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CITY OF MILPITAS, CALIFORNIA 

STANDARD OPERATING PROCEDURE 

 

SUBJECT: CITY COUNCIL DONATION AND FEE WAIVER/REDUCTION POLICY 

                
 
1. Purpose 
 
 The City of Milpitas recognizes the value of partnership with other agencies and organizations in providing services 

that benefit the community and its residents.  To that end, the City may provide a donation or grant a reduction and/or 
waiver of fees to intergovernmental agencies or non-profit organizations that provide Milpitas community benefit.  

 
2. Donation and Fee Waiver Budget 
 
 With each budget cycle, the City Council will establish an annual budget amount for donations or fee waivers/ 

reductions for unspecified community events. Except for extraordinary circumstances, donations and or fee 
waivers/reductions will not be granted once the budgeted amount has been expended. 

  
3. Requirements 
 

a) Any requests for donation or fee waiver/reduction must be submitted in writing using the attached application 
form. 

 
b) Requests for donations or fee waivers/reductions will be considered by the City Council during a regularly 

scheduled meeting. 
 

c) To be eligible, the organization must be a non-profit organization as described by the Internal Revenue Section 
such as 501(c)(3) or an intergovernmental agency. In either case, only events that provide community benefit 
within the City of Milpitas shall be eligible.  If fund raising is involved, the organization must demonstrate that at 
least 60% of fund raised will be of general benefit to the Milpitas community. The organization must be non-
discriminatory, and non-political in nature, based in Milpitas or have a local affiliation within the City.  

 
d) If the request for donation or fee waiver/reduction is for a community event, the event must be advertised, open to 

the public and no entrance fee shall be charged for the event. 
 
e) Fee waivers/reductions only apply to services provided by the City during its regular course of business.  Such fees 

may include rental fees for the City’s facilities or equipment, building permit fees or fire permit fees.  Any City 
staff overtime costs required due to the event cannot be waived. 

 
f) The City Council may grant donation or fee waiver/reduction to each organization once annually, regardless of 

how many branches or affiliations it may have in the City. 
 

g) The fee waiver/reduction amount is further subject to $1,500 maximum annually and the donation amount is 
subject to $500 maximum annually for each organization.  A fee waiver/reduction request cannot be combined 
with a donation request. 

 
h) To the extent possible, the City’s contribution should be recognized in the event fliers and/or advertising. 

 
i) Within 60 days after completion of the event in which a donation was received or a fee waiver/reduction was 

granted by the City, the organization will provide a written report to the City Clerk to include at minimum: number 
of participants, copies of all publicity of the event, any benefit to the community, amount of funds raised and an 
accounting of how the proceeds of the event will be dispersed.  

  
j) Failure to abide by the rules and procedures as set forth in this document will result in the organization being 

denied for funding and/or fee waiver/reduction in the future. 



 

City of Milpitas  
Donation or Fee Waiver/Reduction Request Application Form 

 for Non-Profit Organizations 
 

Complete this form and return it to Milpitas City Clerk 
 
Please provide a copy of the IRS tax-exempt letter with the application. 
 
Name of Organization: __________________________________________________________ 
 
Is there a Milpitas branch or affiliation? ______________________________________________ 
 
Mailing Address: ________________________________________________________________ 
 
 ________________________________________________________________ 
 
Contact Person: _____________________________ Telephone No. ______________________ 
 
Email Address:  ________________________________________________________________ 
 
What is your request? Donation Amount Requested _____________________________  OR 
 
Fee Requested to be waived (type and $ amount)     ________________________________________ 
 
Event date(s): _______________________________________________________________________ 
 
What is the purpose of the event? _______________________________________________________ 
 
__________________________________________________________________________________ 
 
How will the Milpitas community benefit from this event? ______________________________________ 
 
___________________________________________________________________________________ 
 
What % of the fund raising proceeds will benefit Milpitas community?  ___________________________ 
 
___________________________________________________________________________________ 
 
How will the City’s contribution (if granted) be recognized in any publicity? ________________________ 
 
___________________________________________________________________________________ 
 
 
Within 60 days after completion of the event for which a donation was received or a fee waiver/ 
reduction was granted by the City of Milpitas, your organization will provide a written report to the City 
Clerk to include at minimum: number of participants, copies of all publicity of the event, any benefit to 
the community, amount of funds raised and an accounting of how the proceeds of the event will be 
dispersed.   
 

 

 
Signature of Officer:  ____________________________________  Date: ______________ 
 
Print Name & Title:  __________________________________________________________________ 


