


Donated Supplies: 

Donations other than cash should include the donor’s estimate of value.  Donated supplies should be sent 
to the intended point of use.  Do not use the donated supplies until the Governing Board has accepted the 
donation. 

Donated Equipment or Vehicles: 

Equipment and vehicles must be cleared by the appropriate department prior to receipt (vehicles must be 
cleared by the vehicles garage; computers must be cleared by Information Services, etc.) 

In no case should equipment be accepted for donation that will incur costs upon the District for repairs or 
removal.  Donated vehicles or equipment must be accepted by the School Board prior to the District 
taking possession. 

Donation Budget Form: 

This form must be completed for all donations of cash or checks (except donations to Student Body 
Organizations) and sent to the Facilities Use Office with the original Record of Donation form and the 
cash or chAdministrators must indicate the accounts in which the donation is to be budgeted.  Typically, donations 

will be budgeted in one of the administrator’s accounts. Additional Forms: 

A PDF copy of the Donation Form can be found on the District website under District Forms or Budget 
Control Dept.  You may enter the information onto the form before printing it for the site administrator’s 
signature.

Questions about 
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