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Contributions Box Agreement Memo Sample

(*Note: Use your District letterhead)

MEMORANDUM FOR RECORD

SUBJECT: Approval for Contribution Box Installation at <insert USACE location here>

1. This approves the request by <insert authorized nonprofit fundraising partner’s name here> to install contribution boxes within <insert USACE location here> for the purpose of raising money to support the <insert the project/program name or names here>. The U.S. Army Corps of Engineers (USACE) supports the <insert partner name> proposal and authorizes placement of donation boxes within <insert location here> under the following conditions: 

a. One hundred percent of all funds raised through the donation boxes, including any interests thereon, must be used for the <insert the project/program name or names here>. However, the <insert partner name> may deduct costs or other administrative fees from donations received to manage the fundraising effort and implement the project. 

b. The <insert partner name> will ensure that its accounting and reporting system clearly identifies and tracks from receipt to expenditure all funds and associated interest attributable to the donation boxes. 

c. USACE must review and approve the proposed design and location of contribution boxes within <insert USACE location here>. All contribution boxes must clearly inform the public that all funds donated will be used solely for the <insert the project/program name or names here> and, should the <insert the project/program name or names here> be terminated, for other <insert location here> programs and purposes. 

d. A real estate license must be acquired for placement of contribution boxes at USACE recreation or natural resource areas other than a USACE visitor center or office.

e. The <insert partner name> will take reasonable and appropriate measures to ensure the security of donation box funds. Such measures will include secure donation box design, frequent emptying of donation boxes, and measures to safeguard against theft after the boxes have been emptied. 

2. In the event that the <insert the project/program name or names here>is/are terminated, any funds donated to the <insert partner name> for use for this project or program must be remitted to USACE for use within <insert USACE location here> or used by the partner, with USACE approval, for other programs or projects benefiting <insert USACE location here>. 

3. Placement and operation of donation boxes will be governed by applicable laws, regulations and USACE policies as exist at this time or as subsequently amended. 

4. The authorization provided by this memo will become effective upon signature from the <insert partner name> accepting the above terms and conditions. 

5. My point of contact for this program is <insert the project OPM name and phone number here>. 



Operations Project Manager


CONCURRENCE 

I concur with the terms of this memorandum. 


_____________________________	 ___________________________ 
Partner			 		 DATE

