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FOREWORD

Parent support organizations provide an invaluable service to our schools. Many of our
student programs and activities could not exist without these organizations. Parent
volunteers unselfishly give money and time to our schools for the benefit of the students.
We appreciate all you do for Scottsboro City Schools!
For the purpose of this manual, parent support organizations include PTA, PTO, Booster
Clubs, and any other parent support school related organization. It is the Scottsboro
City Board of Education’s desire and responsibility to insure that these guidelines are
communicated and followed.
These guidelines and procedures will also be made available on the Scottsboro City
Schools’ website at www.scottsboroschools.net.

GENERAL INFORMATION
Parent Support Organizations are school related organizations established to promote
school programs or complement student groups or activities. A Parent Support
Organization’s purpose may be to support a student group or program at a particular
school or various student groups or programs at various schools. Students enrich their
education and expand their horizons when they participate in school activities and
programs; therefore, the district greatly appreciates the time, effort, and financial
support that Parent Support Organizations provide to our students.
Specific guidance for School Related Organizations was issued by the Alabama
State Department of Education in a memorandum dated November 8, 2007 (See
Appendix A). Parent Support Organizations and School Districts are required to follow
the guidelines specified in the memorandum.

STUDENT ORGANIZATIONS
Student clubs and classes are usually recognized as school activities. The student
officers and faculty sponsor operate the organization while the school principal acts in a
fiduciary capacity over the organization’s funds. The school’s accounting records
contain a separate account to record the financial operations of each student
organization. Income from the student organization is recorded by receipts and
deposited in the school bank account. The school principal approves the purchase
orders, signs the checks, and maintains the supporting documents for the expenditures.
Some organizations consisting of students from the school may not be school activities.
Some students belong to social organizations that operate off-campus. Community
recreation leagues may consist solely of the school’s students and operate under other
entities that are not under the control of the school. Although the activities of these
organizations may benefit the school’s students, these organizations have a separate
employer identification number (EIN), a separate mailing address, and maintain their
own records and accounts.
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ATHLETICS
School athletics are extracurricular activities that must be under the control of the
school principal. Coaches and other school employees cannot maintain a separate bank
account that supports, or benefits from, a school extracurricular activity. Funds
received to support an athletic activity at a school from sponsors, vendors, or other
sources must be included in the school’s financial records under the fiduciary control of
the school principal. Funds from gate receipts and other sources may be recorded in
one or more separate accounts for a particular sport in the school’s financial records;
however, a separate account for each sport is not required. When athletic events are
held on locations other than school property, the school principal’s control over the
financial operations of the event, including ticket sales, concessions, and parking fees,
will be determined by agreement with the entity in control of the event location.

PARENT ORGANIZATIONS
Parent and parent/teacher organizations play a vital role in the education of students.
In Alabama public schools, the PTA and the PTO are the most common parent
organizations. Both organizations have a national organization that serves the
individual school organizations. Each of the national organizations publishes guidance
for the financial operations of the individual school organizations. These organizations
must have a separate employer identification number (EIN) and a separate mailing
address in order to maintain their own records and accounts outside the control of the
school. However, these organizations will become school activities if:
a) Both parties mutually assent to the fiduciary control of the principal, or,
b) A school employee leads fundraising or maintains the accounting records for
the organization.
BOOSTER ORGANIZATIONS
All school sponsored extracurricular activities must be under the control of the school;
however, booster organizations are often formed to support the operations of these
activities in a variety of ways. While providing additional financial support for a
particular extracurricular activity, the volunteers in the booster organizations also
enhance community support that often extends to benefit all of the students at a school.
Generally, the activities for booster organizations are considered non-public funds.
However, these organizations will become public school funds if:
a) A school employee serves/holds a leadership position in the organization, or
b) A school employee leads fund raising or maintains the accounting records for
the organization.
Specific activities of a booster organization are automatically considered public funds if:
a) The organization collects admission to a school function,
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b) The organization operates a concession operation on school property at a school
function,
c) The organization collects parking fees for a school function,
d) The organization operates a training camp that includes students of the activity
it supports.
Even though a Parent Support Organization works very closely with the District, it is a
separate entity from the District. However, the formation of the organization must be
approved by an appropriate District Principal or Administrator (See Appendix B). In
addition, a Parent Organization/Booster Club must adhere to various District policies
and guidelines, and all federal and state regulatory guidelines. Education is a state
function executed through local boards of education. The Superintendent, Board, and
Chief School Finance Officer (CSFO) have statutory roles in handling funds. The
authority and responsibility related to finance is delegated to local school administrators
and others through board policies, directives, procedure manuals and day to day
interaction.
The established lines of authority for local boards of education are:
•

•
•

•

•

•

Board of Education – The board of education adopts policies to govern the
establishment and operation of all activity funds. The district’s auditors should
review these policies for sound accounting and reporting principles.
Superintendent – The superintendent is directly responsible to the board of
education for administering all board policies.
Chief Financial Officer – The chief financial officer has overall responsibility
for accounting for and reporting all funds, including district and student activity
funds, to the board. The chief financial officer is also responsible for
implementing and enforcing appropriate internal control procedures.
Principal – The principal at each school site is the designated activity fund
supervisor for that school building. The principal has overall responsibility for
the daily operation and management of school finances including all activity
funds. This includes the collection and depositing of activity funds monies;
approving disbursements of student activity funds monies; and adequately
supervising all bookkeeping responsibilities. The principal should be a signatory
to all disbursements, including checks drawn on the activity fund.
Sponsors – The sponsor of each student organization is responsible for
supervising all activities of the organization, including approving student activity
fund transactions. Sponsors should be employees of the district and under the
direct control of the activity fund supervisor.
Parent Support Organization Officers – The officers of each support
organization are responsible for the activities of the organization. They should
ensure that they follow their organization’s bylaws as well as district policies,
laws, and regulations related to the operation of their organization.
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I. ORGANIZATION
Formation of Organization
The campus principal and Superintendent should approve the formation of all booster
and parent support organizations. The organization should complete and submit the
Parent Support Organization Registration and Approval Form to the campus
principal (See Appendix B).
Role of the Organization
Parent support organizations shall organize and function in a way that is consistent with
the District’s philosophy, objectives, and adopted Board policies, in accordance with
affiliated governing bodies and regulations, as applicable.
Organization Bylaws
An organization of parents or community leaders affiliated with a school should develop
a constitution and/or bylaws for the organization. Those documents must be in writing,
and be filed in the principal’s office. The school principal must authorize the use of the
school’s name prior to approving any of the group’s activities. The bylaws must address
the organization’s structure and method to be used for election of officers. The rules of
membership shall be clearly stated in the bylaws.
It is recommended that the organization’s bylaws contain the following information:
A. Name of the organization
B. Objective of the organization including the statement, “This organization will
abide by all school board administrative policies and procedures.”
C. Eligibility for membership and membership enrollment process
D. Officer selection, election procedures, and duties of each officer
E. The principal or designee who will serve as an ex-officio officer of the
organization
F. Language indicating how the group will handle remaining funds in the event the
organization dissolves
G. How to amend the bylaws
Various national parent support organizations supply sample bylaws as a guide for
organization. (See Appendix C – Contact List)
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Officers and Directors
Only active members in good standing should be permitted to hold office or vote on any
matter of business of the organization. Employees of the school should not serve in a
financial capacity of a booster club or parent organization. Financial capacity includes
holding positions of president, treasurer, or fundraising chairperson.
At a minimum, the organization shall elect the following officers on an annual basis.
A. President – Typically, the president of an organization is a parent/guardian
who has been active in the organization. Major duties include, but are not limited
to, the following:
• Preside at all meetings of the organization;
• Regularly meet with the designated campus representative regarding the
organization’s activities;
• Resolve problems in the membership;
• Regularly meet with the treasurer of the organization to review the
organization’s financial position;
• Perform any other specific duties as outlined in the bylaws of the
organization.
B. Vice President – The vice-president acts as the president’s representative in
his/her absence. They must remain familiar with the organization. The major
duties include, but are not limited to, the following:
• Preside at meetings in the absence or inability of the president to serve;
• Perform administrative functions delegated by the president;
• Perform other specific duties as outlined in the bylaws of the organization.
C. Secretary – The secretary is responsible for keeping accurate records of the
proceedings of the organization and reporting to the membership. The secretary
must ensure the accuracy of the minutes of the meetings, and have a thorough
knowledge of parliamentary law and the organization’s bylaws. Major duties
include, but are not limited to, the following:
• Report on any recommendations made by the executive board of the
organization, if such a governing board is defined by the bylaws;
• Maintain the records of the minutes, approved bylaws and any standing
committee rules, current membership, and committee listing;
• Record all business transacted at each meeting of the organization as well
as meetings of any executive board in a prescribed format;
• Maintain records of attendance of each member;
• Conduct and report on all correspondence on behalf of the organization;
• Other specific duties as outlined in the bylaws of the organization.
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D. Treasurer – The treasurer is the authorized custodian of the funds of the
organization. The treasurer receives and disburses all monies indicated in the
budget and prescribed in the local bylaws or as authorized by action of the
organization. Major duties include, but are not limited to, the following:
• Serve as chairperson of the Budget and Finance Committee, if prescribed
within the bylaws of the organization;
• Issue a receipt for all monies received and submit said amounts to the
local school bookkeeper on at least a weekly basis (daily if receipts on hand
exceed $250);
• Present a current financial report to the executive committee and general
membership within thirty days of the previous month end;
• Maintain an accurate and detailed account of all monies received and
disbursed;
• Other specific duties as outlined in the bylaws of the organization.
Election of Officers
The election of officers of the organization will occur annually within the timelines and
manner prescribed by the organization’s bylaws. Annual election of officers should take
place so that the newly elected officers may be in place for the start of the next school
year. Officer information should be submitted to the local school principal immediately
following the organization’s election even if officers have not changed from the previous
year. (See Appendix D)
Standards for Meeting
Business will be conducted in open meetings, with adequate notification of all meetings
to all members, and summary of proceedings kept. Notice of all general meetings of the
booster club/parent organization should be published at the campus prior to the
meeting date. In order to provide an optimum level of communication and teamwork,
meetings should preferably be held in the presence of the campus principal or his/her
designated school sponsor. If a representative of the school is not present, notification
in writing of any official action should be submitted to the school representative the next
business day.
Record Keeping
The secretary and treasurer of the organization shall turn records over to the incoming
officers within 30 days of election.
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Rules for Dissolution
To dissolve a parent support organization, a resolution should be adopted by the parent
organization (or the executive board if the organization is inactive) stating that the
question of such a dissolution be submitted to a vote at a special meeting of the
members having voting rights. At least 30 days prior to the meeting, written or printed
notice shall be given to each member entitled to vote stating that the purpose of such
meeting is to consider the advisability of dissolving the club/organization. The parent
organization must determine the distribution and usage of treasury monies and other
assets in accordance with its bylaws before dissolution. In order to comply with Internal
Revenue Service guidelines, care should be taken to ensure that excess funds are
distributed within the framework of the organization’s original purpose (e.g. band
booster funds would remain with the music program at that particular campus).
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II. ADMINISTRATIVE GUIDELINES
Relationship with the School Board
Parent support organizations must adhere to district policies and guidelines as well as
federal and state laws and regulatory guidelines. Only approved organizations,
operating under the School District policies and procedures, shall be allowed to use the
school name and/or facilities in support of its programs. Any rules and regulations
developed for the organization must conform to the law, the board of education’s
policies and regulations, and the school site’s rules and procedures.
Parent support organizations do not have the authority to direct the duties of a school
system employee nor do they have the authority to spend money for the school’s benefit
without the knowledge and approval of the principal or designee. The scheduling of
contests, rules for participation, and all other criteria dealing with school programs are
under the jurisdiction of the local school administration. School administration should
apprise parent support organizations of all school activities related to the purpose of the
organization.
If the superintendent/board considers it necessary, he or she may revoke the
organization’s authorization to conduct activities in the district. The principal has the
authority to dissolve the relationship between the school and the parent support
organization at any time.
Specific questions regarding policy or procedure of the Scottsboro City School System
should be addressed to the campus Principal or designee.
Laws
Parent support organizations must adhere to all federal, state, and local laws as well as
state and local administrative policies and procedures. It is the responsibility of the
officers to ensure the organization is in compliance with such laws and policies. There
are several regulatory agencies that govern these organizations and their operations
including:
•
•
•
•
•
•

Alabama State Department of Education
Alabama Ethics Commission – Guidelines for Public Officials and Employees
Alabama Building Commission
Alabama Attorney General’s Office
Scottsboro City Board of Education
Internal Revenue Service – IRS Publication 557 Tax Exempt Organizations
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Training
All officers of the organization should go through an annual orientation with the
superintendent, chief school finance officer, or their designee on the Scottsboro City
School System’s policies and procedures related to the operations of parent support
organizations.
Contracts/Loans
School employees, including the local school principal, do not have the authority to sign
contracts or notes incurring debt of the school or the district. There is no authorization
for Parent Support Organizations to borrow money in the school’s or local board’s name
or obligate future revenues of the organization. Any loan obtained by the organization
would be a personal loan by individuals signing the note.
Parent support organizations do not have the authority to enter into any type of contract
on behalf of the board of education or the authority to enter into any type of contract
related to use of board property or equipment.
Fundraising Guidelines
All community and school support organization fundraising efforts shall fall within
federal, state, and district guidelines and shall be for the purpose of supporting the
school program or group activity for which the organization was formed. All parent
support organizations shall obtain approval of the campus principal and the Scottsboro
City Board of Education for all fundraising events prior to the start of the event.
Revenues generated from fundraising activities by tax-exempt organizations should
benefit the organization, the sponsored student group, or student activity area as a
whole, not individuals. Therefore, individual accounts that credit individuals
for their fundraising efforts should not be used. Any profits from fund raising
activities that are not spent for an organization’s nonprofit exempt purpose cannot be
returned directly to members or their families.
Tax-exempt organizations may not require people to participate in fundraisers.
Fundraiser participation by students is voluntary; participation cannot be mandated.
Benefits given by a parent organization cannot be distributed based on participation in a
fundraiser or based on revenues individually generated in a fundraiser. Therefore, a
person cannot be denied the opportunity to receive a benefit because of lack of
participation in a fundraiser or because a specified amount of revenue was not raised.
Consideration should be given to student safety when planning a fundraiser. Standing
on roadways at stop signs and other traffic signals is a safety hazard and is not
permissible. Students should not be involved with door to door solicitation or sales.
Fundraisers that take place on the school campus during the school day or at a school
function are considered public funds.
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At the completion of the fundraiser, a form documenting the results of the activity
should be completed and filed with the local school principal.
Games of Chance
Article IV, Section 65 of Constitution of Alabama 1901, prohibits the sale of tickets to a
raffle in which a prize is awarded by chance. Tickets may be sold for a chance to
participate in a game of skill where the winner of the game is awarded a prize so long as
the outcome of the game doesn't depend upon the element of chance. Please refer to
Attorney General’s Opinion 89-00168. (See Appendix E)
Buildings and Other Structures on School Property
Any structure built on board property must follow federal, state, and local laws
regarding building construction, building codes, and inspections. The Alabama Building
Commission is authorized as the state agency for buildings and construction on school
campuses. Organizations planning to assist with the building projects on the district’s
campuses must adhere to the following guidelines:
•

•
•

Any building, building improvement, or land improvement on a property of the
Scottsboro City Board of Education must be approved by the Scottsboro City
Board of Education.
A school system administrator or employee should be in charge of the project.
The project must comply with Alabama Building Commission requirements
• Full professional design team required
• Plan, review, and approval required
• Architect required to perform inspections
• Building Commission will conduct required inspections including final
inspection
• Compliance with the Alabama Public Works Law or Competitive Bid Laws
will be applicable in most situations
• All projects should follow the same process regardless of funding

Note – Consideration should also be given to the annual operating costs associated with
any new structure (utilities, insurance, annual maintenance, etc.).
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III. FINANCIAL PROCEDURES
General
Support organizations are expected to follow the same financial procedures prescribed
for the operations of the local school activities. Each organization should adopt
procedures to ensure compliance with state and federal laws as well as policies and
procedures of the Scottsboro City School System.
•

•

Scottsboro City School System employees should not serve in a financial capacity
of a parent support organization. Financial capacity includes holding positions of
president, treasurer, or fundraising chairperson.
The organization’s membership must be provided with a financial statement at
each meeting. The financial statement should provide a comparison of budgeted
versus actual expenditures and receipts. A detailed activity report is also
available from the local school bookkeeper.

Checking Accounts
Parent support organizations are not allowed to have outside checking accounts. These
organizations are formed to support the operation of school sponsored activities. All
funds related to the support of these activities must be accounted for in the local school’s
financial records. All funds must be deposited in and disbursed from the local school’s
board authorized bank account.
Internal Control Procedures
In order to protect the organization, its members, and its financial well-being, standard
internal controls must be in place. The following is a summary of basic internal controls
necessary to prevent the loss of funds through carelessness, mistakes, or
misappropriation.
•

Controls/Procedures for Cash and Receipts




Money should be turned in to the local school bookkeeper daily if the total
receipts on hand exceed $250. All money should be turned in to the local
school bookkeeper within one week even if the receipts for all days
combined are less than $250. The support organization bylaws may
require money to be turned in more frequently or at a lower dollar
threshold.
All money must be turned in to the local school bookkeeper prior to
holidays and weekends. Funds collected at events on holidays or
weekends where a school administrator is on duty should be counted and
given to the school administrator. If an administrator is not on duty,
money should be turned in the next business day.
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•

Documentation is required for any delays in funds being turned in to the
school as to the reason for the delay. The documentation should be signed
by both the individual turning in the money and the school principal.
All money collected from students and parents must be receipted on a
school issued receipt. A receipt log may be used for individual collections
of $10 or less.
All deposits/money turned in to the school should be accompanied by a
receipt log, activity verification report, ticket reconciliation, or other
supporting documentation.
Receipts should include the date collected, from whom collected, the
amount collected, whether cash or check (if check, include the check
number), initials of person receipting the money, and the receipt number.
Voided receipts should be marked “Void” and attached to the receipt book.
Missing receipts are viewed as missing money; therefore, documentation
in the form of a letter/memo should be written to the principal explaining
any missing receipts.
Errors should be marked through with a single line. The correct
information should be written in and initialed by the individual making
the correction. White out or correction tape should not be used.
All money should be deposited intact. Personal checks shall not be cashed
out of moneys received.

Controls/Procedures for Purchases/Disbursements


Purchase orders must be signed by an officer of the support organization
and the school principal. All purchases should be included in the
organization’s approved budget.
Steps for Processing
 Confirm that the vendor will accept a purchase order.
 Complete and sign a purchase order providing detailed information
and give to the principal for signature several days in advance of the
purchase.
 Once the purchase order is approved by the principal and provided
to the bookkeeper for verification of funds, the purchase may be
made.
 Sales tax is not permitted. School districts are sales tax exempt.
Documentation regarding our sales tax exempt status is available
from the local school bookkeeper.
 A detailed, itemized receipt or invoice should be obtained when
items are purchased.
 The receipt/invoice should be signed by an officer or school sponsor
indicating that all items were received in good condition and given
12

to the bookkeeper for payment. Items should be in hand
before payment is made.
 The school bookkeeper should pay for the items on the next check
run.
 Purchase orders should be voided after 90 days unless further
documentation is noted.
 Scottsboro City Schools does not allow backorders.


•

Checks made payable to cash will not be issued.
All expenditures are to be by check. Cash payments are not allowed.

Controls/Procedures for Fundraisers




Prior to beginning a fundraiser, the parent support organization must
complete a fundraiser request and submit to the principal for approval. This
insures the activity is within the district’s policy, provides the school with
knowledge of the activities on campus, and helps to avoid duplication of
similar fundraising campaigns during the same time period. Every fundraiser
must be approved by the principal, superintendent, and board of education.
A Report of Fund Raising Activity form should be completed to determine
profitability at the completion of the fundraiser. This form will be made
available in the finance section of the Scottsboro City Schools’ website
(www.scottsboroschools.net) and should be presented to the organizations’
members. A copy should also be filed with the school principal.
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IV. ACTIVITIES ON SCHOOL CAMPUS
General Guidelines
•
•
•

•
•

Any activity on a district campus requires approval by the board or its designee.
Proper accounting records should be maintained and all activity must be
processed through the local school books.
Occasionally school employees may do extra work for parent support
organizations after normal work hours. All payments made to school
employees must be processed through the Scottsboro City Board of
Education’s payroll department. A contract for extra work must be
completed and submitted to the board of education’s Chief School Finance
Officer for approval. Payment will be made on a mid-month payroll and the
school/support organization will be invoiced for the gross pay plus employee
benefits as required by law.
Per federal guidelines, a school cafeteria worker must be present when the school
cafeteria is used for any outside function.
Scottsboro City Schools may require liability insurance for third parties.

Note: Any activities/programs conducted by parent organizations off campus should
be approved prior to the activity.
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V. ETHICS
Alabama Ethics Law
The Alabama Ethics Law applies to all public employees and violations can result in
criminal liability. Anyone employed by the state, county, or municipal level of
government is considered a public employee. [Ref: ALA CODE §36-25-1(26)] This law
also covers family members of public employees and officials defined as the spouse,
dependents, adult children and his or her spouse, parents, spouse’s parents, siblings and
their spouses. [Ref: ALA CODE §36-25-1(14) and (15)]
The Alabama Ethics Law states that public employees cannot use their position for
personal gain or public resources for personal use. Furthermore, it states that public
employees cannot solicit or receive a thing of value because of their position, and cannot
accept anything that might influence their official actions.
Alabama Code §36-25-1(11) defines de minimis as having a value of $25 or less per
occasion and an aggregate of $50 or less in a calendar year from a single provider or as
may be prescribed by the Ethics Commission. Parent support organizations have
been identified by the Alabama Ethics Commission as a single entity or
provider; therefore, these organizations may only give a school employee
gifts of de minimis value as defined by law.
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APPENDIX A

APPENDIX B

Booster Clubs & School Support Organizations
Registration & Approval Form
To:______________________
(Principal or Administrator Name)

Location:__________________
(School or Department)

Name of Organization:____________________________________
Purpose of Organization: __________________________________
Student Group to be Supported: ______________________________
Faculty Sponsor for Organization: _____________________________
Current Number of Parent Supporters:__________________________
I agree with the following statements:




I have spoken with the faculty member who will serve as the sponsor of the support
organization and have received their permission to submit this registration form.
I have read the Parent Support Organizations Guidelines and Procedures and agree to
abide by the rules and guidelines it contains.
I understand that noncompliance with any Scottsboro City Board of Education policy or
criteria may result in the disbanding of the support organization by the principal or
administrator.

Submitted by:
____________________ __/__/___
(Organization Representative)

Date

___________________ __/__/___
(Faculty Sponsor)

Date

Address ______________________ Phone Number _________________
_________________________

For District Use Only:
Received by:_________________________

Date: ___/___/_____

□ Approval of Support Organization
□ Disapproval of Support Organization
______________________________
Administrator Signature

______________________________
Superintendent Signature

___/___/____
Date

___/___/____
Date

APPENDIX C
CONTACT LIST
In addition to the local school principal, other helpful contacts and resources are
provided below:

Dr. Jose Reyes, Jr., Superintendent

jreyes@scottsboroschools.net

256-218-2101

Financial Issues - Craig Hodge, CSFO

chodge@scottsboroschools.net

256-218-2107

Facility Issues - Tony Ball, Director of Operations

tball@scottsboroschools.net

256-218-2128

Athletic Directors:
Scott Hodges
Jeff Tubbs
Ken Holder

shodges@scottsboroschools.net
stubbs@scottsboroschools.net
keholder@scottsboroschools.net

256-218-2002
256-218-2004
256-218-2304

Alabama Department of Education

http://www.alsde.edu/

Alabama Building Commission

http://www.bc.alabama.gov/

Alabama Ethics Commission

http://ethics.alabama.gov/default2.aspx

Alabama Ethics – Guidelines for
Public Officials and Employees

http://ethics.alabama.gov/docs/GuidelinesPublicOfficialsEmployees7-2012.pdf

Internal Revenue Service

https://www.irs.gov/

National PTA

http://www.pta.org/

Alabama PTA

http://www.alabamapta.org/

National PTO

http://www.pto.org/

Parent Booster USA

https://parentbooster.org/

APPENDIX D
Parent Support Organization Officer Information
Officer information should be submitted to your supporting campus/department immediately
following your organization’s election. Information should be submitted even if officers have
not changed from the previous year. Any changes that occur during the year prior to the next
election should also be reported utilizing this form. A copy of this form should also be
maintained by the organization.
School Year: ____________

Campus/Department Supported: ____________________

Name of Organization: __________________________________________________
President:
____________________________________________________________
First and Last Name
__________________________________________________________________
Street Address or PO Box, City, State, and Zip Code
__________________________________________________________________
Phone Number(s) and Email Address
Vice President:
____________________________________________________________
First and Last Name
__________________________________________________________________
Street Address or PO Box, City, State, and Zip Code
__________________________________________________________________
Phone Number(s) and Email Address
Treasurer:
____________________________________________________________
First and Last Name
__________________________________________________________________
Street Address or PO Box, City, State, and Zip Code
__________________________________________________________________
Phone Number(s) and Email Address
Secretary
____________________________________________________________
First and Last Name
__________________________________________________________________
Street Address or PO Box, City, State, and Zip Code
__________________________________________________________________
Phone Number(s) and Email Address

APPENDIX E

