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GUIDELINES FOR NEIGHBORHOOD FUNDS

The City of Bend provides grant funding to the Bend Neighborhood Associations (NA’s).  Monetary amounts are based on a dollar amount per tax lot in each neighborhood and must be used within the same fiscal year. Funds cannot be carried over to the next fiscal year. 

The neighborhood grant funds may only be used in connection permitted communication expenses. The guidelines below will help the neighborhoods determine if expenditures will be reimbursed through the grant program. 

DEFINITIONS:
· Fiscal Year: A 12-month period normally coinciding with the fiscal year budget for the City of Bend, currently July 1 through June 30.

· NA Fiscal Year Budget. The amount of money provided to the NA’s by the City for permitted communication expenses. The total amount may vary each year, depending on the number of tax lots in each NA boundary area and on funding by the City.  The next year’s budget amount for each NA will be provided to the neighborhood chairs as soon as the budget is adopted or prior to the beginning of the new fiscal year.  
· Permitted Communication Expenses: Permitted communication expenses include but are be limited to:

· PRINTING: i.e. creation, set-up and printing for neighborhood-wide meeting agendas, general and special meeting notices, fliers, post cards, newsletters, etc.

· MEETING Expenses: associated with the set-up, support/conduct and take-down of NA boards and general membership meetings, 

· ADMINISTRATION / POSTAGE: postage for mailing newsletters, post cards, other notices publicizing the NA’s meetings or other NA business, copies and supplies used in the conduct of NA administration,

· MEMBERSHIP: (Chamber membership is the only approved membership)

· EDUCATION / TRAINING: Prior approval for education or training of NA Officers and Committee Board Members is required. Reimbursement will be limited to registration fees and other expenses as authorized and approved in
advance by the ONA. Courses are restricted to the NA Board members  and/or committee heads and pertinent to their position/responsibilities. 

· Miscellaneous: Any other expenses must be authorized and approved in advance by the City. 

GUIDELINES:
1. The neighborhood associations shall not state or imply that an employer/employee relationship or agency relationship exist between the City and the Neighborhood Association.  City grant proceeds may not be used to advocate for or against a declared candidate or ballot measure.

2. The City has the prerogative to include in any City funded communication a statement that says:  “These materials were prepared by your Neighborhood Association and are being distributed courtesy of the City of Bend.  The City of Bend neither endorses nor supports advertisers.”

3. Reimbursement for any authorized-approved expense must be submitted on a Reimbursement Request Form.  All reimbursable expenses must be accompanied with original receipts.

4. Materials that are printed and paid for from city grant funds may be reviewed by the City for conformity to these guidelines. Samples of materials printed with City funds should be submitted to the City in advance if you have any questions about their content.  

5. City of Bend approved vendors will be used when possible. The City of Bend Finance Department will pay approved vendor expenses direct to the vendor. NA’s should contact the City a week minimum in advance to obtain a purchase order number for city vendors.
6. The City may provide a quarterly budget report to each NA that includes grant funds spent to date.

7. Neighborhood Associations that receive grants shall provide a written report on the expenditure of grant funds on an annual basis as part of the application for grant funding.

8. Funds may be transferred between neighborhood associations with the prior approval of the NA relinquishing its unspent funds (within a budget year).   
9. It is recommended that each neighborhood association maintain a physical inventory list of fixed asset (non-consumable assets) purchased with city grant funds or received from donated sources. The list will be submitted with each NA’s annual report to the ONA.
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