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100.00 Introduction and Purpose 
Part of the  University's m ission is com m unity service . Therefore , to assist em ployees who wish 
to  engage  in  charitab le  giving, the  University provides se rvices to facilita te  con tribu tions. For 
m any, dona tions to a  recognized  agency cam paign  m ay be  the  m ajor charitab le  con tribu tion  
m ade  during the  year, while  for others it is  on ly part of the ir overa ll charitab le  con tribution  
p lan . Giving is a  m atte r of persona l conscience  and  ab ility; and  is not a  job perform ance  
requ irem ent. Due  to  the  cost of University services necessary to  adm in ister payroll deduction 
op tions, it is necessary to  lim it the  num ber of a lte rna tives tha t will be  offe red . 

 

200.00 Policy and Procedure: 

210.00 University Sponsored Campaigns 
On an  annua l basis, a  m axim um  of two (2) charitab le , non-profit organ izations tha t are  not 
associa ted  with  Montana Sta te  University will be  au thorized to  conduct a  University sponsored  
fund ra ising cam paign  on  the  cam pus, am ong the  em ployees of the  University. 

https://www.montana.edu/policy/university_sponsorship/index.html
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211.00 

All cam paigns will be  conducted in  the  au tum n of each  year, to  solicit (ca lendar year) payroll 
deduction  p ledges tha t will be  in itia ted  in  January of the  following year. 

212.00 

An organ iza tion  m ay seek au thoriza tion to  conduct a  University sponsored  fund  ra ising 
cam paign  by subm itting an  app lica tion  to the  Vice  Presiden t of Adm in istra tion  by the  first work 
day in  April of the  year in  which  the  cam paign  is to  be  conducted . Applica tions a re  ava ilab le  on 
line  a t the  end  of th is site . 

213.00 

The  au thoriza tion  to  conduct a  cam paign  is e ffective  for th ree  years. An  organ iza tion which 
desires to continue  to conduct a  cam paign in  succeed ing years, m ust request a  renewal of its  
au thoriza tion, as noted  above  in  Article  A. 2. 

220.00 Eligibility of Charitable Organization 
To be e ligib le , a  charitab le , non-profit organ iza tion  m ust: 

221.00 

Be  recognized  by the  In te rna l Revenue Service  as tax-exem pt under 26 U.S.C. 501(c)(3) and to  
which  con tribu tions a re  tax-deductib le  pursuan t to  26 U.S.C. 170; 

222.00 

Have  filed an IRS 990 Form  for the  p revious year; 

223.00 

Provide  d irect se rvices, benefits, a ssistance , ca re , research  or educa tiona l activities which  have  
a  p rim ary purpose  of supporting hum an and  an im al welfare , cu ltura l and na tura l resources; 

223.00 

Have  a  written  policy and  procedure  of nondiscrim ina tion  in  regard to  race , color, re ligion , 
na tiona l origin , d isab ility, age , m arita l sta tus or gender app licab le  to persons se rved  by the  
organ iza tion ; app licab le  to  the  organ ization 's sta ff; and app licab le  to  m em bersh ip on  the  
charitab le  organ iza tion 's board  of d irectors; 

223.00 

Provide  fu ll d isclosure  of adm in istra tive  and  fund-ra ising costs (not to  exceed  25 percen t) and 
d istribution  con tribu tions; and The tota ls from  Colum ns (C) and  (D) in  the  Sta tem ent of 
Functiona l Expenses in  the  IRS Form  990 will be  used  to  de te rm ine  the  fund-ra ising and 
adm in istra tive  expenses. 

223.00 

Are  regu la rly aud ited by independent aud itors. 



230.00 Application Process 
The  Vice  Presiden t for Adm inistra tion, upon  recom m endation  by the  MSU Benefits Com m ittee , 
sha ll be  responsib le  for au thorizing charitab le  organ iza tions to  conduct a  cam paign  on  cam pus. 

231.00 

If m ore  than two (2) organ iza tions seek au thoriza tion  to  conduct a  fund  ra ising cam paign  on  
cam pus, it will be  the  responsib ility of the  MSU Benefits Com m ittee  to  solicit em ployee  
com m ents from  the  Classified  Em ployee  Personne l Advisory Com m ittee , University 
Governance , and  then  advise  the  Vice  Presiden t for Adm in istra tion  regarding the  
organ iza tion(s) recom m ended  for au thoriza tion . 

232.00 

Each organ iza tion m ust subm it a ll in form ation  necessary to  provide  evidence  tha t they com ply 
with , or fu lfill, a ll crite ria  and  conditions noted  above  in  Article  B. 

240.00 Solicitation 
241.00 

Those  organ iza tions which  are  au thorized to  conduct a  fund ra ising cam paign  on cam pus will 
be  p rovided  the  following University se rvices and considera tions: 

241.10 

Two (2) se t of m ailing labe ls for a ll University em ployees. 

241.20 

Authoriza tion to  utilize  Cam pus Mail Services for the  d istribu tion of two (2) cam pus wide  
m ailing of the  organ iza tion 's in form ationa l lite ra tu re  and  p ledge  m ate ria ls. 

241.30 

Authoriza tion to  utilize  the  MSU payroll process for em ployee  in itia ted, volun ta ry payroll 
deductions; and , a ll Payroll Services support necessary to  p rovide  for a  m onth ly transfer of 
collected  funds to  the  organ iza tion (in  accordance  with  Article  F). 

242.00 

Represen ta tives of those organ iza tions which a re  au thorized  to  conduct a  fund  ra ising 
cam paign  on  cam pus m ay m ake  persona l visits to ind ividua l em ployees, or offices, for the  
purpose  of soliciting dona tions, as long as each  visit is  requested by the  em ployee  and /or 
office , and  does not d isrup t the  functions of the  workplace . 

250.00 Payroll Deductions 
251.00 

If an  organ ization  wishes to  u tilize  the  MSU payroll p rocess for em ployee  in itia ted , volunta ry 
payroll deductions, the  organ iza tion  m ust: 



251.10 

Utilize  an  em ployee  deduction  form  tha t has been  approved  by the  MSU Payroll & Benefits 
Departm ent. 

251.20 

Provide  evidence  tha t a t least fifty (50) curren t MSU em ployees will u tilize  the  volun ta ry payroll 
deduction  process for the  purpose  of m aking dona tions to  the  organ iza tion . 

251.30 

Secure  em ployee  payroll deduction  au thoriza tions which, for the  cam paign 's 12-m onth  te rm : 

251.31 Average  no less than  $5.00 per m onth for a  m in im um  of 50 em ployees ($250.); or, 

251.32 Tota l no less than $3,060. for the  fu ll 12-m onth  te rm . 

252.00 

If an  organ ization  is au thorized  to  conduct a  fund ra ising cam paign on  cam pus, but does not 
secure  em ployee  payroll deduction  au thoriza tions which  equa l the  m in im um  quantity or 
m in im um  m oneta ry va lue  estab lished  above , the  University rese rves the  righ t to : 

252.10 

Refuse  to  p rocess the  payroll deductions tha t have  been  collected ; and /or 

252.20 

Withhold  an  organ ization 's au thoriza tion  for th is p rivilege  in  succeed ing years, un til such tim e  
tha t the  organ iza tion de livers a  sufficien t num ber of payroll deduction  authoriza tions to  fu lfill 
both  e lem ents of the  crite ria  estab lished  above (Article  F). 

260.00 Termination 
M.S.U. m ay te rm ina te  authoriza tion  to  any organ iza tion  upon  six m onths written  notice . 
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