
 
 
 
 
 
 
 
 
 

 
 
 
 

  
 

 
  

 
 

 
 
 
  

  
  

 
  

 
  

 
 

 
 

 
 
  

 
 
  

 
 
 
 
 

 

   

   

   
  
   

  
  

Subject/Title 

Solicitation, Access To and Use of City Facilities 

Date Effective	 Revision Date Effective 

March 19, 1979 	 August 15, 2011 
Code Number 

HR 14 

Human Resources 
City Manager Responsible Key Business 

Objective: To explain the City's policy concerning solicitation, access to, and use of City 
facilities. 

Policy: This policy replaces the City policy entitled "Solicitation, Access To and Use of City 
Facilities," Code Number 2.02, and revises HR 14. 

A. 	 Solicitation, access to, and use of City facilities shall be in compliance with the 
guidelines as established herein. 

B. 	 In construing these policies and procedures: 

1. “Solicit” means to sell; to offer for sale or trade; to obtain signature (including 
authorization or membership cards); to seek monetary or other donations. 

2. “Non-working hours” means designated lunch periods and rest periods, as well as 
time outside the employee’s normally scheduled hours of work. 

3. “Non-work areas” means cafeterias, lounges, employee recreation areas, parking 
lots, or other areas where work is generally not performed. 

4. “Public areas” means those areas to which the general public has unrestricted 
access or which is available for use by the general public by request. 

Procedure:

 A. 	Solicitation 

1. Employees are permitted to solicit during their non-working hours (such as lunch 
breaks), even in work areas, so long as such solicitation does not involve or 
interrupt other employees who are working, and do not violate other employee 
policies, such as employee  political activity. 

2. Non-employees are permitted to solicit only in public areas, provided such 
solicitation does not involve employees who are working and does not interfere 
with the regular intended use of the public area. 
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B. Access to and Use of City Property and Facilities 

1. Employees have access to City property and facilities during their normally 
scheduled hours of work and outside their normal hours of work when on City 
business. However, when not engaged in City business, access will be limited to 
public areas. 

2. Non-employees have access to public areas when such areas are normally open to 
the public, provided such access does not interfere with the intended use of such 
areas and does not involve any employee at work. 

3. Employees and non-employees shall not be permitted to use City facilities, 
including meeting rooms or conference rooms, or City equipment, including 
duplicating equipment, for other than City business; unless such facilities or 
equipment are available in accordance with established policy on a regular basis 
to the general public. Where such facilities or equipment are made available on a 
regular basis to the public, employees and non-employees shall be permitted to 
use such facilities or equipment on the same basis as the general public and 
subject to the same conditions that apply to the general public. 

4. Office space is not considered a public area and access is limited to those persons 
engaged in City business. 

Special Exceptions:

 A. Charities 

Charitable solicitations by City employees are permitted subject to the following: 

1.	 Solicitation by City employees may take place only for charitable purposes and 
not for private gain, and only on behalf of generally recognized and reputable 
charitable organizations. 

2.	 Charitable solicitations by City employees are to be permitted only so long as the 
privilege is not abused (i.e., so long as employees are not distracted from their 
duties to such an extent as to interfere unduly with the normal conduct of City 
business). 

3.	 Charitable organizations wishing to participate in a City-conducted fundraising 
campaign must meet the City’s eligibility criteria and submit a completed 
application to the City’s Human Resources Department.  A copy of the eligibility 
criteria (Exhibit 1) and application (Exhibit 2) are attached hereto.  The City’s 
Employee Campaign Advisory Committee will review the application for 
compliance with the eligibility criteria. The City will conduct a campaign on 
behalf of the charitable organization within one (1) year of the date the 
application is approved. The City may, in its discretion, conduct separate 
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campaigns for each qualifying charitable organization or conduct a combined 
campaign.  If an application is rejected, the organization shall be notified in 
writing and shall be given the opportunity to appeal to the City Manager or 
his/her designee. A written appeal must be received by the City Manager or 
his/her designee within 10 days of the notification postmark. 

The City Manager shall appoint three (3) members to the Employee Campaign 
Advisory Committee.  One (1) member of the Employee Campaign Advisory 
Committee shall be from the Human Resources Department, one (1) shall be from 
the City Manager’s Office, and one (1) shall be from one of the City’s other Key 
Business Units. 

B. Insurance 

Those insurance companies assisting the City in effectuating the City’s insurance 
program and/or deferred compensation plan are permitted the privileges of 
distribution and access as necessary to the implementation and administration of 
such City programs.  Representatives of all other insurance programs are subject to 
the same policies as apply to non-employees. 

C. Blood Drives 

Blood Drives by non-profit organizations are permitted subject to the following: 

Non-profit organizations wishing to hold blood drives at City-owned and operated 
facilities must meet the City’s eligibility criteria and submit a completed application 
to the City’s Human Resources Department.  A copy of the eligibility criteria 
(Exhibit 3) and application (Exhibit 4) are attached hereto.  The City’s Blood Drive 
Advisory Committee will review the application for compliance with the eligibility 
criteria. The City will permit the non-profit organization to conduct blood drives on 
behalf of the non-profit organization within one (1) year of the date the application is 
approved. The City will determine the number of blood drives to be held. The City 
may, in its discretion, permit separate blood drives for each qualifying non-profit 
organization or conduct a combined blood drive.  If an application is rejected, the 
organization shall be notified in writing and shall be given the opportunity to appeal 
to the City Manager or his/her designee.  A written appeal must be received by the 
City Manager or his/her designee within fifteen (15) days of the date of the notice or 
an email’s time stamp. 

The City Manager shall appoint three (3) members to the Blood Drive Advisory 
Committee.  One (1) member of the Blood Drive Advisory Committee shall be from 
the Human Resources Department, one (1) shall be from the City Manager’s Office, 
and one (1) shall be from one of the City’s other Key Business Units.   

Questions pertaining to the application of this policy and procedures should be directed to the 
Human Resources Department. 
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Forms and Exhibits: 

Exhibit 1. Eligibility Criteria for Charitable Campaigns 
Exhibit 2. Charitable Campaign Application and Certification  
Exhibit 3. Eligibility Criteria for Blood Drives 
Exhibit 4. Blood Drive Application and Certification 
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          EXHIBIT  1  

ELIGIBILITY CRITERIA FOR CHARITABLE CAMPAIGNS 

The City of Charlotte desires to conduct charitable fundraising campaigns to allow employees 
the opportunity to contribute, through the payroll deduction process, to charitable organizations 
providing local health and welfare services, environmental services, and services in the area of 
the arts and sciences. The purpose and intent of these criteria are: (1) to protect City employees 
from fraud or deceit; (2) to ensure that City employees contribute to bona fide, reputable 
charitable organizations; (3) to make any City-conducted campaign more appropriate and 
relevant to the City of Charlotte and more acceptable to its employees; and (4) to ease 
administrative manageability and reduce workplace disruption.  

Any charitable organization requesting to participate in a City charitable fundraising campaign 
must submit an annual application and meet the following criteria:  

1.	 The applicant organization must be a federation with twenty (20) or more member 
agencies. A federation is defined as a group of voluntary charitable organizations joined 
together for purposes of raising and distributing money.   

2.	 The applicant organization, hereinafter referred to as the federation, must be a non-profit 
tax-exempt organization under 26 U.S.C. 501(c)(3) and must be eligible to receive tax-
deductible contributions under 26 U.S.C. 170 and any relevant laws of the State of North 
Carolina. 

3.	 The federation must prepare and make available to the public upon request an annual 
report that includes a full description of the federation’s activities and supporting services 
and identifies its directors and chief administrative personnel.   

4.	 The federation must account for its funds in accordance with generally accepted 
accounting principles (GAAP), must have been audited in accordance with generally 
accepted accounting standards by an independent certified public accountant within one 
(1) year of the application date, and must have received an unqualified opinion letter 
from the accountant. 

5.	 The federation and each member agency must devote all of their activities to providing 
human health and welfare services, environmental services, or services in the area of the 
arts and sciences. 

6.	 The federation must be chartered or incorporated in the State of North Carolina and must 
have a North Carolina solicitation license. 

7.	 The federation must be governed by an active board of directors ninety percent (90%) of 
whom live or work in the Greater Charlotte Metropolitan Area (defined to include 
Mecklenburg, Cabarrus, Union, Iredell, Gaston, Lincoln and Rowan Counties of North 



     
 
 
 

 

 
 

 
 

 
 

 
 

 
 

 
 
 
 
 

Subject/Title 
Solicitation, Access To and Use of City Facilities 
Code Number HR 14 Page  6 of 14 

Carolina and York and Union Counties of South Carolina) and the majority of whom 
serve without compensation.  

8.	 The federation and ninety percent (90%) of its member agencies must have a staffed 
facility or office in the Greater Charlotte Metropolitan Area. The facility or office must 
be open to members of the public seeking the services or benefits provided at least fifteen 
(15) hours a week and have a telephone dedicated exclusively to the member 

organization. 


9.	 The federation must expend no more than twenty-five percent (25%) of its total revenue 
for administrative and fundraising costs. However, the applicant will strive to keep 
administrative and fundraising costs below 20%. 

10. The publicity and promotional activities and materials of the federation and the member 
agencies must be truthful and non-deceptive. 

11. The federation and each member agency must be operated without discrimination in 
regard to all persons served, and must comply with all requirements of law regarding 
nondiscrimination and equal opportunity for its officers, staff, employees, and volunteers. 

12. The federation must submit a check made payable to the City of Charlotte in the amount 
of $1,000 to help cover a portion of the City’s administrative expenses of conducting the 
campaign.  The check is not required until after the federation has received notice from 
the City that its application has been approved.  
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          EXHIBIT  2  

CITY OF CHARLOTTE CHARITABLE CAMPAIGN APPLICATION AND 
CERTIFICATION 

CONTACT PERSON: _______________________________________ 

FEDERATION NAME:  ______________________________________ 

STREET ADDRESS: _________________________________________ 

MAILING ADDRESS: ________________________________________ 

CITY, STATE, ZIP: ___________________________________________ 

TELEPHONE: ________________________________________________ 

FAX: ________________________________________________________ 

E-MAIL: _____________________________________________________ 

I, ___________________, am the duly appointed representative of __________________ 
(organization)  

authorized to certify and affirm all statements enclosed in this application. 

(Signature) 

(typed or printed name) 

(title) 

This application may be submitted electronically or mailed to following address: 

Human Resources Key Business Executive 
City Employee Campaign Advisory Committee 
700 East Fourth Street, Suite 200 
Charlotte, North Carolina 28202-2841 

For information or questions, please call (704) 336-6506.   
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The City’s Employee Campaign Advisory Committee will review the application for compliance 
with the eligibility requirements.  Failure to supply any of the information requested may be 
judged a failure to comply with the requirements for eligibility.  The Committee may request 
additional information, as it deems necessary to complete the eligibility reviews.  All 
applications will be reviewed within thirty (30) days from the date of receipt of a complete 
application. Final decisions will be communicated in writing. 

For each charitable organization meeting the eligibility criteria, the City of Charlotte will 
conduct a fundraising campaign within one (1) year of the date the application is approved.  The 
City of Charlotte and the qualifying organization shall enter into a written agreement specifying 
the services to be performed by each party for the campaign. 

If the Employee Campaign Advisory Committee rejects an application, the applicant 
organization shall be given the right to appeal to the City Manager or his/her designee.  Such 
appeal must be filed within fifteen (15) days of the notification postmark or email time stamp.   

For each paragraph below, please sign certifying that the organization noted in this application 
fully meets the eligibility criteria. 

1.	 I certify that the applicant organization is a federation (defined as a group of voluntary 
charitable organizations joined together for purposes of raising and distributing money) 
that has twenty (20) or more member agencies.  (Please attach as Attachment A a list 
of the federation’s member agencies including each member agency’s address.) 

Signature___________________________________________Date___________ 

2.	 I certify that the applicant organization (hereinafter referred to as the federation) is a non-
profit tax-exempt organization under 26 U.S.C. 501(c)(3) and is eligible to receive tax-
deductible contributions under 26 U.S.C. 170 and any relevant laws of the State of North 
Carolina. (Please attach as Attachment B a copy of the federation’s most recent IRS 
Form 501(c)(3).) 

Signature ___________________________________________Date__________ 

3.	 I certify that the federation accounts for its funds in accordance with generally accepted 
accounting principles, was audited in accordance with generally accepted auditing 
standards by an independent certified public accountant within one (1) year immediately 
preceding the application date, and received an unqualified opinion letter. (Please attach 
as Attachment C a copy of the federation’s most recent audit report and the 
unqualified opinion letter.) 

Signature ___________________________________________Date__________ 
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4. 

5. 

6. 

7. 

8. 

I certify that federation and each of its member agencies devote all of their activities to 
providing health and human welfare services, environmental services, or services in the 
area of the arts and sciences. (Please attach as Attachment D a description of the 
services provided by the federation and each member agency.) 

Signature ___________________________________________Date__________ 

I certify that the federation is chartered or incorporated in the State of North Carolina and 
has a North Carolina solicitation license. (Please attach as Attachment E a copy of the 
federation’s state solicitation license.) 

Signature ___________________________________________Date__________ 

I certify that the federation is governed by an active board of directors, ninety percent 
(90%) of whom live or work in the Greater Charlotte Metropolitan Area (defined to 
include Mecklenburg, Cabarrus, Union, Iredell, Gaston, Lincoln and Rowan Counties of 
North Carolina and York and Union Counties of South Carolina) and the majority of 
whom serve without compensation.    (Please attach as Attachment F a list of names 
and addresses of the federation’s board of directors and place an * beside the 
directors who serve without compensation.) 

Signature ___________________________________________Date__________ 

I certify that the federation and ninety percent (90%) of its member agencies have a 
staffed facility or office in the Greater Charlotte Metropolitan Area and that such facility 
or office is open to members of the public seeking the services or benefits provided at 
least fifteen (15) hours a week and has a telephone dedicated exclusively to the member 
organization. (Please attach as Attachment G the address of the facility or office for 
the federation and each of the member agencies.) 

Signature ___________________________________________Date__________ 

I certify that the federation, in the last fiscal year, had administrative or fundraising 
expenses at or less than twenty-five percent (25%) of total revenue.  The IRS 990 is the 
determining factor for this purpose (adding lines 15 and 16b, divided by line 12 on the 
current 990 form, though this may change as the form is updated). (Please attach as 
Attachment H a copy of the most recent IRS Form 990 for the federation.  Although 
the IRS may not require a Form 990 to be filed, one must be filed for the purpose of 
this application.) 

The applicant calculates the percentage of administrative or fundraising expenses to be 
_________percent. 

Signature ___________________________________________Date__________ 
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9.	 I certify that the publicity and promotional activities and materials of the federation and 
the member agencies are truthful and non-deceptive. 

Signature ___________________________________________Date__________ 

10. I certify that the federation and each member agency are operated without discrimination 
in regard to all persons served, and must comply with all requirements of law regarding 
nondiscrimination and equal opportunity for its officers, staff, employees and volunteers. 

Signature ___________________________________________Date__________ 

11.  I certify that, if this application is approved, the federation is willing to submit a check 
made payable to the City of Charlotte in the amount of $1,000 to help cover a portion of 
the City’s administrative expenses of conducting the campaign.  

Signature ___________________________________________Date__________ 
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EXHIBIT 3 
Eligibility Criteria – For Blood Drives 

The purpose and the intent of these criteria are: (1) to ease administrative manageability 
and reduce workplace disruption by limiting the number of organizations organizing and 
conducting blood drives in City of Charlotte facilities; and (2) to make City-endorsed blood 
drives more appropriate and relevant to the City of Charlotte and more acceptable to City 
employees. 

Any organization that wishes to conduct a blood drive on City-owned property must 
submit an annual application and meet the following criteria: 

1. The organization must certify that it is a non-profit tax-exempted organization under 
Section 501(c)(3) of the Internal Revenue Code. 

2. The organization must certify that it is chartered or incorporated in the State of North 
Carolina. 

3. The organization must certify that one of the organization’s purposes is the provision 
of blood supplies to patients, hospitals, and physicians and collection of those blood supplies, 
and that the organization, if it charges for blood or blood products, that those charges represent 
recovery of costs expended in collecting and distributing blood only.  

4. The organization must certify that it is governed by an active Board of Directors, 
ninety percent (90%) of whom live or work in the Greater Charlotte Metropolitan Area (defined 
to include Mecklenburg, Cabarrus, Union, Iredell, Gaston, Lincoln and Rowan Counties of North 
Carolina and York and Union Counties of South Carolina) and a majority of whom serve without 
compensation. 

5. The organization must certify that it has a staffed facility or office in the Greater 
Charlotte Metropolitan Area with such facility or office being open at least fifteen (15) hours per 
week, and shall have a telephone line dedicated exclusively to the organization. 

6. The organization must certify that all publicity and promotional activities and 
materials of the organization are truthful and non-deceptive. 

7. The organization must certify that it operates without discrimination with regard to all 
persons served, and complies with all requirements of law regarding non-discrimination and 
equal opportunity for its officers, staff, employees and volunteers.   
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EXHIBIT 4 

CITY OF CHARLOTTE BLOOD DRIVE APPLICATION AND CERTIFICATION 

I, ___________________, am the duly appointed representative of ________________________ 

CONTACT PERSON: 


ORGANIZATION NAME: 


STREET ADDRESS: 


MAILING ADDRESS: 


CITY, STATE, ZIP: 


TELEPHONE: 


FAX: 


E-MAIL: 


_________________________________________ 

__________________________________________ 

__________________________________________ 

          (organization)  
authorized to certify and affirm all statements enclosed in this application. 

(Signature) 

(typed or printed name) 

(title)
 

This application must be mailed to following address: 


Deputy Director 

Human Resources Key Business Unit  
700 East Fourth Street, Suite 200 
Charlotte, North Carolina 28202-2841 

For information or questions, please call (704) 336-6506.   

The City’s Human Resources Key Business Unit will review this application for compliance 
with the eligibility requirements.  Failure to supply any of the information requested may be 
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judged a failure to comply with the requirements for eligibility.  The City may request additional 
information, as it deems necessary to complete the eligibility reviews.  All applications will be 
reviewed within thirty (30) days from the date of receipt of a complete application.  Final 
decisions will be communicated in writing.   

For each organization meeting the eligibility criteria, the City of Charlotte will allow the 
organization to conduct a blood drive within one (1) year of the date the application is approved.   

If the Blood Drive Advisory Committee rejects an application, the applicant organization shall be 
given the right to appeal to the City Manager or his/her designee.  Such appeal must be filed 
within fifteen (15) days of the notice or email’s time stamp.   

For each paragraph below, please sign certifying that the organization noted in this application 
fully meets the eligibility criteria. 

1. I certify that the applicant organization is a non-profit tax-exempt organization under 26 
U.S.C. 501(c)(3) and is eligible to receive tax-deductible contributions under 26 U.S.C. 
170 and any relevant laws of the State of North Carolina. (Please attach as Attachment 
A a copy of the organization’s most recent IRS Form 501(c)(3).) 

Signature ___________________________________________Date__________ 

2.	 I certify that the organization accounts for its funds in accordance with generally 
accepted accounting principles, was audited in accordance with generally accepted 
auditing standards by an independent certified public accountant within one (1) year 
immediately preceding the application date, and received an unqualified opinion letter.  
(Please attach as Attachment B a copy of the organization’s most recent audit report 
and the unqualified opinion letter.) 

Signature ___________________________________________Date__________ 

3.	 I certify that that the one of the organization’s purposes is the provision of blood supplies 
to patients, hospitals, and physicians and collection of those blood supplies, and that the 
organization, if it charges participating hospitals for blood or blood products, that those 
charges represent recovery of costs expended in collecting and distributing blood only.    
(Please attach as Attachment C a description of the services provided by the 
organization.) 

Signature ___________________________________________Date__________ 
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4. 

5. 

6. 

7. 

8. 

I certify that the organization is chartered or incorporated in the State of North Carolina.  
(Please attach as Attachment D a copy of the organization’s Articles of 
Incorporation, or other documents evidencing that the organization is chartered or 
incorporated by North Carolina.) 

Signature ___________________________________________Date__________ 

I certify that the organization is governed by an active board of directors, ninety percent 
(90%) of whom live or work in the Greater Charlotte Metropolitan Area (defined to 
include Mecklenburg, Cabarrus, Union, Iredell, Gaston, Lincoln and Rowan Counties of 
North Carolina and York and Union Counties of South Carolina) and the majority of 
whom serve without compensation.    (Please attach as Attachment E a list of names 
and addresses of the federation’s board of directors and place an * beside the 
directors who serve without compensation.) 

Signature ___________________________________________Date__________ 

I certify that the organization has a staffed facility or office in the Greater Charlotte 
Metropolitan Area and that such facility or office is open to members of the public 
seeking the services or benefits provided at least 15 hours a week and has a telephone 
dedicated exclusively to the member organization.  (Please attach as Attachment G the 
address of the facility or office for the organization.) 
Signature ___________________________________________Date__________ 

I certify that the publicity and promotional activities and materials of the organization are 
truthful and non-deceptive. 

Signature ___________________________________________Date__________ 

I certify that the organization is operated without discrimination in regard to all persons 
served, and must comply with all requirements of law regarding nondiscrimination and 
equal opportunity for its officers, staff, employees and volunteers. 

Signature ___________________________________________Date__________ 
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