pledge forms will be established.  

E. More information can be found at www.umt.edu/urelations/give/.

