Department of Defense Dependents School                                                            
SOP 07-04

Kaiserslautern District Office                                                                                  November 2007

APO AE 09021

STANDARD OPERATING PROCEDURE

ACCEPTANCE OF GIFTS

Purpose:  To provide guidance, in addition to that contained in DoDEA Regulation 7241.1, for the acceptance of gifts both monetary and physical property. 

Applicability: This guidance applies to school administrators with responsibilities involving the supervision of a school activity, a district-level activity or a student activity fund.

Procedures:  Gift donations are classified in two categories-encumbered and unencumbered.  Unencumbered gift donations will be used to promote the general welfare and morale of all students.  Encumbered gift donations are for a specified purpose or for particular student activity fund which are not authorized or funded by appropriated funds. 

1. Donations or gifts of money and personal property with a monetary fair market value of less than $500 may be processed, accepted, and accounted by the school administration. These gifts must be made consistent with the policies of DoDEA Regulation 7241.1. No additional paperwork needs to be forwarded to the KDSO, DoDDS-E, or DoDEA for approval. 
2. Gifts of property with a total retail value less than $500 should be processed in accordance with DoDEA Manual 4100.2, “DoDEA Material Management Manual” dated 28 August 1997 (available on the DoDEA website under “Regulations).  The school principal and assistant principal are designated as DoDEA donation officials for accepting these gifts.

3. Monetary gifts exceeding a value of $500 or more must be processed through the district                                    Superintendent, the regional Superintendent and the DoDEA Office of General Counsel before being accepted by the Director or Deputy Director, DoDEA.  The request for acceptance must be signed by the principal and forwarded to the Superintendent for signature (See    attachment).
4. All gift offers must be made and accepted in writing.  A Memorandum for the Record to be signed by the donor and the DoDEA donation official can be used in accepting these gifts.  A copy of the signed memorandum is to be kept at the school and a copy given to the donor/donor organization.
5. Donations/gift monies may not be used to establish savings accounts or to purchase certificates of deposit.  
6. DoDEA is not authorized by statute or regulation to receive gifts of services.  Examples include providing the cost of transportation for official school field trips, funding a repair project for school facilities, or situations where a vendor indicates he or she is prepared to perform services not expressly provided for in a contract approved by Procurement.  In dealing with potential donors and other non-DoDEA personnel, remember that DoDEA schools lack the authority to receive a gift of services
7. Any gift offer from a prohibited source, regardless of value, must be coordinated with the DoDEA General Counsel prior to its acceptance by any DoDEA official. Examples of prohibited sources are entities that do or seek to do business with DoDEA, such as current or potential contractors, or persons with interests that may be substantially affected by DoDEA, such as a parent with a child enrolled in a DoDDS school.
8. All monies received as a donation or gift must be handled in a fiscally prudent and responsible manner, utilizing appropriate safeguards. Monies received as a gift or donation should never be left in a desk or classroom.  When any school employee collects monies a donor/donor organization, that employee is responsible for those funds until the employee turns them over to an individual responsible for receiving and depositing monies.  

9. All donation checks must be made out in the name of the school if unencumbered and encumbered to the student activity fund, which will be deposited into the student activity fund account.  

Controls:  Results of Staff Assistance Visits

DR. DELL MCMULLEN
Superintendent

Attachments:

Gift Letter ($500 or more). 
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Date _______________

MEMORANDUM FOR DIRECTOR, DODEA

THROUGH:   Director, DoDDS-E


General Counsel, DoDEA

SUBJECT:  Request for Approval of Gift Acceptance

I request approval to accept the following gift:  State the name of the donor, the nature of the gift (e.g., cash, supplies, services), whether the donor has placed any conditions on the use of the gift; and the manner in which the school intends to use the gift.   

Signature Block
Principal, Name of School
Superintendent Recommendation

I recommend/do not recommend acceptance of the gift.

Lawanna H. Mangleburg
__________________________

Superintendent, Kaiserslautern District
Date

Area Director Recommendation

I recommend/do not recommend acceptance of the gift.

Diana J. Ohman
__________________________

Director, DoDDS-E
Date

Attachment:

Written offer from organization
