Project Approval – some general rules

· Rule Number 1  - The project must be approved by both the Local League Board and LWVMO Ed Fund Board before project is undertaken.  This means that before a publication is printed or a meeting is held, you must have submitted a project request and obtained permission to fund the project from your LWVMOEF account.  This step is necessary to assure that any expenditure involving tax-deductible monies meets IRS requirements.  Approval cannot be granted for a project already completed.  

· The minimum amount for a project is $50.
· A one-time project must be completed within a year of approval, unless special permission is obtained for a longer period.
· Approval must be obtained yearly for continuing projects.
· Only one request may be submitted on each application form.  A blanket  request in general terms is not acceptable.  Requests should describe in some detail the intended program and use of the money.
Criteria on which approval is granted for tax-deductible projects

· The project must be educational in nature, designed to serve the general purlic and not exclusively League members.
· The project should provide objective information and analysis.
· There should not be any advocacy of League position or action.
· The project cannot contain any information  which  appears to take sides in a currently controversial issue.
· The project must be approved before it is funded with tax-deductible money.
How to prepare the project proposal

On the LWVMOEF project request form provide the following information:

· The individual and League submitting the request with complete address.

· The nature of the project, i.e., a publication, conference, public meeting, information service, TV show, etc.

· The purpose, stated in general terms – e.g., to provide nonpartisan information, to inform, to study . . .

· Essential details, including plans for execution.  For example, if the project is a publication, give a brief outline of the contents (it is not necessary to submit a draft), if a meeting is involved, include information on the planning committee, participants, speakers.  For all projects give an approximate timetable, materials needed, etc.
· Distribution plans:  how you intend to reach the community with a publication or program – who in the community will benefit.

· Donors:  your fund solicitation plan – local businesses, a foundation, other sources.  Or, if applicable, state that the money has already been sent to the LWVMOEF and is on deposit.
· Budget:  you may estimate the budget and adjust it later when actual income

and expenses are known.  These will be submitted to the LWVMOEF on the final financial report returned after the project is complete.  There is no limit on the total cost of a project as long as your League can raise the money.

· Income should equal expenditures.  A project may be funded entirely with tax-deductible money, partly with deductible money and partly from nondeductible sources such as a local League budget or income from sales.  The request should indicate whether tax-deductible money to be used is already on deposit or will be raised.
· Expenditures, always the same as income, will usually consist of both the direct and indirect costs.
· Direct Costs are those readily identifiable with the project, such as printing expenses, editing, layout, postage, supplies, distribution, promotion, phone charges incurred specifically for the project, out-of-pocket expenses of volunteers, salaries, etc. If the project is a conference, costs might include charges for meeting rooms, meals, equipment, materials, publications, honoraria, travel expenses of participants, etc.

· Indirect Costs or overhead costs are those which are shared.  Examples are rent, telephone, utilities. If you League has an office, the share of these costs can be prorated based on the portion of the overhead expenses attributed to this project.  There is no predetermined fixed percentage for prorating indirect costs.  They are dependent on and vary according to the specific project and the expenses of the League.

How to get your money back

The money for project expenses – money you solicited and deposited- is returned to your League after the project has been approved and the necessary funds are on deposit.

· Submit Request for Payment – when you are ready for the funds.  No payment will be made without this form.
· You pay your local bills with the grant.  They are not paid by the LWVMOEF.  It is not necessary to send copies of invoices to the LWVMOEF, but keep them for your records.
· If approval was granted “pending receipt of funds,” the grant will be sent, when requested after the deposit(s) is made in your account.  Money cannot be advanced.
· It is possible to obtain a portion (but not less than 450) of the funding from monies in your account and to ask that the remainder be sent to you when needed or after you have deposited the balance required.
Credit must be given to LWVMOEF 

When you print a publication for community distribution or prepare a program for a meeting or seminar, credit should be given to the LWVMOEF.  You may also wish to give credit to the donor.  On a publication you could state, “Prepared by the League of Women Voters of ________ published by the League of Women Voters of Missouri Education Fund and (partially, if this is the case) financed by contributions from __________.”  A program could say, “This seminar is conducted by the League of Women Voters of ___________ and has been made possible by a contribution from ___________ to the League of Women Voters of Missouri Education Fund.”  If the project is a service, acknowledgement may be made in a publicity release or other announcement.  If the project is only partially funded through the LWVMOEF, then this may be noted in the acknowledgement as indicated above.

Tips for Local Board Planning

· Plan your educational activities with your board at the time you are considering your regular League annual budget.

· Define, develop and describe the project(s).

· Several board members should be involved in the planning and project execution.  The president, treasurer, finance chairman and the chairman of the program involved (e.g. the voters service chairman for projects involving information for voters).  However, it would be best to assign one person the responsibility for submitting the request, accepting and accounting for the grant and making the financial report.

· Get printing estimates if the project is a publication and/or estimates of other expenses.  (Be sure to get more than one estimate for a publication.)

· Approach potential contributors with the project proposal.  You may obtain funding from one secure or several gifts may be obtained from various sources ($50 minimum).  You might consider working up several alternative project proposals to show potential contributors.

Tax-deductible contributions

In soliciting tax-deductible funds for the state and local grant program these are the procedures to follow:

· Contribution checks should be made payable to the League of Women Voters of Missouri Education Fund.

· Do not deposit checks for the LWVMOED in a local League account.  Never bank the checks locally.  You League does not have the IRS approved tax-deductible status to do so.  It is the contributor who will suffer the consequences of incorrect handling of checks.

· Do not hold checks.  Send them in as you get them.

· If by mistake a check intended for the LWVMOEF is made payable to your league, endorse it payable to the League of Women Voters of Missouri Education Fund.

· Send contributions you obtain locally to the LWEMOEF, 8706 Manchester Road, Sute, 104, St. Louis, MO  63144 with a letter requesting that the funds be credited to your account.

· It is up to each league to thank contributors for donations.  The LWVMOEF does not acknowledge each individual gift but does send a card to the person who sends in your deposits acknowledging receipt of the check(s) and giving the current balance in your account.

· “In-kind” contributions such as materials or services cannot be considered as tax-deductible contributions to the LWVMOED.  A business that wants to make this type of gift might consult an accountant to investigate classifying such a gift as a deductible business expense instead.

· Approval is not needed to solicit money for the LWVMOEF, but approval of an appropriate project is required before a grant can be made to your League.

Some ideas for projects

· Voters service/citizen information projects:  voters guides, booths, candidates meetings, badges and posters reminding citizens to vote, citizen information services such as an answering service or telephone information service.

· Publications:  Know Your Community, Know Your School, Facts for Voters (lists of elected officials) Facts and Issues (with no mention of League position), other information of interest to citizens (for example, Tenants Rights).

· Public meetings such as seminars, conferences or workshops.
· Radio or TV programs, slide film presentations.

· Publication purchase and distribution: purchase of LWVEF publications for distribution to schools, libraries, League members and the general public; purchase and distribution of state League educational publications (for example, voters guides, research material with League positions).
· Litigation: Certain types of public interest lawsuits, providing other requirements are met.
Recordkeeping by your League

· The treasurer or another board member should be responsible for maintaining a permanent record of all money sent to the LWVMOEF for your League.  It should include the names of the contributors as well as a record of all monies withdrawn and an accounting of the balance.

· In your files you should also keep a copy of the project request submitted, the letter of approval and the financial report submitted to the LWVMOEF.

Financial Report

A financial report or accounting of the grant must be submitted not later than two months after completion of the project for which the grant was awarded, along with three copies of any materials you published with grant funds.  This is part of your obligation to protect the donors who made the contribution(s) and to supply the LWVMOEF with the records required by the IRS.  You will have received a Financial Report Form along with the check.  On the form you should list all income both from the LWVMOEF and from all other sources.  The expenses should be the same as the income (see “Budget”).

Make a profit

Any surplus funds that may become available from the sale of your publication may be used only for educational purposes.  They may not be placed in your regular League account and used for other activities.  You may use the money to reprint or update the publication or you can return the surplus to the LWVMOEF to be placed in your account and used for another approved educational project.  If you decide to keep the money locally to print another edition of the originally approved publication, then you should notify the LWVMOEF that this is being done.  Include a statement, in reasonable detail, about the amounts involved.  Once you deposit the excess in your LWVMOEF account, you must  get approval for its expenditure on a new project, just as with any other monies deposited.
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