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FOREWORD	

Washington State University Extension Master Gardener volunteers, founders of the nation-
ally and internationally acclaimed Master Gardener movement, have been serving residents 
of Washington since 1973. WSU Extension Master Gardeners are university-trained volunteers 
who provide “the face of Washington State University” across our state. As such, they provide 
research-based information about gardening, environmental stewardship, and horticulture 
topics to individuals and communities within each of Washington’s 39 counties.
 
This manual provides answers to common programmatic questions for WSU Extension faculty, 
staff, and Master Gardener volunteers. Specific program requirements vary slightly by county, 
so local WSU Extension educators or program coordinators may have additional guidelines or 
policies.

Volunteers are valued partners whose service is vital to the land grant mission of Washington 
State University. I appreciate the opportunity to work with the faculty, staff, and volunteers in 
this fine program.

Tonie Fitzgerald
Master Gardener Program Leader
Washington State University Extension
PO Box 1495
Spokane, WA 99210-1495

509-358-7879
tjfitz@wsu.edu
http://mastergardener.wsu.edu

WSU Extension Master Gardener Program: Volunteer community educators 
cultivating plants, people, and communities since 1973.
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Chapter 1:   Washington State University Extension

Washington State University (WSU) Extension brings the knowledge of 
Washington State’s land-grant university to local citizens in their own 
communities. Each WSU Extension office works in partnership with each 
Washington county and/or tribal government to help individuals and 
communities thrive.

The mission of WSU Extension is to engage people, organizations, and 
communities to advance knowledge, economic well-being, and quality of 
life by fostering inquiry, learning, and the application of research.

WSU Extension is a world-class outreach and engagement enterprise that 
serves the people of Washington and the global society in which we live. 
Our close relationships within communities allow us to deliver personal-
ized education that challenges and inspires individuals to achieve their 
highest goals. 

•	 We work in partnership with communities to identify issues that the 
university’s research and knowledge bases can address. Application of 
new knowledge and technologies contributes to the economic and cul-
tural vitality of the state.

•	 As part of WSU, we provide unbiased, research-based information that 
gives people the knowledge to improve their health and livelihoods.

•	 We deliver educational programs that are adapted to the critical needs 
in our communities. As a result, outcomes are long-lasting and have 
deep impacts on the health and well-being of all citizens and the envi-
ronments in which they live.

•	 Our presence in every county enables community members to come to 
WSU directly with their issues. 

•	 Our strong local partnerships allow us to leverage human and capital 
resources in order to act on critical issues.

•	 Washington State University
•	 County government as determined by county commissioners and coun-

cil members (portions of WSU faculty and staff salaries, office support 
staff and facilities, operating supplies and equipment)

•	 The United States Department of Agriculture through the Cooperative 
State Research Education and Extension Service (USDA-CSREES)

•	 Grants and contracts from both the public and private sectors
•	 Fees for services
•	 Donor gifts and bequests

Mission Statement, 
Vision, & Purpose

Funding Sources
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Chapter 2:   WSU Extension Master Gardener Program

The Master Gardener (MG) title was derived from Germany’s “gartenmeis-
ters,” who were highly respected horticulturists in their communities. This 
is the legacy to which WSU Extension and MGs must aspire.

The MG program started when WSU Extension faculty in King and Pierce 
counties began training volunteers to serve as WSU Extension MGs in 
January of 1973. Little did they realize they had launched a movement 
that would spread across the nation and overseas. 

The WSU Extension MG program slogan is “Volunteer community educa-
tors cultivating plants, people, and communities since 1973.”

The WSU Extension Master Gardener Program is the nation’s leading       
MG Program, supported at the state and local levels that trains volunteers 
to be effective community educators in gardening and environmental 
stewardship.

The purpose of the program is to provide public education generated from 
research at WSU and other university systems. Volunteers are trained by 
WSU faculty and staff to be community educators about issues of impor-
tance in their local communities that enhance natural resources, sustain 
communities and improve the health and wellness of Washington residents.

Guidance for the WSU Extension MG program is provided by the WSU 	
Extension MG program leader in close cooperation with the Master Gar-
dener Leadership Advisory Council (MGLAC, http://mastergardener.wsu.
edu/mgleadershipsadvisorycouncil.html). 

WSU county Extension offices supervise MG volunteers at the local level. 
Most WSU Extension county offices are organized in the following manner:
•	 County Extension Director—leadership and supervision of all faculty and 

staff in the Extension office
•	 County Extension Educator—leadership for educational program(s) and 

supervision of the county staff and volunteers related to each program
•	 County Extension Program Coordinator—coordination and management 

of specific programs and volunteers

Volunteers in some counties have formed MG organizations called founda-
tions or associations to work in partnership with the WSU Extension MG 
program. For more information about these partnerships, see Chapter 6.

Having a Clear Purpose. When considering a new project, MG program 
staff and volunteers must look for a strong educational component. 

Serving Diverse Audiences. Because our communities represent a diversi-
fied population, so should our programs and staff. The land-grant university 

Background

Vision and Purpose

Organizational 
Structure

Program Essentials
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system was built on the principles that all people should have access to 
education and land-grant universities “should serve the needs of the com-
mon person.” MGs must continue the land-grant university tradition by 
ensuring that the programs and people delivering them are available and 
applicable to all residents.

Addressing Critical Issues. As a public good supported by taxpayers, MG 
projects must be relevant to the larger issues facing society—protecting 
environmental quality, ending hunger, building strong and safe neighbor-
hoods, and growing healthy children. 

Publicizing Success. WSU Extension and MG volunteers must let the 
residents, decision-makers, businesses, and university communities of 
Washington State know about the positive value of the work they do by 
illustrating its relevance to public goals. 
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Chapter 3:   WSU Extension Master Gardener Certification

Applicants to the WSU Extension MG program must: 
•	 Have a strong volunteer ethic and interest in gardening. Gardening 

experience is desirable but not required.
•	 Commit to participating in the WSU Extension MG basic training 

course and complete all quizzes, assignments, and the final exam with 
an overall score of at least 80%.

•	 Be available to perform volunteer work at times needed by the county 
WSU Extension MG program.

•	 Agree to donate the number of volunteer hours required by the county 
WSU Extension MG program and document said hours on time reports 
each month.

Step 1: 	Contact the WSU Extension office in one’s county of residence 
about the basic training schedule and dates for submitting the       
MG volunteer application. 

Step 2:  Complete the WSU Extension and county MG program enroll-
ment forms.

Step 3:	Complete a Criminal History Disclosure Form in accordance with 
Child/Adult Abuse Information Acts RCW 43.43.830 through 
43.43.845. All volunteers for any WSU Extension program are 
screened in this fashion. Applicants will be asked to provide their 
name, date of birth, and driver’s license number so that staff can 
access the online services of the Washington State Patrol. All infor-
mation is kept confidential and in a secure location.

Step 4: 	Submit application forms to the MG program coordinator in one’s 
county of residence.

WSU Extension MG basic training consists of a minimum of 50 hours of 
balanced, integrated, practical curriculum in home horticulture. This in-
cludes an introduction to plant science; soils and soil amendments; insect, 
disease, and weed management; sustainable garden management; integrated 
pest management; pesticide safety; and plant problem diagnosis. These 
topics are applied to specific plant systems such as lawns and turf, land-
scape trees and shrubs, perennials, vegetables, and fruits. 

A combination of on-line sessions, live lectures, hands-on activities, field 
trips, and experiential learning methods may be used during the training 
sessions. The exact teaching format may vary by county depending on the 
available resources and instructors.

Volunteers must apply and be fully enrolled in their county of residence 
WSU Extension MG program prior to the start of the basic training. A coun-
ty-specific MG tuition fee and a separate WSU on-line registration and train-
ing fee are necessary for program support. No successful applicants to the 

The Application 
and Enrollment 

Process

Basic Training
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WSU Extension MG program will be excluded because they cannot afford 
program fees. Persons of limited financial means can request a scholarship 
to cover all or part of the fees. The WSU Extension faculty or staff member 
supervising the local program will make the determination of financial need.

Some counties allow a limited number of individuals to audit the WSU 
Extension MG basic training without making a volunteer commitment by 
paying the full cost of training materials and other local fees. The number of 
audits is limited and varies by county. Persons who audit the training course 
do not receive the title of WSU Extension Master Gardener. 

Volunteers are expected to participate in all on-line and classroom training 
sessions because each one exposes students to a great deal of information. 
The program is intended to familiarize volunteers with reference material 
resources available from WSU. Students are not expected to memorize the 
information, but to learn research skills and where to find information.

In many counties, an experienced MG mentor will be on hand to help stu-
dents as needed. Mentors will assist volunteers throughout training and as 
they start MG volunteer work. This “mentor option” may not be available  
in all counties.

After completing the WSU Extension MG basic training, applicants must 
complete an internship for a county-specific number of volunteer hours 
within a prescribed timeframe. The statewide minimum internship is 40 
hours to be completed within a year after completing basic training. Most 
of that time will be spent in educational outreach activities such as staff-
ing plant clinics and information booths, teaching, or giving presentations 
and demonstrations. The county Extension educator or local program 
coordinator must approve volunteer projects.

Upon completion of the basic training and internship, individuals become 
certified WSU Extension Master Gardeners. Each will receive a WSU Exten-
sion MG name badge and certificate of completion.

Automatic certification in the WSU Extension MG program does not carry 
forward from year to year. Active MG volunteers will be asked each year to 
make a commitment for continued participation in the program by:
•	 Completing a county reapplication or update form,
•	 Volunteering a minimum of 25 hours of approved community service,
•	 Acquiring a minimum of 10 hours of continuing education credits, and
•	 Returning volunteer time reports each month.

Local WSU Extension MG program coordinators and/or Extension educa-
tors determine the number of hours of volunteer service and continuing 
education required for continued certification. 

Internship and 
Certification

Retaining 
Certification
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WSU Extension programs and policies are consistent with federal and state 
laws, regulations, and executive orders regarding civil rights, equal oppor-
tunity, and affirmative action. WSU prohibits discrimination on the basis 
of race; sex; religion; age; color; creed; national or ethnic origin; physical, 
mental, or sensory disability; marital status; sexual orientation; and status 
as a Vietnam-era or disabled veteran. Concerns and evidence of non-com-
pliance may be reported to one’s local WSU Extension office or the WSU 
Pullman Center for Human Rights at (509) 335-8288 or www.chr.wsu.edu. 
Because WSU Extension receives both federal and state funds, WSU MG 
volunteers are required to participate in the collection of contact informa-
tion to verify lawful compliance with affirmative action laws.

MG volunteers are limited to giving advice to home gardeners. Questions 
concerning commercial crop and nursery production, municipal parks and 
trees, pesticide regulation, human health and food safety/preservation top-
ics should be referred to a WSU Extension educator. 

Legal opinions: Volunteers are not authorized to provide legal opinions. 
When asked about a legal opinion or decision, one suggested response is: 
“As WSU volunteers, we give general gardening advice. We cannot pro-
vide legal advice.” Another response regarding pesticides and their use 
is: “Washington State Department of Agriculture is the legal authority in 
Washington for pesticides. We cannot provide legal advice.”

Pest management recommendations: When asked for pest management 
recommendations, WSU Extension MGs are required to provide an inte-
grated pest management approach which includes information about 
cultural, mechanical, biological and chemical methods. Recommendations 
must be made from home and garden sections of relevant current WSU 
publications or other WSU-approved materials (http://mastergardener.
wsu.edu/ApprovedPestManagement.html). Following these guidelines is 
essential for compliance with WSU liability coverage. WSU will provide 
defense and indemnification for MG pest management recommendations 
only if MGs follow published WSU-approved recommendations for home 
garden use. 

Problem diagnosis: When diagnosing plant problems, volunteers should 
use language such as “The problem seems to be caused by…” or “It appears 
that a cause of this problem may be….” Supporting documents or publica-
tions may be included. Avoid making definitive statements such as, “This is 
clearly herbicide damage” or “I’m sure this was caused by a chemical spray.”

Product or service endorsement: MGs shall not endorse any particular 
product, business or service. MGs should mention a product by its chemi-
cal name and then include products from several companies to clarify the 
recommendation. For example, if recommending an insecticidal soap, say 
“Insecticidal soaps are registered to control this pest. They are found in 

Chapter 4:   Volunteer Master Gardener Program Policies & Procedures

Affirmative Action

Answering
Questions
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products such as Nature Guard or Safers Insecticial Soap, as well as other 
products.” Or, if recommending an herbicide, say “Glyphosate is labeled 
for this weed. It can be found in products such as Roundup or Kleenup, as 
well as other products.” Make clear that you are not endorsing any particu-
lar product. 

Each Washington county program offers a variety of ways to fulfill volunteer 
service requirements for WSU MG certification. The opportunities are based 
on individual county needs. Volunteer service hours may be earned through 
educational outreach and program support functions.

WSU Extension, through the county MG program coordinator and/or 
Extension educator, determines what qualifies as volunteer service hours. 
County faculty or staff may limit the number of hours in certain categories 
that can count for certification.

Examples of educational outreach:
•	 Plant clinics—These can be held in WSU Extension county offices or 

other suitable public areas. Individual clientele may come in or call and 
talk to a MG about garden, landscape, and pest management topics.

•	 Classes, workshops, and seminars—These consist of locally-held talks 
about horticultural topics or Extension-sponsored gardening classes.

•	 Garden tours—These are guided tours of gardens and parks to teach 
about plant materials, gardening practices, and/or problem diagnosis.

•	 Demonstration gardens—These highlight the unique horticultural aspects 
of local areas and demonstrate plant cultivars and gardening techniques.

•	 Exhibits and information booths—These can be staffed educational  
exhibits at local community events such as safety or educational fairs, 
festivals, farmers’ markets, and home and garden shows.

•	 Youth gardening programs—These are designed to teach gardening to 
children in classrooms, demonstration gardens, 4-H activities, or           
home school. 

•	 Garden-based nutrition education—These classes fit into WSU Extension 
Food $ense and nutrition education that focus on gardening to provide 
fresh fruits and vegetables in the diet.

•	 Educational articles—These can be written for newsletters, newspapers, 
magazines, or the Web and should be reviewed by Extension faculty or 
staff prior to submission for publication.

Examples of program support: 
•	 Project leadership—Leadership opportunities may be available to manage 

or coordinate projects in one’s county.
•	 Mentors—Mentors provide assistance to trainees during training and as 

they start their volunteer work.
•	 Office assistance—Counties may need assistance organizing plant clinic 

files, keeping bulletins up-to-date, creating or revising educational mate-
rials, recording volunteer service hours, answering the phone, filing, 
computer data processing, and/or inventorying.

Volunteer 
Service Hours
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•	 Other support roles—Volunteers with experience in leadership, public rela-
tions, fundraising, computer science, public speaking, writing, graphic 
design, photography, carpentry, woodworking, or related skills are invit-
ed to share their talents to support the WSU Extension MG program. 

Volunteers who join a local MG foundation or association may be required 
to donate volunteer hours to that organization. It is up to each WSU 
Extension educator or program coordinator to determine if these hours 
may qualify toward certification or recertification.

The correct title for a volunteer from this program is “Washington State Uni-
versity Extension Master Gardener.” The title “Washington State University 
(County Name) Master Gardener” may also be used. This title is to be used 
only for volunteers who are certified in the WSU Extension MG program 
and performing unpaid educational and public service as an active MG.

Specific MG designations change as volunteers move through the program. 

•	 A Master Gardener Trainee is someone attending the basic training 
course for the first time. 

•	 A Master Gardener Intern is a trainee who successfully completes 
training and starts initial service internship.

•	 A Certified Master Gardener is a volunteer who has completed a 
county-specific service internship. This designation is usually referred to 
simply as “Master Gardener.”

•	 An Emeritus Master Gardener is no longer able to fully meet the 
volunteer service requirement for annual recertification but continues 
to donate at least 1 hour of volunteer service per year to retain liability 
coverage. Emeritus status can only be granted by local WSU Extension 
MG program staff. General guidelines for emeritus status include 1) a 
minimum of 500 hours of volunteer service, 2) 10 years of volunteer 
service, or 3) exemplary service to the WSU Extension MG program. 
Other county-specific stipulations may also be required.

•	 An Alumnus Master Gardener no longer participates in the WSU 	
Extension MG program, and as such, has no annual service requirement 
and is not covered under WSU liability insurance.

WSU Extension MGs should wear their name badges whenever they are 
engaged in MG activities. They should not wear or use the MG title to 
endorse any product or place of business. (For example, “XYZ Specialty 
Nursery, Master Gardeners on staff” or “XYZ Product, recommended by 
Master Gardeners” or “Plant Doctor and Master Gardener.”)

Volunteers may list their WSU Extension MG training and experience as 
qualifications when applying for a job. However, they may not give the  
appearance of being a WSU Extension MG at their place of employment. 

WSU owns the name “WSU Master Gardener,” so its use on letterhead, 
Web sites, and banners should include the trademark symbol (™). 
			 

Master Gardener 
Nomenclature

Use of the Master 
Gardener Title
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WSU Extension 
Master Gardener 

Trademark

Code of Conduct

Liability and 
Workers 

Compensation 
Insurance Coverage 

and Exclusions

The two images below are the official WSU MG logos. The image on the  
left is representative of county-specific programs, while the image on the 
right is generally applicable for use on posters, brochures, letterheads, and 
apparel. Either one can be used, but cannot be changed from this format.

No other representations may be used for the organization or its units and 
divisions without the express written consent of the Office of the Associate 
Dean and Associate Director, CAHNRS WSU Extension. For more informa-
tion, go to http://mastergardener.wsu.edu/MasterGardenerLogo.html. 

When serving at MG functions, volunteers may not wear apparel imprint-
ed with nursery or garden center logos, lawn and garden service, or other 
gardening business-related trademarks.

As a WSU Extension MG, volunteers agree to:
•	 Represent WSU Extension with dignity and pride.
•	 Respect all persons with whom they interact as a WSU Extension        

MG (fellow volunteers, Extension and other county personnel, and    
the general public).

•	 Conduct themselves in a courteous, respectful manner refraining from 
profanity, harassment, disruptive behavior, or abuse of any kind.

•	 Provide a positive role model when working with youth.
•	 Respect and follow WSU, county, and program policies and guidelines.
•	 Comply with equal employment opportunity and nondiscrimination laws.
•	 Refrain from using alcohol and other drugs in an illegal or inappropriate 

manner.
•	 Participate as team members within the WSU Extension MG program.

MGs are representatives of WSU Extension and should dress in an ap-
propriate and professional manner. This includes always wearing one’s 
name badge when acting as a WSU volunteer.

Clothes should be suitable for the activity or location. “Office casual” is 
appropriate for speaking engagements, indoor plant clinics, and schools. 
Gardening work clothes are appropriate for demo gardens and some out-
door events.

Liability Coverage 
Liability coverage refers to the concept that an individual or entity is 
protected against personal financial risk when a claimant alleges that the 
person or entity is liable (at legal fault for an injury and, therefore, subject 
to monetary penalties known as damages).  
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WSU volunteers are unpaid agents of WSU. WSU and its officers, employ-
ees, and agents, while acting in good faith within the scope of their official 
WSU duties (see below), are covered by the State of Washington Self-Insur-
ance Program and the Tort Claims Act (RCW 4.92.060 et seq.). State statute 
provides that the state may provide a defense and indemnification (pay-
ment of legal costs, settlements and/or judgments) for any agent of WSU, 
including a volunteer, against whom claims are filed. Defense and indem-
nification at WSU is subject to approval by the WSU Board of Regents. The 
requirements for acting in the official capacity of a WSU volunteer are:

• 	 Current enrollment in the WSU Extension MG program; 
• 	 Compliance with WSU Extension MG guidelines, WSU policies, and  

the law;
• 	 Engagement in activities that are planned, approved, and carried out 

through WSU Extension; and
• 	 Reporting of dates and times of WSU Extension volunteer activities on  

a monthly basis.

Defense and indemnification are available to volunteers acting within the 
scope of their duties. Defense and indemnification are not available to 
volunteers in the following situations: Action committed with the willful 
intention of causing injury or harm or was reckless or malicious in nature; 
the action was committed in willful violation of the law or WSU regula-
tions/policy; and/or the action was committed while under the influence 
of alcohol or a controlled substance. 

For more information about liability coverage, contact Rick Fadness at 
WSU Office of Risk Management at (509) 335-6893 or fadness@wsu.edu.

Workers Compensation Coverage for Injury
Volunteers currently enrolled in the WSU Extension Master Gardener 
Program, while acting in good faith within the scope of their official WSU 
duties (see above), are covered under the WSU workers compensation cov-
erage through the Department of Labor and Industries (L&I) for injuries/ill-
ness resulting from their volunteered activities. L&I coverage may include 
hospital, physician’s care, prescriptions, ambulance, and other associated 
costs. Loss of income is not covered.  

For more information about Workers Compensation Coverage contact the 
WSU Human Resource Services at 509-335-4521 or hrs.wsu.edu

Independent Activities Not Covered
Although foundations, associations, and other MG organizations are val-
ued partners and support groups for WSU Extension programs, they are 
legally independent of WSU Extension. Therefore, WSU is not responsible 
for their activities, except for those approved by and to the benefit of WSU 
(i.e., responsible only for activities in which the MGs are volunteers for WSU). 

Thus, when an individual is involved in an activity exclusively-sponsored 
by a non-WSU organization (i.e., without the review and approval of au-
thorized WSU Extension staff and/or not carried out through Extension), 
they are not covered by WSU liability or workers’ compensation insurance.
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Reimbursement 
for Expenses

Withdrawal or 
Leave of Absence

Reapplying After
Extended Leave

of Absence

Transferring from 
Another County

When giving a presentation for a group, it is permissible to accept pay-
ment to one’s local MG program. Volunteers may ask for reimbursement of 
travel costs or supplies if the supplies are used in projects that the audience 
takes with them. However, it is inappropriate to accept speaking engage-
ments for personal pay while using the title of WSU Master Gardener.

WSU Extension MGs may teach community education classes for which 
a fee is charged when this fee covers actual class expenses or is applied 
fully to the WSU Extension MG program. (For additional details, see 
Chapter 5.)

When volunteers cease active participation in the WSU Extension MG 
program, they may not accept compensation for teaching or giving pre-
sentations using the title of WSU Extension Master Gardener. Former 
volunteers may charge for their services or accept reimbursements as long 
as they do not use the WSU Extension Master Gardener title.

To cease active participation or withdraw from the program, volunteers 
must notify the program coordinator in writing. After withdrawal, volun-
teers may not represent themselves as WSU MGs. However, WSU Extension 
MGs with emeritus or alumnus status may represent themselves as such.

WSU Extension MGs may submit a written request for a leave of absence 
for no longer than 1 year and remain certified upon return to active par-
ticipation. 

If volunteers are gone for longer than one year, they need to reapply to 
their local Extension MG program. WSU Extension MGs must be trained 
in current and regionally relevant home horticulture information. For this 
reason, automatic recertification after an absence of longer than one year is 
not offered.

Re-enrollment in the program, payment of all relevant training fees, par-
ticipation in training and fulfillment of requirements for certification are 
required.

Certified MG volunteers who change residence from one county to another 
(including a different state) and want to continue in the MG program may 
be asked by the local Extension program coordinator to do one or more of 
the following:
•	 Obtain a letter of reference from the MG program coordinator in the 

previous county of residence.
•	 Attend an orientation session to understand local program policies, 

activities, commitments, etc.
•	 Attend certain or all classes, depending on how different the climate 

and conditions in the new location are from the previous place of 	
residence.
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Termination of
Volunteer Services

As a representative of WSU, Extension volunteers agree to abide by its  
policies and expectations. If behavior with the public, colleagues, or 
supervisors is not acceptable to or in the best interest of WSU Extension, 
the MG program, or clientele, a volunteer may be reprimanded or asked to 
leave the program.

Every attempt will be made to correct disqualifying behavior, including 
reviewing MG policies and procedures. If a volunteer’s inappropriate ac-
tions continue, he or she will be removed from the program after being 
contacted personally and receiving written notice outlining the reason for 
and date of removal from the program.
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There are multiple ways to generate revenue for MG programs, but specific 
rules and laws govern how funds can be deposited and disbursed. This 
chapter explains what MG program coordinators, volunteers, and founda-
tion representatives need to know to ensure that federal and Washington 
State regulations are followed when volunteers raise money or charge fees 
for program support. 

•	 Annual plant sales, raffles, or auctions
•	 Fees for services such as classes, workshops, and tours
•	 Sales of books, publications, and program-related products such as 	

compost bins at MG activities
•	 Gifts and donations to the state or local MG programs

Master Gardeners may raise money for program support and that money 
may be handled through WSU Foundation accounts in the county office or 
through separate MG foundations or associations. 

1. 	 The WSU Foundation is an agent of WSU that promotes, accepts, and 
manages all private gifts and private grants made to WSU. Overseen 
by a board of trustees and through services provided by the University, 
the foundation manages all gifts in accordance with the donor’s wishes 
within applicable state laws. 

	 Every county with a Master Gardner Program has an account at the WSU 
Foundation called the (Name of County) MG Development fund. These 
were set up by a private donor in the mid 1990s. Master Gardeners can 
raise money and deposit funds or tax exempt gifts into their county’s 
MG development fund. No association or local foundation is necessary 
to administer these accounts. Checks must be made out the WSU Foun-
dation and noted for support of the local county Extension MG program. 
Contact the WSU Extension District or County Director for information 
about these funds, commonly referred to at 17A accounts.   

	 More information regarding the WSU Foundation can be found at 
http://wsufoundation.wsu.edu

2.	 Master Gardener associations are established to financially support 
the Master Gardener program within each county or statewide. These 
associations are independent organizations (not part of WSU) that 
operate under memoranda of agreement with Washington State Uni-
versity.  Fundraising activities of these associations may include receipt 
of cash or in-kind donations. Often the donor assumes that these dona-
tions are tax-exempt. However, an association must meet specific legal 
requirements in order to accept tax-exempt gifts. The following is a 
summary of the different categories of current Master Gardener associa-
tions in Washington State. Each has restrictions as to how or if it can 
receive tax-exempt donations.

Chapter 5:   Fundraising 

Revenue 
Generation 

Examples

Rules and 
Regulations 

Related to 
Fundraising by
MG’s and MG

Associations
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a.  	Non-Profit Corporation—This simply means that the association is 
registered with the Secretary of State as a non-profit. However, this 
does NOT allow the association to solicit or receive tax-exempt do-
nations unless one of the following (items b or c) also exists. If the 
association accepts tax-exempt donations in a manner other than 
those listed below (items b or c), then the association most likely 
violated federal laws and/or regulations.

b. 	 Dependent Chapters of the Master Gardener Foundation of Wash-
ington State (MGFWS)—Dependent chapters of the MG Founda-
tion of Washington State, once approved by the MGFWS board of 
directors, may receive tax-exempt gifts under the MGFWS’s 501(c)
(3) status. These chapters must be approved by the MGFWS board 
of directors every three years in accordance with Article III, Section 
3 of the by-laws of the MGFWS. Dependent chapters are obligated 
to provide financial data each year to the MGFWS for the filing of 
taxes with the IRS.

c. 	 Independent 501 (C) (3) Charitable Organization/Foundation—
Any Master Gardener association that has been designated by the 
Internal Revenue Service as a 501- (c)(3) charitable organization or 
foundation can receive tax-exempt gifts and deposit these into an 
account held by the association. Checks must be made payable to 
the association and not to WSU.  

Ensure that the check is made out to the proper entity. It should NOT be 
made out to WSU, WSU Extension, WSU [county name] County Extension 
or any other component of WSU. Checks should be made out to the WSU 
Foundation only if funds are to be deposited within a WSU Foundation 
account.

If your Master Gardener association cannot receive a tax-exempt gift be-
cause it is not a registered 501 (c)(3) organization, the association should 
immediately inform the donor that their gift is not tax deductible. It is 
further recommended that the association print this on any receipt issued 
to a donor. In this case, if the donor wishes to make a tax deductible dona-
tion, it must be made through the WSU Foundation or through the Master 
Gardener Foundation of Washington State (for charter/dependent chap-
ters). All donations should be followed by issuance of a receipt.

Donations must be deposited appropriately. Funds should NEVER be de-
posited into an account held by an individual or organization other than 
the county Master Gardener association (assuming that the organization 
is a registered non-profit corporation), the Master Gardener Foundation 
of Washington State, or the WSU Foundation. If donations are made to a 
county Master Gardener association, the association must be a registered 
Washington non-profit corporation. And as mentioned previously, if the 
gift is to be tax deductible, the gift must be deposited into an account held 
by a registered 501(c)(3) organization. This can be a county Master Gar-
dener association (if it is appropriately registered as a 501(c)(3)), the Master 
Gardener Foundation of Washington State (if the local chapter is a charter/
dependent chapter of the MGFWS), or the WSU Foundation.

Best Management
Practices for

Receipt of 
Donations to

Master Gardener
Associations
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The flagship MG organization in Washington is the MGFWS. WSU Exten-
sion MG volunteers are encouraged to visit http://mastergardener.wsu.edu/
mgfws for a more complete view of the organization and related resources.

Mission Statement. “The mission of the Master Gardener Foundation of 
Washington State is to help WSU Extension MG programs grow better 
communities through financial support, communication, education, and 
advocacy.”

Purpose. The purpose of the MGFWS is educational and charitable in 
furtherance of the WSU MG program, without any intent to carry on busi-
ness, trade, avocation, or profession for profit. 

The following purposes are specifically stated in the MGFWS articles of 
incorporation: 
•	 To enhance and supplement the efforts of the WSU MG program and 

thereby provide education and information on horticulture to the citi-
zens of the state of Washington. 

•	 To raise funds to supplement and enhance the WSU MG program. 
•	 To facilitate an exchange of ideas and information between individual 

chapters and affiliate organizations of this corporation through periodic 
newsletters and seminars. 

•	 To inform and educate the citizens and decision-makers of our state 
about the value of the MG program.

Ancillary functions include interacting with WSU Extension through an 
active MOA as it provides support to the WSU Extension MG program and 
participating in fundraising and resource acquisition to support the WSU 
Extension MG program and affiliated MG organizations.

Volunteers in some counties have formed MG organizations called founda-
tions or associations to work in partnership with WSU Extension to sup-
port its MG program. Such organizations may be formal (incorporated with 
the state of Washington) or informal (unincorporated). While the ultimate 
responsibility for the WSU Extension MG program rests with the WSU Ex-
tension faculty and staff in each county, these organizations are vital team 
players, providing much-needed financial and managerial support.

The specific roles and responsibilities of each local MG organization to 
the WSU Extension MG program are described in an MOA between that 
organization and WSU Extension in each county. This guiding document 
is essential for the clear leadership of WSU Extension MG volunteers and 
compliance with state ethics laws.

Note: Membership in a MG organization is not required for program 
participation. 

Chapter 6:  Master Gardener Foundation of Washington State & Local Organizations
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WSU Extension and MG organizations work closely on many aspects of 
the program. To strengthen that relationship and comply with state 
ethics laws, each MG organization completes an MOA with their local 
WSU Extension office. This document defines the major responsibilities 
between the two groups. Responsibility for completion of the document 
rests with the WSU Extension county director and county MG organiza-
tion board of directors. Sample templates and instructions are available at 
http://mastergardener.wsu.edu. 

WSU Extension MG volunteers are encouraged to review a copy of the 
MOA pertinent to their program, which can be obtained at their county 
WSU Extension office or local MG organization.

Memorandums
of Agreement 
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Appendix A: 
WSU Extension Master Gardener Volunteer Position Description

	 Title	 WSU Master Gardener Volunteer

	 Purpose	 To provide public education in gardening and environmental stewardship based 		
		  on researched-based information from WSU Extension and other universities to
 		  address such critical issues as enhancing natural resources and environmental
 		  stewardship, sustaining vibrant communities, and improving the health and
		  wellness of Washington residents.

	Nature & Scope	 WSU MG volunteers make it possible for Extension faculty and staff to reach
		  more people with horticulture programs and home gardening information than
		  would be possible without them.

Trained and certified WSU MG volunteers provide educational programs, advice, 
and answers to questions on home gardening and landscape maintenance, pest 
management, composting, and related topics. This is accomplished through 
various formal and informal activities, including plant clinics, telephone and 
personal contacts, demonstrations, classes, written material, school programs, 
demonstration gardens, public meeting, and tours.

	 Requirements	 •	 Be able to participate fully in the training program provided for WSU MG
			   volunteers.

	 	 •	 Be willing and able to return a county-specific number of public educational
			   service hours within a predetermined timeframe.

	 	 •	 Be willing to follow the WSU MG policies and procedures, including record-
			   keeping requirements and responding to reasonable requests for volunteer
			   services.

	 	 •	 Be willing to abide by WSU Extension’s pest management recommendation
			   agreement, giving clients a range of possible options, including cultural, 
			   mechanical, biological, and chemical controls.

	 	 •	 Be able to communicate effectively with the public by telephone, personal
			   contact, group contact, or through written language.

	 	 •	 Have an interest in basic gardening or other horticulture-related areas.

	 	 •	 Be able to work with adults and/or youth to share home gardening 	 	 	
			   information.

	 Supervision	 The Extension staff in charge of the county WSU MG program oversees and
		  coordinates the activities of MG volunteers. In some locations, MG organizations
		  with an official relationship with WSU Extension assist county staff in program
		  administration.
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The goal of the mentor program is to provide a welcoming atmosphere 
for new Master Gardeners from the time they sign up for the MG classes 
until they become well established in the program. The mentor’s role is 
to familiarize new MGs with the program and help them feel comfort-
able as they attend training and begin their volunteer service.

1.	 Calling assigned mentee(s) as soon as possible. Provide your mentees 
with your name and phone number or e-mail address so they may 
contact you if they have any questions. Let them know how training 
sessions are structured (handouts, announcements, breaks, etc.), and 
encourage them to bring paper and pen for note-taking. Tell them 
about news-letters or announcements they may be receiving.

2.	 Meeting your mentees sometime very soon after the MG classes 
	 begin. Perhaps you could have lunch together before class or arrange 

to meet during break.

3.	 Contacting your mentees as classes progress to see how everything 
is going. Discuss the required exams and try to make this portion of 
the training less intimidating. Review the opportunities available for 
volunteer payback time. Let your mentees know they will be paired 
with a veteran MG during their first few clinic assignments or other 
payback functions. Once again, encourage them to contact you if 
they have any questions.

Other Options. If you are a member of a MG foundation, call and invite 
your mentees to the foundation meetings. Let them know you will be 
there and arrange to meet them; you may want to pick them up for the 
first meeting.

Network with other mentors and mentees, perhaps getting together to 
talk gardening so the new MGs can widen their circle of MG contacts.

Mentors are meant to help trainees smoothly adapt to the program by 
offering help and support where needed. If you have serious concerns 
about a mentee, including personality conflicts or other problems, speak 
with your program coordinator. It is not the mentor’s duty to get in-
volved in any major conflict resolution or assist with a mentee’s per-
sonal problems. 

Appendix B: 
Master Gardener Mentor Job Description

Goal

Duties

Conflict Resolution
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