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MEMORANDUM OF UNDERSTANDING

Please return the signed MOU
to:AltriaVolunteers@HandsOnNetwork.org
or fax to (404) 979-2901
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Background on Altrla Partnership:

Altria Jolned the Polnts of LightCorporate Service Council in early 2007. Since then, they've partneced with
many Government Agency Partners across the country to provide volunteer opportunities for their employees.
Sharing with others is one of Altria’s core values, and Altria works to foster an environment where thelr
employees can contribute their time, energy and commitment to the communities in which they live, work,
and do business. Through "Day(s) of Sharing,” Aitrla provides groups of employees opportunities to volunteer
in a one-time, reoccureing, or annual community service project for a 501{c)3 non-profit organization. Altria
has partnered with HandsOn Network to activate this vision. Through an ongoing relationship that provides
funding to HandsOn Network (HandsOn) and our Government Agency Partners to support Altria’s “Day(s) of
Sharing” activities.

Terms and Conditions:

This letter serves as a master memorandum of understanding {“MOU") between HandsOn Network and The
Clty of Joneshoro, AR(d.b.a. The City of Joneshoro)(Herein referred to as "Government Agency Pariner”) and
indicates Government Agency Partner’s general interest in helng a party to the overarching Altrla partnership,
This MOU outlines the terms and conditions that apply to the HandsOn grant(s) to Government Agency
Partners for project supply fees assoclated with Day(s) of Sharing grant application. By signing this MOU, the
Government Agency Partner expresses interest in managing Altria projects in their market. This MQU Is not an
agreement for compensation (or grant agreement.) A complete Day of Sharlng grant application must be
completed online and approved by Altria in order to receive the Day of Sharing supplies funding provided by
Altrla.

Roles of the HandsOn Network Government Agency Partner:

The Government Agency Partner will provide full-service project management for Altria’s Day of Sharing
employee volunteer project{s) in the Actlon Center’s region. Additionally, the Government Agency Pariner Is
responsible for facilitating and coordinating activities and correspondence with Altria. The mission of the
nonproflt agency partner for all caordinated projects must foll within one or more of Altria’s impact areas,
highlighted below:

Education (Public Urban Middle School, 6™-8" Grade or High School 9-12'}
Pasltive Youth Development

Enviranment

Arts and Culture
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Government Agency Partners will provide the following services In conjunction with each Empleyee Volunteer
Initiative:

The Government Agency Partner will designate a primary point of contact for Altria to serve as anAltria lialson

to facllitate the volunteer work. Additionally, the Government Agency Partnerensures that the required
documents are recelved by HandsOn Network Project Manager in a timely fashion.

Profect Selection:

The Government Agency Partnerwill offer recommendations for nenprofit community partner agencies and
facilitate site visits for Altria team leaders(when opplicable.jGovernment Agency Partners willrecommend the
types of projects that will provide the greatest value to the community.

Program Planning and Execution:

Government Agency Partners will be fully involved in project planning and execution Including: Program
Management — Creatlon of Day of Event Schedules, contingency plans, andwork and supply assessment.
Althaugh not salely responsible, Government Agency Partners may assist in engaging Altria Internal teams and
publicizing the event (Internally), which may Include hosting a brown %23 lunch, and discussing rotes and
responsibilitles. Note: it is the responsibifity of Altria to recruit voluntees= for the event.

Supplies Procurement

The Government Agency Partner along Altrla Lead will create a budget for the Day of Sharing project, and the
Gavernment Agency Partner will submit the supply budget along with required paperwork online to HandsOn
Network within 60 days prior to the praject in order to receive funding. Altria must approve all supply funding
in advance and payment will be made directly to the Government Agency Partner within two — three weeks of
the project.

The Government Agency Partner willcomplete and submit the Aitrla/Altria “Day of Sharing and Grant
Approval” grant application onlineto the POLProgram Manager for approval by ALCS.

Alang with the application, the Government Agency Parinerwillupload the following documentsinto the online
form which are required as part of the “Day of Sharing” grant application:

1. A letter from the government organizatlon requesting funds written on thelr
letterhead requesting the supply grant

2. The tax exempt status IRS determination letter

3. Copy of the organization’s most recently audited financlal statement and/or Form 990
filed with the IRS

4, list of the Board of Directors and Officers (City Council for government)

Note: The request for taols, supplies and day of expenses must coma directly from the nenprofit community
partner on thelr statlonary addressed to Altria {atin: your local team leader}. Once all of the required
documents {mentloned above) are received by the HandsOn Network Program Manager, (s)he will submit the
entire grant application to the ALCS Corporate Affairs Department for final approval. The grant
application must be completed by the Government Agency Partner within 60 days of the project date.The
ALCS Corporate AffairsDepartment will review and apprave the grant application and the amount to be funded

are e :*:: 3
POINTY OF LIOHT
WV



for the project supplies. Thereafter a check will be processed by Points of Light/HandsOn Network and malled
to the Actlon Center or nonprofit partner,

Event Day support includes:
The Government Agency Partners will manage the event-day activities, starting with an orientation, followed

by the service activities, and concluding with closing reflection. Additlonal event day responsibilities include
facllitating local community Intraductions, including local officials.

Evaluation:

Post-event reporting and expense reports are mandatory for Government Agency Partners and should be
completed within 7-14 days followlng the project. Participating Government Agency Partners will acknowledge
and confirm Altrla’s support, in writing and In communications that typically recognize donors (e.g. annual
reports, newsletters and websites) and copy the Altria Program Manager at HandsOn Network. Aftria requires
equal attribution when dealing with recognition,

Role of Altria:

A Jocal Altrla team leadaer (rep) will contact or be contactedby the appropriate Government Agency Partneror
the HandsGn/Altria national program manager when they express an interest in developlng a project. At that
time the Altsia team leader will provide the following:

1. Proposed project date(s)

2, Estimated number of employea volunteers

3. Specific project interests or requests {If applicable). Note: The Altria rep may not always be aware
of the required areas of focus. However, it is important they the project fall within one of the
approved focus areas.

Specificalty, in support of this program, Altria will:

Provide a local contact person(s) in each region and/or office to serve as a team leader;
Collaborate with the local Government Agency Partner to determine the nonproflt community
partner, project objectives, participate in nonprofit site visits, and confirm project selection;

o The Altrla local team leader will approve the project or work that is requested to be done. Upon
selection and approval of the nonprofit community partner, the Altrla Client Services Inc.
(ALCS)Corporate Affalrs Department will approve the nonprofit community partner to be worked with;

* Pre-approve Supply Budget with Government Agency Partner to ensure that all necessary supply costs
are accounted for and properly allocated;

o Order lunch and refreshments from a budget to be supplled by the local district;

o Recrult volunteers. Altria may Invite Government Agency Partners to host brown-bag lunches or other
overvlew sessions about the local program;

e Report metrics upon completion of the project to the Altria Program Manager confirming number of
volunteers, hours served and tasks completed.

Role of Points of Light & HandsOn Network:
HandsOn will work closely with Altria and our local Government Agency Partner organizations to provide
project management support and services for these events that engage Altrla volunteers. Responsibilities
Include:
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e Contract development and coordination;

» Distribution of Government Agency Partner funding for supplies and project management;

o Setting an introductory call/meeting with Govemment Agency Partners and Altria to review
expectations, solidify program objectives and establish timelines (if applicable;)

o Conducting a debrlef teleconference with Government Agency Partners and Altria post event {if
applicable;}

o ProvidingGovemment Agency Partners with overall Altrla event goals and expectations, as well as
management support as needed to support effective coordination, planning, and implementation;

¢ ProvidingAltria with aggregated impact and evaluation data across all markets;

¢ Collaborating with Altrla on national press and media elements (If applicable.)

Al
el

Funding Procedures:

As described above, the grant request for tools, supplies and other day of expenses will be submitted online60
days prior to project to the local AltriaProgram Manager at Points of Light/HandsOn Network. Upon approval
by Altria, funding for toals and supplies will be disbursed to theGovernment Agency Partner or nonprofit
community partner, in thelr name, from Points of Light. This funding will arrive prior to the date of the project.

Post-event Raport:

As part of this Agreement, HandsOn must provide Altrla with quarterly activity and accomplishment reports.
To satisfy this requirement, a signed addendum and Post-event Report and Expense Report will be completed
by the Government Agency Partner and submitied in the online portal within 7-14 days upon completion of
each project. The Post-event and Expense Report templates are included In the Altria Projects Requirements
document in the “Part 3” packet,

Fiscal Management:

The grant funds can be expended only for charitable purposes and are to be used for the purposes stated in
this letter. The Government Agency Partner must be able and willing to demanstrate to HandsOn and Altria
with satisfactlon that ne portion of the grant funds have been used for the purposes other than those
stipulated above and outlined in this letter agreement, A signed MOU Is required for grant disbursement.

e 5
POINTS OF LIOUT
watifuLe




Changes to the Profect Plan:

TheGovernment Agency Partner is required to alert HandsOn Networkof any significant changes to the Altria
activity that could potentially Impede success of the project. Such changes would Include signiffcant
alterations to the Government Agency Partner's program activities, the project plan as approved by Altria and
POL, hudget, staffing, funding from other sources, or relationships with other organizations In effect at the
time of this MOU. Significant changes will be communicated to the HandsOn Network/Altrla national Program
Manager supporting your project at AltrlaVolunteers@HandsOnNetwork.org{lennifer Nash, Sr. Manager,
Affiltate Corporate Engagement).

Termlnatlon of Grant:

Paints of Light/HandsOn Network reserves the right to terminate this Agreement if, In its discretion, it
determines that the Government Agency Partner has made any misrepresentations, has In any way
misappropriated grant funds, or has done anything incansistent with this MOU. The declasation of bankruptcy
by your organlzation automatically terminates the grant.

Grant Period:
The grant period for the programs being supported by this MOU begins effective immediately and runs

through December 31, 2014.

Reversion of Grant Funds:

The Governmewt Agency Partner will promptly return unexpended grant funds: If |) HandsOn elects to
terminate the grant as outlined above; or i) If the Government Agency Partner loses its exemption from
federal Income taxation as provided under Section 501(c){3); ot ili) the project dellverables are not fulfilled.

Income Tax Examiptions:

it Is understood that by signing this Agreement, the Government Agency Partrer confirms that it is an
organizatlon exempt from federal income taxation pursuant the Internal Revenue Code and that there have
been no changes In its operations that would feopardize this classification.

Agreement:

Please Indlicate your organization’s agreement to (1) be included as party to the national Altria partnership,
and {2) your agreement to abide by the terms and conditions as outlined herein on any Altria project for which
you will receive funding from Polnts of Light by signing and returning a signed copy of this MOU to HandsOn
Network.

signed MOUs will be submitted via emall at AltriaVolupteers@HandsOnNetwork.org or fax to attn:lennifer

Nash at 404,979.2501. Submisslon of a slgned MOU is required for processing of and disbursement of the
grant funds outlined in this agreement.

Current Contact Information;

Mayor Harold Perrin hperrin@jonesboro,o 870.932.1052
Mayor/CEQ emall Tel;
Danny Kapales dkapales@loneshoro.org 870.933.4604
Project Manager emall Tek
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mailto:AlttiaVQlunteers@HandsOnNetwork.Qrg
mailto:AltrlaVolunteers@HandsOnNetwork.orS(Jennifer

City of Joneshoro, AR

Name of Organization

300 8. Church St. PO Box 1845

Address

Jonesboro, AR 72403-1845

City, State, ZIp

Accepted and Agreed To:
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Printed Name

Date: TA//Q
7/

At
¢ et
poWtE S



