POLICIES AND PROCEDURES
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PURPOSE:

The purpose of this policy is to clarify fundraising activities in which employees and students are
permitted to engage in to support College programming and activities. In addition, general
guidelines are given to these organizations to engage in best practices for fundraising.

Note that this policy does not cover the process for managing or requesting funds derived from
donor gifts and endowments or grants.

POLICY STATEMENT:

All fundraising efforts by employees and students must be consistent with the College’s and
Foundation’s mission and comply with all other College and Foundation policies. Fundraising
activities must not compete with or jeopardize the College’s or the Foundation’s overall fundraising
efforts to secure donors for gifts that support endowments, scholarship funds, operational needs,
and facilities. As clarified in this Policy, final approval for all College fundraising is by the Garrett
College (GC) Foundation Executive Director.

DEFINITIONS:
e Fundraising - the process of seeking and gathering voluntary financial contributions by
engaging individuals, businesses, charitable foundations or governmental agencies.

e Crowdfunding - A method of raising capital for a project or venture through the collective
effort of friends, family, customers, and individual investors. This approach taps into the
collective efforts of a large pool of individuals, primarily online via social media and
crowdfunding platforms, and leverages their networks for greater reach and exposure.

¢ In-Kind — a non-monetary, charitable contribution of goods, services or expertise. Unlike
cash, these gifts require careful tracking, valuation, and sometimes storage by the
organization. Accepting these gifts requires approval from the College and Foundation.
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POLICIES AND PROCEDURES

PROCEDURES:

All College employees and students must have approval prior to conducting fundraising activities,
in accordance with the following guidelines.

a. Fundraising and solicitation activities on behalf of the College or Foundation may only be
conducted by employees or students in good standing.

b. All fundraising activities must be fully approved via the approval processes specified
below and using the “FUNDRAISING AUTHORIZATION REQUEST FORM” no later than two
(2) weeks before the scheduled event.

c. The approval path for student fundraising activities is through the Head Coach, Athletic
Director or the Director/Program Director/Coordinator, and the Dean of the appropriate
area (see attached form).

d. The approval path for employee fundraising activities is through the first-line supervisor
and the Dean of the appropriate area (see attached form).

e. All funds received must adhere to the College’s accounting and reporting practices. Funds
should be kept in a secure location and given to the GC Foundation, or Business Office for
Agency account funds, within one week of receipt.

f. Any person, group or entity affiliated with Garrett College wishing to conduct a
crowdfunding campaign in the name of Garrett College and in furtherance of its mission
shall begin the process by receiving approval from the GC IT Department to use a
technology or digital payment platform in accordance with approved and adopted College
policies and procedures (see attached form).

CONTACT INFORMATION:

Executive Director of the GC Foundation at: cherie.krug@garrettcollege.edu; Phone: 301-387-3100.

NEXT STEPS:

- Please complete the “Fundraising Authorization Request Form” that is located as a separate document
but posted with this policy on the College Intranet and Website. (NOTE: This form must be submitted to the
Foundation Office with all internal signatures acquired at least two weeks before the activity is to occur. Failure to
do so will risk the activity not being approved).
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