1.

2.

Procedures for Donations to the Food Service Department

Donations will be applied as designated by the donor.

If any donation is made in a specific student’s name, the District will apply the donation to that
student’s account.

Donations without a specific student designation will first be applied to the outstanding
balances for students who are “currently” eligible for free by a percentage formula. The
percentage shall be the amount of the donation as a percentage of the total outstanding
balance for all students currently eligible for free lunches. The District shall apply the
percentage to the outstanding balance of each eligible student. The Food Service Director shall
prepare a list with the total balance by individual, with no names attached. The Business
Administrator shall apply the percentage to the Food Service Director’s list as illustrated on the
attached example.

If the outstanding balances for all students currently eligible for free lunches have been paid and
if donations are still available, the donations shall be distributed as follows:

a. The Food Service Director and Business Administrator will work with the Principals to
determine which families are experiencing financial difficulties in the School District at
the time of donation and apply the funds to the accounts of those families. The
Principals will work with their “key” employees (Guidance, Nurse, etc.) to help
recommend which families have a great need at that point in time.

i. For student that has an outstanding balance of $200 or more and the building
has made at least two attempts to clear up this balance, then they will meet the
threshold for us to apply a donation using the attached formula.

ii. Once the recommendations are made from the Principals and given to the Food
Service Director, the Food Service Director at that point will review the
outstanding balances to determine if those names appear on the outstanding
list.

iii. Once itis determined if those families are on the outstanding list or not, the
same formula describe above will be used to apply the payments to these
families with an outstanding balance.

b. It may also need to be taken into consideration that a family’s financial situation can
change from one day to the next



