








BRANDON M. SCOTT
MAYOR

100 Holliday Street, Room 250
Baltimore, Maryland 21202

TO: Baltimore City Board of Ethics

DATE: November 14, 2023

FROM: Marva Williams, Special Assistant

RE:         Amendments to GOVERNMENTAL/CHARITABLE GIFT SOLICITATION WAIVER 

APPLICATION

As requested by the Ethics Board, this is the amendment to:

PART C.

III. 

City eblasts will be sent encouraging City of Baltimore employees to support the toy drive with donations of toys, 

books and games.  There will not be solicitations to businesses or organizations for any financial support.   

V. 

Businesses and organizations will not be solicited for monetary donations. Toy collection boxes will be placed in 

city government buildings for supporters to drop in toys, books and games for in-kind donations. There will not 

be solicitations for any financial support.   



Baltimore Civic Fund

1 N. Charles Street, Suite 1600, Baltimore, MD 21201

(443) 326-8176 christina@baltimorecivicfund.org

Christina Gatto, Senior Partnership Manager

The Baltimore Civic Fund's Chief Operations Officer is responsible for fund distribution and accounting, 
supported by the Civic Fund finance team and an outside CPA firm. The Civic Fund maintains a web-based 
accounting system which is accessible by the President, the COO, the finance team, and the CPA firm. The
Partnership Managers are able to view the information, but not make edits. The Civic Fund's Partnership
Managers are responsible for reviewing and approving all disbursements and providing reports and other
information about program account use. 

The Baltimore Civic Fund monitors incoming deposits daily and assigns individual funding codes to each
source upon receipt. All funding is held in a general operating account but differentiated by funding code. 
A master list of funding codes matched to program accounts is held and updated by the COO and the
Director of Partnerships. Funding codes apply to all funding types: donations, grants, public funds,
philanthropic funds.

The Baltimore Civic Fund keeps records of all supporting documentation related to a program’s scope of
work and funding sources. All disbursements are initiated by a payment request form completed by City
agency staff and signed by the agency’s authorized signatory (Agency Director or designated staff). 
Partnership Managers review payment requests to ensure the request fits within the scope of work for
the program as well as within any fiduciary restrictions. Requests are denied if they do not align with the
program purpose or if relevant restrictions exist on the funding source. Agencies have an opportunity to
 amend the request if applicable.  



Donations are collected (1) by a web-based donation site and directly deposited into the general account;
(2) by check received by mail and deposited into the general account; or (3) by ACH in the general
account. All supporting documentation is uploaded into the web-based accounting system and saved with
program files. Donors who use the web-based donation site receive an automated acknowledgment
email. Donations by other means may be acknowledged by a gift letter from Civic Fund. Donations receive
a funding code for tracking purposes. Donations remain in the program's account to be used
accordance with the scope of the program and the purpose of the donation unless otherwise directed by
the donor. Once the charitable need is reached, the web-based donation site link will be turned off.

All disbursements require approval by the City agency’s authorized signatory, as well as the Civic Fund’s
Partnership Managers, financial team, COO, and outside accounting firm. Sufficient supporting
documentation and alignment with the program’s scope of work and donation’s restrictions are required.
All disbursements are made in accordance with the IRS guidelines for nonprofits. 


