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PURPOSE 

To establish a City Council Special Event Sponsorship Policy and guidelines for 
disbursement of discretionary funds approved by City Councilmembers to sponsor city 
programs, services, and special events produced by qualified nonprofit organizations 
and/or City recognized neighborhood associations.  

BACKGROUND  

In August 2015, the City Council approved the Special Event Sponsorship fund providing 
the Mayor and Councilmembers with the opportunity to allocate sponsorship, up to 
$10,000 per fiscal year (contingent upon annual City Budget approval), for special events 
conducted by qualified nonprofit organizations or City-recognized neighborhood 
associations.  The resolution, as adopted in August 2015, specifies that, “during an 
election year, each Councilmember may spend no more than half of the allocated amount 
prior to December 31st.”  

POLICY 

This policy governs the approval of sponsorships by the City of Santa Ana (“City”) of 
special events, programs and services conducted by external local entities. Pursuant to 
this policy, and as approved by the respective Councilmember, the City will consider 
entering into sponsorship agreements that further the City’s mission by providing 
monetary or in-kind benefits for special events conducted by external groups in the City.  

However, the City recognizes that the public trust and perception of its integrity and 
impartiality may be damaged by sponsorships that:  

a) establish, or are perceived as establishing an inappropriate association;  
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b)  are perceived to be politically oriented;  
c) are offensive to segments of its citizenry; or  
d) are aesthetically displeasing.  

Therefore, the City will only consider sponsorships in limited circumstances as outlined in 
this policy. 

I. Sponsorship Opportunities 
 

A. Available Funds - Each Councilmember will be allotted $10,000 per fiscal year 
(contingent upon annual City Budget approval), to sponsor Special Events for 
eligible applicants whose events and programs support the City’s mission and 
provide a community benefit. The respective Councilmember will have the 
authority to approve sponsorship requests and staff will process the sponsorship 
request(s) accordingly. Applicants (nonprofit organizations or city recognized 
neighborhood associations) may request sponsorship funds via Direct Payment or 
City Service Credit by submitting a Donation Request Form (“DRF”) to the City 
Council, a sample of which is attached to this policy.  All sponsorships are subject 
to the terms and conditions appearing on the reverse of the DRF.  
 

B. Eligible Applicants 

1. Nonprofit Organizations: Qualifying nonprofit organizations that are 
incorporated as a nonprofit charitable organization that is tax exempt under 
section 501(c)(3) of the Internal Revenue Code are eligible for sponsorship 
funds via direct payment or City Service Credit.  

a. If not a non-profit organization, applicants may qualify for City Service 
Credit. City Service Credit varies and if approved, credit may or may not 
cover full cost of requested City services.  

2. Neighborhood Associations: In the absence of 501(c)(3) status, City-
recognized neighborhood associations may be eligible for sponsorship funds 
via City Service Credit or in the form of a direct payment to  a 501(c)(3) entity  
acting as a fiscal sponsor for the association.  
 

C. Ineligible Applicants: 
 
1. Entities that promote the sale or consumption of tobacco products; 
2. Entities that promote the sale or consumption of illegal drugs; 
3. Entities that promote gambling; 
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4. Entities that promote the sale or consumption of alcoholic beverages, or that 
primarily sell alcoholic beverages such as bars, but not including restaurants; 

5. Sexually oriented businesses as defined in Chapter 41, Article XVII of the City 
Code, and entities that promote the sale or dissemination of erotic materials or 
services; 

6. Political parties or political advocacy groups; 
7. Inappropriate expenditures such as professional sporting events, alcohol or 

jewelry.  
 

D. Use of Sponsorship Funds - The sponsorship Direct Payment or City Service credit 
may be applied towards the following: 
 
1. Special Event expenses; 
2. On-going program costs/expenses; 
3. Special Events Application or Permit fee;  
4. Reservation fees for facilities and equipment owned by the City; 
5. City staff time, if required, including Police Department staff services; 
6. Liability Insurance Fee (if acquired from the City). 

 
E. Donation Request Form – A DRF may be accessed via the City of Santa Ana 

website or the CMO. When submitted, a DRF must include the following 
information: 
 
1. Contact Information; 
2. Organization Information, must indicate valid Tax ID #; 
3. Must select City Service Credit or Direct Payment Amount 

a. City Service Credit Amount; or  
b. Direct Payment Amount; 
c. Event Location;  
d. Description of Event/Purpose;  
e. Community Benefit (identify how the event, program, service will benefit 

the community and/or the event participants, briefly describe the positive 
impact to the community).  

4. Applicant Signature & Date; 
5. Applicants must submit a current W-9 Form with pertinent information and 

signature. 
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II. Eligibility Criteria 

 
The City shall consider the following non-exclusive criteria: 
1. Whether the expenditure is normal and customary; 
2. The relationship and importance of the event to the City’s mission; 
3. Whether, and the extent to which, the event furthers one or more of the City 

Council’s adopted focus areas; 
4. Whether and the extent to which the event will create financial or administrative 

burdens on the City or require additional personnel; 
5. The extent and prominence of communications to the public regarding the 

event; 
6. The aesthetic characteristics of communications to the public regarding the 

event; 
7. Whether the sponsorship will establish, or will be perceived as establishing an 

inappropriate association; 
8. Whether the event is, or will be perceived to be politically oriented;  
9. Whether the event is, or will be perceived to be religiously oriented; 
10. Whether the event is, or will be perceived to be offensive to segments of the 

City’s citizenry; 
11. Whether the persons or organizations affiliated with the event manufacture 

products, take positions, or otherwise engage in activity that is/are inconsistent 
with local, state, of federal law, or city policies, city mission, or council’s focus 
areas; 

12. Other factors that might undermine public confidence in the city’s impartiality or 
interfere with the efficient delivery of city services or operations. 
 

PROCEDURE 

1. Initial Review & Eligibility  – Applicants must submit a Donation Request Form 
to the CMO at City Hall 8th floor or via email at donationrequest@santa-ana.org. 
DRFs are available on the City of Santa Ana’s webpage and at the CMO located 
at 20 Civic Center Plaza, Santa Ana, CA 92701 or may be emailed by calling (714) 
647-5200.  

a. City Manager’s staff will review the DRF for eligibility and verify that the non-
profit organization is listed and in good standing with the IRS.   

b. CMO will forward DRFs to the City Councilmember(s) from whom the 
donation was requested to obtain pre-approval of donation amount.  

2. Pre-Approval – DRF must be pre-approved by the City Councilmember via email 
in order to grant the donation request.  

mailto:donationrequest@santa-ana.org
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3. Approval – Once the CMO staff verifies that the Donation Request Form meets 
the eligibility criteria and the respective Councilmember approves the request, then 
the CMO will contact the Applicant via email to notify them of the approval and 
explain the payment process.  

4. Direct Payment Voucher (DPV) – The CMO will fill out the “City Use Only” section 
of the DRF, obtain City Manager’s signature on the Donation Form, then process 
the Donation Request Form via the City’s Direct Payment Voucher process 
through the City’s Finance Department.  

a. Journal Entry for City Service Credit – DRFs that indicate City Service 
Credit will be processed through Journal Entry Forms with the Finance 
Department in order to transfer the funds from the City Manager’s Office to 
the department ensuring the costs/fees/staff time for the Applicant’s event 
as outlined in the DRF. 

5. Payment Confirmation – CMO will confirm that the Applicant has received the 
sponsorship payment, update the tracking spreadsheet, and inform the respective 
Councilmembers of their available balance for that fiscal year. 

6. Election Years – CMO will be responsible for sending a reminder, in July, to 
Councilmembers that, “during an election year, each Councilmember may spend 
no more than half of the allocated amount prior to December 31st,” as outlined in 
the resolution.   

7. Oversight – CMO is responsible for providing the City Council with quarterly 
updates of approved sponsorships, using a Receive & File agenda item to the City 
Council.  CMO staff will manage and track each Councilmember’s allocation  per 
fiscal year and obtain review by the Finance Department for each approved DRF 
and on the Council quarterly update.  

8. Questions/Concerns – should be directed to the CMO staff. 
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