CITY QF

Co-Sponsorship Policy

The City of Palo Alto offers limited use of certain resources to organizations that apply for and
meet the guidelines for co-sponsorship. The City has established a process and criteria to
determine co-sponsorship eligibility and defines requirements, terms, and levels of support.

The purpose of the policy and application is to invite community groups providing compatible
services, activities, or programs to submit a request for co-sponsorship status. Groups
requesting City support must relate their services to the co-sponsorship policy and meet criteria
listed under section one below.

1. Eligibility: Organizations, other than neighborhood associations as recognized by the City,
applying for co-sponsorship status must meet the following eligibility criteria:

A.

The organization has state or federal 501(c)(3) certification as a non-profit or is a
subgroup of a state or national non-profit organization providing services in Palo
Alto.

Support organizations that are not certified as 501(c)(3) nonprofit groups may also
apply, such as other 501 nonprofit groups..

The organization’s goals must be aligned with and further the mission of the City of
Palo Alto.

The organization must provide a service or program that is compatible with those
provided by the City of Palo Alto.

New applications for co-sponsorship are accepted throughout the year. Applications
are available at the Lucie Stern Community Center, Library or by calling (650) 463-
4900, or by accessing the application on the City of Palo Alto website.

Organizations must reapply annually for co-sponsorship. Renewal of an existing co-
sponsorship for two additional years may be requested and will be reviewed and
approved at the discretion of the Department Director responsible for the oversight
of the City resource being used.

2. Requirements and Terms: Co-sponsored organizations must also meet the following
requirements and adhere to the following terms:

A.
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The organization must provide applicable information documenting adherence to
requirements when applying for co-sponsorship status.

. All co-sponsored programs or events must be open to the public and provide

services on a non-discriminatory basis.

The majority of funds raised at a co-sponsored charitable or fundraising event must
be used to support specific programs, services and events for residents of Palo Alto.
The co-sponsored organization, except for neighborhood associations, must provide
all insurance coverage required by the City.
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Programs and activities of co-sponsored organizations are superseded by those of
the City or by previously contracted use of space.

The co-sponsored organization must pay for required staffing, equipment, permit
fees, and any other charges from City departments.

The co-sponsored organization must request facility usage through their designated
City staff liaison, regardless of meeting/event location, at least one month ahead of
meeting/event date(s). The staff liaison is assigned at the time of application
approval, and contact information will be provided to the co-sponsored group.
Co-sponsorship status does not apply to all events. Groups must request event co-
sponsorship individually per event/meeting (or per series of events/meetings)
through the designated City staff liaison.

The City of Palo Alto must be listed on all related publicity with the phrase, “In
cooperation with the City of Palo Alto.”

3. Levels of co-sponsorship and benefits: Depending on the characteristics of the group, co-
sponsorship benefits are provided at an "A" level or a "B" level. Criteria and benefits for
each level are outlined in the following tables.

Eligibility Criteria- Level "A" vs. Level "B"

Residency

Other

“A” Level

75% or more of members and
participants are residents or
enrolled in PAUSD schools.
Exceptions to the above
criteria may be made for
groups providing a function
benefiting Palo Alto as a
whole. Department Directors
responsible for the oversight
of the City resource being
used will be responsible for
any exceptions.

Human Services agencies that
are currently receiving City
funding.

“B” Level

50% or more of members and
participants are residents or
enrolled in PAUSD schools.

Human Services agencies that
are currently receiving City
funding.
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Co-Sponsorship Benefits- Level "A" vs. Level "B"

Facility Publicity

"A" Level Use of designated City Organization may request
facilities may be provided name and contact to be listed
subject to availability and in select relevant Department
limited to 40 hours annually publications, depending on
at no facility cost. Non-profit | availability of space.
rates will be charged after Assistance with publicity may
allotted hours have been be requested.
used. For neighborhood
associations the facility use
and total usage hours will be
at the discretion of City staff
with no facility rental costs.

"B" Level Use of designated City Organization may request

facilities may be provided
subject to availability and
limited to 12 hours at no
facility cost. Reduced rates
will be charged after allotted
hours have been used.

name and contact to be listed
in select Department
publications, depending on
availability of space.

4. Review and Approval Process: City Co-Sponsorship applications will be reviewed by
Department Director responsible for the oversight of the City resource.

5. City Staff liaisons will:
Be the direct contact to the co-sponsored organization.
Field all facility use requests.
Determine if co-sponsorship is appropriate on a per event basis.

A.
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Select an appropriate approved and available facility.

Advise organizations of facility usage application requirements and provide a facility
contact for organizations to submit facility use applications.
Approve all publicity materials.

. Track usage hours.

To assure that all applications for Co-Sponsorship status receive proper consideration and to
ensure that the City is provided with the information needed to make informed decisions, all

applications will be subject to the following evaluation process:

A. Each application will be reviewed by Department Director responsible for the oversight
of the City resource being used in light of the above outlined criteria and requirements.
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A determination will be made as to whether the applicant meets standards for co-
sponsorship status and what benefit level is applicable.

B. Applicants will be notified of their approval status within one month of submitting a
completed application. Organizations approved for co-sponsorship status will receive
information regarding the benefits to be made available and be introduced to their City
staff liaison.

C. Appeal process: If the Co-Sponsorship is not approved a written appeal may be directed
to the City Manager or his/her designee outlining the reasons why co-sponsorship status
should be approved.

D. Co-sponsorship status approval is for up to one year and organizations may apply for
renewal annually. The renewal requirement may be extended up to 2 years at the
discretion Department Director responsible for the oversight of the City resource.
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