(SAMPLE)

Title III Contribution Policy and Procedure
Agency: _____________________________________________________

Program Name:_______________________________________________

In accordance with the Code of Federal Regulations 45CFR part 1321, Section 1321.67, __________(grantee’s agency)________________ will provide free and voluntary opportunity for our participants and their families to contribute monitory support to the costs of our __________________

____________________ Program.  The following policy and procedures have been adopted by  ________________________ Board of Directors and are in effect as of _____(date)_______.
a) All participants in the _________________ program will be informed by staff within the first three months of their enrollment in the program of their opportunity to contribute to the costs of the service.  These methods will be used to inform our participants (check all applicable options):
· A written client contribution document given and/or mail to participant and/or their families

· Donation Box and announcement by staff at all events/activities
· Others: _______________________________________________________.
b) All participants will be informed that they can not be denied a service due to their inability to contribute. In addition, their personal information and contribution will be kept confidential by the agency.
c)  All contributions will be managed by the following staff:

Collected by ______________________________________________________
Recorded by ______________________________________________________
Reported to MAAA by ______________________________________________
d) All participants will be informed of the costs of the service.  In addition, the following suggested contributions will be used in our program.
$___for a recreational event or fieldtrip

$___for a meal
$___for _________________________________________________________
e) All contributions received as result of Title III supported services will be used within the same year they are received and for the following purpose(s):
____Support fieldtrip costs (food, transportation, admission)

____Support meal costs

____Support staff time

____Support special events e.g. cultural celebration
____Others: _______________________________________________________
__________________________________________________________
_______________________
Signature and title of person responsible for this policy 



Date
Email:___________________________________________ Phone:_____________________________
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