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1. Purpose 
This policy establishes clear and consistent guidelines for the acceptance, handling, 
acknowledgment, use, and distribution of donations made to the Lacey Veterans Service 
Hub (LVSH). This policy ensures transparency, accountability, and alignment with the 
mission of the LVSH and the City of Lacey’s (City) standards for donations and in-kind 
contributions. 
 
2. Scope 
This policy governs all donations received and distributed by the Lacey Veterans Services 
Hub (LVSH), including food, goods, materials, monetary contributions, and service-based 
donations from individuals, businesses, community groups, and partner organizations. It 
applies to all LVSH staff, volunteers, and service providers who are involved in the 
acceptance, handling, storage, or distribution of donated items. This policy also applies to 
LVSH clients who receive donated assistance, including in-kind donations. 
 
3. Policy Statement 
The LVSH welcomes donations that directly support its mission to serve Veterans, Active-
Duty Service Members, and their families. All donations must comply with Federal, State, 
City of Lacey, and LVSH policies. 
 
At the discretion of the City, donations may be accepted if they:  

a. Provide a clear benefit to LVSH clients or programming. 
b. Are consistent with the LVSH mission, goals, and values. 
c. Do not create undue financial, legal, or safety burdens. 
d. Are ethically appropriate and comply with applicable policies, standards, and 

guidelines, as well as the Revised Code of Washington (RCW) 35.21.100 governing 
municipal acceptance of donations. 
 

The City and the LVSH reserve the right to accept or decline any donation. 
 
4. Types of Donations 

a. In-Kind Donations: 
1) Includes food, clothing, hygiene items, household goods, and other tangible  

supplies. 
2) Must be clean, functional, and safe for distribution. 
3) Food donations must be non-perishable that are not past their expiration date, and 

comply with public health standards. 
4) Hazardous, expired, damaged, or unsafe items will not be accepted. 

 
For health and safety reasons, the LVSH will not accept used clothing items that come into 
direct contact with skin. 
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b. Monetary Donations: 
Monetary donations may be accepted by the City and the LVSH for general use in 
support of operations, programs, and services. Such contributions are not tied to any 
specific purpose, program, or individual, and will be allocated at the discretion of the 
City in alignment with the LVSH’s mission, organizational priorities, and applicable 
policies. 
 
c. Service-Based Donations: 
1) Includes volunteer time, professional expertise, or program support. 
2) Requires prior review and approval by the LVSH Coordinator before services are  

rendered. 
 
5. Donation Acceptance Procedure 

a. Front Desk Specialists and Volunteers: 
1) Are not authorized to accept or handle monetary donations. 
2)   May accept in-kind donations. 
3)   All accepted donations must meet LVSH donation acceptance standards. 
4) Donations may be accepted only during official business hours. 
5) All accepted donations must be promptly reported to the LVSH Coordinator for 

review, documentation, and appropriate handling. 
 

b. LVSH Coordinator: 
1)   Reviews all donations for appropriateness, safety, and alignment with program  
 needs, policies, and regulations. 
3) Coordinates acceptance and handling of monetary donations in accordance with  
 City processes. 
3) Ensures that items are stored properly until distributed or transferred to program  
 areas. 
4) May decline or redirect donations that do not meet operational or safety standards. 
 

6. Use and Eligibility of Donations 
All donations received by the LVSH will be used solely for the benefit of Veterans, Active-
Duty Service Members, and their families and in support of LVSH operations and services. 
Donated goods shall not be used for staff, volunteers, or service providers unless explicitly 
approved as part of a client-related program or event and in accordance with City policies. 
 
The LVSH is authorized to distribute donated goods and services to eligible Veterans, 
Active-Duty Service Members, and their families. All donations are issued on a case-by-case  
basis and are subject to an eligibility review conducted in accordance with LVSH, City, State, 
and Federal policies and procedures: 
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a. Distribution decisions are based on individual client need, availability of donated  
resources, and alignment with donor intent and program guidelines. 

b. Clients may be subject to limitations on the type, amount, or frequency of  
assistance received. 

c. Food donations will be distributed through the LVSH Food Pantry or related events. 
d. Clothing, hygiene, or household items will be distributed through LVSH direct  

services or partner agencies. 
 
These measures are intended to promote equitable access, responsible stewardship, and 
fair distribution of donated resources. 
 
10. Donor Recognition 
The LVSH values and appreciates all contributions. Donor recognition may include: 

a. Thank you letters or certificates issued by the City or the LVSH. 
b. Acknowledgment on LVSH or City communication channels (with donor consent). 
c. Public recognition at events or in reports, as appropriate.                                       
d. Donors may include their name or organization on donated goods, boxes, or  

packages to identify their contribution, provided that labeling is appropriate and not 
promotional in nature. 

e. Anonymous donations will be respected and recorded confidentially. 
 
11. Storage and Disposal of In-Kind Donations 

a.   All donated goods will be stored in designated LVSH storage areas and tracked in  
inventory. 

b.   Expired, damaged, or unusable items will be disposed of properly or returned to the  
donor when possible. 

c.   The LVSH Coordinator will conduct periodic reviews to ensure storage compliance  
and inventory rotation. 

 
12. Restrictions and Ethical Standards 

a.   LVSH staff and volunteers may not personally benefit from donations. 
b.   Donations that create a conflict of interest or appear to influence LVSH operations  

will not be accepted. 
c.   The LVSH will not accept donations from entities engaged in activities inconsistent  

with City policies or mission, or LVSH mission, such as those involving  
discrimination,  

d. The LVSH will not accept donations, sponsorships, or in-kind contributions from 
political campaigns, political parties, political action committees (PACs), or 
organizations whose primary purpose is political advocacy or influencing elections. 

e. The LVSH may not be used to promote or imply endorsement of any candidate, 
ballot measure, or political position. 
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13. Prohibition on Personal Giving 
LVSH staff, volunteers, and service providers are not permitted to provide clients with 
personal funds, goods, or supplies while acting in their official capacity as representatives 
of the LVSH. All assistance provided to clients must be issued through authorized LVSH 
channels and in accordance with established policies and procedures to ensure equity, 
accountability, and compliance with City standards. 
 
14. Oversight and Accountability 
The LVSH Coordinator is responsible for ensuring adherence to this policy and for 
maintaining accurate donation records. 

a.   Donation records must be retained according to the City’s policy. 
b.   All donations are subject to review for compliance with policy standards. 
c.   The LVSH Coordinator will report significant (over $1000) or recurring donations to  

City leadership or designated oversight committees as required. 
 
15. Policy Modification and Oversight                                                                                       
This policy is intended to provide structure and guidance for the effective operation of the 
LVSH Donation and Assistance program. However, as needs and as circumstances evolve, 
policies may be modified, updated, or amended to ensure continued alignment with the 
LVSH mission and operational effectiveness. The LVSH Coordinator holds the authority to 
make changes to this policy, with oversight and final review provided by the Assistant City 
Manager for the City of Lacey. 
 
16. Contact Information 
For questions or concerns about this policy, please contact: 
Brian Waananen 
LVSH Coordinator 
360-239-3463 
brian.waananen@cityoflacey.org  
 
 
_________________________   _________________________  
Brian Waananen    Shannon Kelley-Fong 
LVSH Coordinator    Assistant City Manager 
360-239-3463     360-412-2891 
brian.waananen@cityoflacey.org   shannon.kelley-fong@cityoflacey.org  


