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THE TREASURER

The Tr easur e utlned indhe Starelard Fars Lians Club Constitution and By-Laws
Article 11 ABLO OFFI CERS Section 1. Duties | ett

i TREAS URdsRe shall:
1. Receive all monies, from the secretary and otherwise, and deposit the same in a bank or
banksrecommended by the finance committee and approved by the board of directors;

2. Pay out monies in payment of club obligations only on authority given by the board of
directors. All checks and vouchers shall be signed by the treasurer and countersigned by on
other officer, determined by the board of directors;

3. Have custody and keep and maintain general records of club receipts and disbursements;

4. Prepare and submit monthly and semi annual financial reports to the international office of
the association anthe board of directors of this club;

5. Give bond for the faithful discharge of his/her office in such sum and with such surety as
determined by the board of directors. o

TIPS FOR THE INCOMING TREASURER

Please NoteSinceJuly 2009 MD19 Club duetavebeene mai | ed t o Clifarbemdilr e a s
addressds available or mailed as a hard copy if no email was given on the updated MD19 Club
Officer Report Form. Be sure that your email is current with the MD19 Office

1. Each year &INANCE COMMITTEE should beformed consisting of the Treaswutélect (You),
Current Treasurer, Presiddakect, Current President, and other members as desired. This
Committee should prepare a budget for the following Lions year and review the actual versus the
budgeted income arekpenses during the year. The Treasurer should routinely give the report of the
Finance Committee to the Board of Directors. The Finance Committee should designate a financial
review person to prepare an end of the year report to close out the bodksnrakfashion. The
review should be completed by theéi& July.

2.ln June you should make s AUTEORIZER SIGNADURES fodr ub 6 s
your year. Generally the three signatures are the Treasurer, the Secretary and the Presioient. H
three authorized signatures lessens the possibility of not having two people to sign when needed.

3. As Treasurer you will pay out monies in payment of club obligations only on authority given by the
Board of Directors. All checks shall be signedtbg Treasurer and countersigned by one other
officer, determined by the Board of Directors

4. Two AnnualBUDGETS are necessary for every Lions Club: Administrative and Activities. Both
budgets are planning tools enabling the Finance Committee and Bdanmeatbrs to preplan what
income and expenses are anticipated for the year. They enable the club members to review what
projects they are going to take on this year. The administrative budget helps determine if the dues
structure is adequate. No butgeset in stone. It is simply a guideline and needs review during the
year to adjust for changing conditions. If a budget needs changing, the Finance Committee should
recommend and the Board of Directors vote on any suggested change. Keep in mjast that
because an amount is budgeted, there is no requirement to spend that amount.
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Sample administrative and activities budgets are attached as a suggestion and starting point. They
wi || require alterations to f i tmayyoe used far yourb 6 s
ACTUAL EXPENSE AND INCOME REPORTS gi ven at each Club Board
You might want to indicate on a financial statement a running total of the amount of money which
the club has actually spent on community projects dimeeeginning of the year, then show what
this total was a year ago. This can help mea

5. Duringtheyear,if @ REASUREROG S IRgRJgIRLE given at a regular club meeting you
should take into accountelpresence of guests and limit the report accordingly.

6. The REPORTS AS REQUIRED BY LIONS CLUBS INTERNATIONAL mentioned in the
Lions Club Standard Constitution above in section (d) are not really desired by International. Lions
Clubs International has acdéd many Club Treasurers that nothing is done with these reports when
received so please do not feel obligated to send them. However, that same paragraph in the
Constitution also requires that reportuyldbbe ma
made.

7. TWO SETS OF BOOKS are required: Administrative Fund (dues, Tail Twister fines, raffle
income, etc.) and Activities Fund (money raised in the community).

UNDER NO CIRCUMSTANCES MAY THE NET INCOME OF CLUB PROJECTS OR
ACTIVITIES RAISED FROM THE PUBLIC BE USED IN ANY MANNER WHAT -SO-
EVER FOR ADMINISTRATIVE EXPENDITURES.

8. You should make sure that your club has the best relationship wiBAINK for the least cost. You
would be the one to suggest changing banks to the Board of Directors if andthveheove is
needed, i.e. if banking fees are more reasonable or if better interest rates are available at another
bank.

9. Your financial records establish proof that your club G-HARITABLE ORGANIZATION.

10.DEPOSITS: All money must be depositeudhen receivedin the proper bank accounts.

11.ACCOUNTING FOR FUNDS: All income must be strictly accounted for. All expenditures
require a receipt for the annual financial revielvis good judiciary practice for all expenditures to
be brought before the Board Directors for approval and be accompanied with receipts before
reimbursementsaremadé s ampl e of a fiMembershevn @paggeMs e Cl

12. INTERNATIONAL AND MD19 DUES must be paid within 30 days of receipt of their iwves.
As with MD19 dues paymentnternational will issue a credit or debit for membership changes if the
July or January MMR is received at International on or before JdlpBlanuary 31

12.LCI now has a Family Dues Structure Amendment that was implemented arya2@07. The first
family member, either being a current or newly inducted member, shall pay full annual dué$)(US$
and any applicable entrance fee. Up to four more subsequent qualifying family members over the age
of majority living in the samealwelling shall pay onéhalf of the standard annual dues (28%0)
and no association entrance fee. For newly chartered clubs, the first family member shall pay the full
charter fee (US$30) and full annual dues. Subsequent qualifying members shall pay dratiutde
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dues (US20.50) and no additional charter fees. A Family Unit Certification Form and instructions
can be foundn the Appendix Sectionf this manuakind must be used when applying for Family
MembershipFor m i s al so f o wwwllionsaubslol@l 6s website:

13. Students enrolled in an educational institution and between the age of legal majority and through age
30 pay only half international dues (US$20.80) are exempt of any entrance fees when they join
any Lions club. Club secretaries may complete certification online using the WMMR, or submit the
paper certificatioriorm with the monthly membership report or club charter applicaWin19 will
also only charge ¥ the MD19 dues amount for students registered with LCI as students.

14. LOCKBOX: As of November 2004 Lions Clubs International has a Canadian lockbox where
Canadian Clubs can now mail their International dues payment. Detailed payment instructions on
using the Canadian lockbox were enclosed with the October 31, 2004 statement of account. Ask your
outgoing Treasurer for information pertaining to this lockbéddress is as follows: The
I nternational Association of Lions Clubs, P. O
A US lockbox for US Clubs to mail their International dues is also available: The International
Association of Lions Clubs, 35842a8le Way, Chicago, IL 60678358. For both put complete club
name and club number on the front of your check.

15. Bills other than dues should be paid upon receipt of an invoice and after the Board of Directors has
approved payment at a regular Board tep

16. CLUB DUES: Billing the individual members of your club every six months for their semual
dues may be done by either you as the Treasurer or by the Secretary. Who mails out the bills and
when it will be done is a decision that should belreka by your Cl ubds Board c

17.Club dues must cover International and MD19 dues and any administrative expenses for which your
club has budgeted.

18.You, with the Finance Committee, should monitor WAYESTMENTS or reserve account funds to
maximizethe returns.

19. There are a number of simple easy to G&MPUTER PROGRAMS available on the market
today that should be considered for use by the Treasurer. Computer programs provide easy
reconciliation and produce numerous reports that can be benefieaiewing costs.

20. Copies of anyCORRESPONDENCE initiated by the Treasurer should be sent to the Club
President and Secretary.

NEWLY CHARTERED CLUBS

Lions Clubs International dues for a newly organized Lions Club will begin the first month thatsfollow

the approval of the Charter Application by the Extension Department at LCl. They will be prorated
based on the number of months left inthen6nt h bi |l 1l ing cycl e. Exam
Application is received and approved in January, Lions€lubl nt er nat i onal wi | | |
International dues starting February 1. A bill for these dues will be sent to the club treasurer.
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http://www.lionsclubs.org/
http://www.lionsclubs.org/EN/member-center/membership-and-new-clubs/invite-members/programs-mem-student-print.php

Multiple District 19 dues for a newly organized Lions Club will begin the first month following the
Lions ClubCharter Night Party. If the party is held in February, Multiple District 19 will send a bill for
Marchi June and the bill will be sent to the club treasurer.

When a new member is reported on the Monthly Membership Report (MMR), Lions Clubs International
will bill the Lions Club for the $25.00 New Member Entrance Fee and the prorated dues for the
remainder of the-Bnonth billing cycle. Multiple District wilalso charge clubs for new members on a
pro-rated basis. Chart on page 7.

Here is a break down othow the MD19 and International dues are used:

International Expenditures (dues based o$41.00 per yearfor 2012-13):

International Convention and Meetings $5.74 (14%)
The Lion Magazine $6.56 (16%)
Insurance $0.41 (1%)
District Governors / Disict Govs Elect  $5.74 (14%)
International Officers / Board of Directors$2.46 (6%)
Club & District Program Support $15.58 (38%
International Headquarters $4.10 (10%)
Uncollected Dues $0.41 (1%)
TOTAL $41.00
MD19 (dues based on $9.30 per m&er per six months)
A Multiple District Operations 89% (see below)
A Convention Fund 3%
A Printing of programs, speaker travels expenses etc.
A District Operations 6%
A District Gov-®PolioydMandad Account
A MD19 Reserve Account 1%
A Savings account for emergencies.
A MD19 Building Reserve Account 1%

Major repairs and purchases

Multiple District Operations (89%) includes the following:
¢ Maintaining the MD19 Office: lights, heat, salaries etc.

Executive Secretafyreasurer Expese Account

Council Chairperson Expense Account
o Council Chairperson Stationery, name badge, pin

o Vice Council Chairperson stationery

Zone Chairpersons Travel Expenses (mileage, hotel, fares) and postage

o (MD19 Service and Leadership Development Foundatigusheith the expenses for the
Zone Chairpersons and District Governor/Vice District Governor Schools)

Council Meeting Expenses

Prep time for updating all Club Officer Manuals on a yearly basis

e Zone Chairperson Manuals, stationery, name badges (2 each)
MD19 2012 6



e Printing and mailing of MD19 Rosteend fAiGoing Visitingod bookl et f
Presidents, Secretaries, Zone Chairpersons, Council of Governors, MD19 Committee Chairpersons
and sometimes comitee members.

e Medals for Zone Chairpersons Excellence Award Recipients
¢ Pins for Lions Club Secretary Excellence Award Recipients
o Certificates for Club Membership Director Award Recipients
e Banner patches for Club Excellence Award Recipients.

e Banner patchewith embroidery or trophies with engraving and certificates for all MD19 Contests
& Awards Winners and Runners Up.

e Copying support for presenters at Fall Annual Convention

e Copying support for MD1®istrict SupporfTeam(Leadership, Extension, Membershipiofc
Relations & Retentiorgnd other MD19 Committee Chairpersons

e Communications througBorder Crossing
e Purchase of audiovisual equipment, such as overhead projectors, screens, flip charts
Pro-rated Amounts for New Members for Multiple District 19

Member Accepted by Club in 2012 -13 Per Capita Starts Pro -rated dues Pro -rated dues
Dues based on $18.60 per member per year Regular Members Student Members
July July 1 $9.30 $4.15
August August 1 $7.75 $3.87
September September 1 $6.20 $3.10
Octob er October 1 $4.65 $2.32
November November 1 S $3.10 $1.55
December December 1 $1.55 $0.7 8
January January 1 $9.30 $4.15
February February 1 S $7.75 $3.87
March March 1 $6.20 $3.10
April April 1 3 $4.65 $2. 32
May May 1 3t $3.10 $1.55
June June 1% $1.55 $0.7 8

Credit on Dropped Members (International) See bottom of page 8 for MD19
Policy for dropped members states:
Semtannual international dues are billed on July 1 and January 1 based on the membership statistics
shown on intenradinal headquarters records as of June 30 and December 31.

Full six month credit will be issued on dropped members reported 30 days after the Semi Annual Per
Capita billing, provided those reports reach international headquarters no later than thetbkse of
following month (no later than January 31 and July 31).

June reports received in June will not receive credit as the drops were processed prior to the Per Capita
billling. June reports received in July will receive credit as the drops were procéssdldeaPer Capita

billing. For December the same applies as Jh@CREDIT WILL BE ISSUED ON MEMBERS

DROPPED ON REPORTS RECEIVED AFTER JANUARY 31 AND JULY 31.
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MEMBERSHIP FEES & DUES

Lions Clubs International

New Member Joining Active Club

Article VII, Section 1 of the International Constitution andBy w s
prescribed by the International Board of Directors each Club shall report to the International office of this Associatio

reads

as

foll ows:

filn

names of all new melners elected, and shall remit therewith such, an entrance fee for each new member as shall be

determined

by the

I nternati onal

Boar d

of

directors.

t he
n the

0

The one timeentrance feéor a new member joining an active Lions Clulii§. $25.00 As of July 1, 202
International Dues ar®41.00(U.S. funds)er member per year $20.50 every six (6) months
International per capitan a new member begins the first of the month in which the member enters the club. ltis

pro-rated at U.S. $42 per monthfor the remaning months in the ser@innual periodplus U.S. $0.2%or the

International Convention Fund, which is not ypaded.

Example: A new member joins a Lions Club in August. When the club report for AugtgiMR) showing the
me mber 0s

a d mi snshe lotarnatiosal Offee; tha Assedalation bills the U.S. $25.00 entrance fee, the
pro-rated dues as, and the peied magazine fee of Augustdt US 8.42 per month, which amounts to US
$17.08 *plus the US 5 International Conventiofund fee, fo a total of US 42.08

Following is a schedule of the International per capita billed on the new meaniokEamily Membertaken
into a club at various times throughout the year for the 3@E-2013:

Dues total New Member Total Total monthly
Member Includes $0.25 entrance fee monthly Family Member

accepted by Per Capita Starts | For Intl. conv. (not pro-rated) Pro-rated Pro-rated dues

club in the fund plus Lion dues with entrance fee

mont h ¢ Magazine Fee waived.
July July $20.50 $25.00 $4550 $10.25
August August ' 17.08 25.00 42.08 8.54
September September 1 13.67 25.00 38.67 6.84
October October 1 10.25 25.00 35.25 5.13
November November 6.83 25.00 31.83 3.42
December December 1 3.42 25.00 28.42 1.71
January January 1 $20.50 25.00 $45.50 $10.25
February February I 17.08 25.00 42.08 8.54
March March ' 13.67 25.00 38.67 6.84
April April 1% 10.25 25.00 35.25 5.13
May May 1% 6.83 25.00 31.83 3.42
June June ¥ 3.42 25.00 28.42 1.71

NOTE: These dues do not include Multiple District dues. See below.

Multiple District 19 Dues: The per capita tax levied upon the members of Multiple District 19 is

$18.60U.S. Fundsper membebilled semi annually$9.30) based upon the club membership as
carried upon its rolls on June 30 and December 31 and reported to MD19 upon its June and December
Monthly Reports under members at close of morfikte dues for members reported aspjred or

added

on

t he

Jul vy

and

January

MMROG s

wi ||

(not postmarked) in the Multiple District 19 Office on or before July 31 and Januatgieriod
July to December;™ period January to JunefEach club is levied for new club paraphernalia on the

first

half

du

es

each

year,

a prarated basis for new members / student membarsgpbetween billing periods.

MD19 2012
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THIS IS A SAMPLE OF AN EMAILED FIRST HALF DUES STATEMENT

MD19 FIRST HALF DUES STATEMENT
July 15, 2012

LIONS CLUB: Boomertown Lions Club
DIST/ZONE 47-R

THE CALCULATIONS BELOW ARE BASED ON THE June 30, 2012 MMR TOTAL OF_35
WI TH THE ADDI TI ON OF N ERATHDDVESKIRMEY-JNR,Q012).

US FUNDS CANADIAN FUNDS

Prior Balance of Account 0.00 0.00
6 Months Per Capita Dues @ $9.30 $306.90 $313.04 Exchange = 1.02
_2 Student Membership @ $4.65 $9.30 $9.49
Pro-Rated dues for New Student Member

____ February @ $3.87 0.00 0.00

____ March @ $3.10 0.00 0.00

1 April @ $2.32 $2.32 $2.37

___ May @ $1.55 0.00 0.00

_ June @ $0.78 0.00 0.00

TOTAL PRO-RATED DUES $2.32 $2.37
Pro-Rated dues for New Member(s)

2 February @ $7.75 $15.50 $15.81

____ March @ $6.20 0.00 0.00

__ April @ $4.65 0.00 0.00

____ May @ $3.10 0.00 0.00

__ June @ $1.55 0.00 0.00

TOTAL PRO-RATED DUES $15.50 $15.81
New Club Paraphernalia Charge $3.50 $3.57

Pay This Amount: $337.52 us FuNDs $344.28 cDN FUNDS

Please Remit Payment ByAugust 31, 201 2 To: MD19 Lions, PO Box 66, Bellingham, WA 9827

Questions about your statement?

Dues, Pro-rated dues and the Student membership dues are based on the Constitution & By-Laws of Multiple
District 19, Lions International. Ref: ARTICLE VII, Finance, SECTIONS 1, 5 and 6.

NEW CLUB PARAPHERNALIA EXPLANATI ON IS FOUND I N ARTICLE X fABLO, EXTENS

In accordance with the MD19 Policy Manual, the Canadian Equivalent has been computed with the exchange rate
used the Lions Clubs International for the month of July, 2012.

Please make a copy of this statement for your club filesReturn a copy with payment.
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This Letter below accanpanies your duesstatementeach billing period.

Dear Club Treasurer:
To help you understand your MD19 &astatementve offer the following:

1. APri or Bal anamyouwstandihghalanoemteaeding this statement. See #2.

2. "6 Mont hs ©OftePér (Deambiet 2012phis is MD19 dues which is figured as follows:
$9.30 x number of members reported on the MMRItore 30.

3. nStudent Me mbnemizElsvhm ar® regster@d with Lions Clubs International as students pay
half the amounof the regular MD19 dues, ($4.65). A Club will be billed for new student members joining
their club subsequent to the billing month on a@ated basis depending upon the moitlwhichthey join.

4. i PRat e d i B Clabswil be billed for new membs joining their club subsequent to the billing month
on a prerated basis depending upon the mdntivhichthey join.

5. AiNew Club PaThipheirnadaam cl ubbs share of the New
ORGANIZED in the previous Lios year. This explanation is also found in the MD19 Constitution & By
Laws, Arti cl e *XhididBadded ontr theeFirst Habh Dues statement.

6. Canadian Funds. According to the MD19 Policy Manual Canadian Clubs may now pay their dues in
equv al ent Canadian currency. Chapter 11, Budget an:q
billed to clubs located in Canada in both U.S. funds and in the Canadian equivalent, computed using as an
exchange rate, the exchange rate used hysL@lubs International in billing International dues to Canadian
Clubs. o

In order to be on time, clubs need to make their dues payment by August 31 for the First Half Dues
and February 28 for the Second Half Dues.

WHERE DONATION CHECKS SHOULD BE SENT

LCIF: Senddirectly to LCIF. Donations will be posted on the MD19 Stats when confirmation is
received that checks have been posted@ly Donations can be sent in either US or Canadian funds.

CARE: Send to MD19 Office(Make check out tdD19 Lions CARBP

White Cane Days Play it by Ear (US Sight and Hearing):Send to thélorthwestFoundation for
Sight and Hearing.

Canadian Hearing: Lions of B.C. Hearing Conservation Society.
Canadian Sight: Canadian National Institute for the Blind.

Diabetes: Send to your District Governor or your District Diabetes Chairperson.
Addresses for the above (except CNIB) can be found in the MD19 Roster
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Use of Funds Chart and Information Sheet

How Funds Are Raised Use for Public Projects? Use for Administrative
(Activity Account) Expenses? (Administrative
Account)

Administrative T dues, rental
fees, fines, advertisement in YES YES
newsletters to Lions

Public i Any fundraising event
open to the public, public YES NO*
contributions and bequests

Interest i Accumulated
investments from money YES NO*
received from the public

*Direct expenses may be deducted from a public fundraiser to repleeigkdthinistrative Account. Also, if a Lions buildir
is used to meet theeeds of the community at larties club may deduct an amount of the proceeds of each activity held
the clubhouse to go towards the operating expenses of the building.

Activity Fu nd (Public)

All funds raised from the public must be returned to public use, including money accumulated from
invested public funds. These funds may not be used for administration, to benefit a member, or for travel
and meeting expenses for conventions.

Administrative Fund
Administrative funds are supported through contributions from Lions through dues, fines and other
individual contributions. It is possible for Lions Clubs to fund their administrative account in the
following manner:
U Private fundraisingctivity limited to Lions Clubs members and their spouses
U Advertisement proceeds for Club Newsletters
U Donated member compensation for work as individual citizens aliemevents, while not
dressed as identified as Lions
U Deduct direct operating expens#sa fundraiser
U If the Lions building is used to meet the needs of the community at large, the club may deduct an
amount of the proceeds of each activity held at the clubhouse to go towards the operating
expenses of the building.
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LEGAL OPINION ADO PTED BY THE
INTERNATIONAL BOARD OF DIRECTOR S

FUNDS RAISED FROM ACTIVITIES

QUESTION:
May funds raised from the public be used for administrative or othepuolic purposes?
OPINION:

No. The Articles of Incorporation of The International AssociatidnLions Clubs state that the
association is organized, among other things, "to govern all such chartered clubs so that they shall be
nonpolitical, nonsectarian, not for profit of the individual club or its individual members."

Therefore, the Articles ohtorporation of The International Association of Lions Clubs expressly forbid
that any part of the net earnings from activities shall inure to the benefit of any individual Lion or Lions
club. Since districts are created by the association to facilisaselministration of individual Lions and
Lions clubs, this proscription, by implication, runs to district administrative expenses as well.

The wisdom of this proscription is clear. To finance and fulfill their basic function of service, Lions
clubs ask th public to patronize fairs, circuses, raffles, show and the like, and to purchase products
infinite in variety. This public support is sought, and given, on the mutual understanding that the net
funds raised thereby will go to finance some community n€essequently, any diversion of such

funds to other purposes constitutes a breach of faith with the contributing public. The proscription in the
article quoted exists to prevent any such breach and to protect and preserve the image of Lions Clubs
Internatonal. Therefore, the use of any such funds to finance convention trips, politics or candidates, or
administration dues, deficits or expenses at the club, district, or international level is a breach of faith
and an express violation of the basic documétti@association.

This opinion shall be interpreted to mean that there shall be no public solicitation of funds to defray
administrative expenses of a Lions club.
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Sample of a Lions Club
PROJECT REPORT FORM

PROJECT LOCATION
CHAIRPERSON CO-CHAIRPERSON
LIONS
Attach additional list if necessary
TOTAL HOURS RECOGNITION
PROJECT DATES Start REPORT DATE
Finish
Checks/Cheques.... =$
*TOTAL x $100.00 =%
x $50.00 =$
*EXPENSES x $20.00 =$
x $10.00 =$
ADVANCE x $5.00 =$
x $2.00 =$
BALANCE (+ -) x $1.00 =$
Coin ......... =$
*Total $

CHAIRMAN'S COMMENTS & RECOMMENDATIONS

MD19 2012
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Example of A
MEMBERS EXPENSE CLAIM FORM

LIONS CLUB DATE

MEMBEROGS NAME

PLEASE PRINT

Date Details of expensesAttach Receipts Amount

Total Expeses

Member Signature Date

MD19 2012 14



EXAMPLE OF AANY CLUBO FI NANCI AL
BUDGET and ACTUAL
7/1/YR 6/30/YR REPORT REPORT
ADMINISTRATIVE BUDGET / ACTUAL 20xx - XX BUDGET BUDGET YTD Actual YTD ACTUAL
INCOME EXPENSE INCOME EXPENSE
1 | CARRY OVER FROM LAST F. Y. (bank balance) $400.00 $400.00
2 | DUES, CLUB (49 members x $75/year) $3,675.00
3 | DUES, CLUB (1 Life Member x $32/year) $32.00
4 |DUES, I NTOL (4190/yee®)mb e r s $2,050.00
5 | DUES, MD19 (50 members x $18.60 /year) $930.00
6 NEW MEMBER FEES (I ntél $2 $50.00 $50.00
7 | MD19 NEW CLUB PARAPHERNALIA (50 members x $19.00
8 | RAFFLES (20 mtgs x 25 members x $1.00) $500.00
9 | PARAPHERNALIA SALES (pins, other items) $300.00 $200.00
10 | TAIL TWISTER (20 mtgs x 20 members x $.25) $100.00
11 | ADMINISTRATIVE SUPPLIES (estimated) $100.00
12 | POSTAGE (secretary, 12 Bulletins, other) $200.00
13 | CLUB PAID DINNERS (Guests 12 x $10) $120.00
14 | CLUB PAID DINNERS (below minimum, est.) $40.00
15 | AWARDS (estimated) $100.00
16 | MEMORIALS (flowers, cards, other, estimated) $50.00
17 | TELEPHONE (Pres. & Sec. & Visitation Chairperson) $60.00
18 | CONVENTION FUNDING (set by club policy) $200.00
19 [ INSTALLATION (PP, PS, PT pins, etc.) $50.00
20 | SPOUSE NIGHT (estimated flowers, door prizes) $100.00
21 | SUMMER PICNIC (over any income) $100.00
22 TOTALS, INCOME & EXPENSES $5,057.00 $4,269.00
23 | CARRY-OVER TO NEXT F.Y. (income i expense) $788.00
24 TOTALS $5,057.00 $5,057.00
7/11/YR 6/30/YR REPORT REPORT
ACTIVITIES BUDGET/ACTUAL 20xx - XX BUDGET BUDGET YTD YTD ACTUAL
INCOME EXPENSE INCOME EXPENSE
1 | CARRY OVER FROM LAST F. Y. (bank balance) $2,000.00 $2,000.00
2 MAJOR FUND RAISER PROJECT $10,000.00 $5,000.00
3 OTHER FUND RAISERS $3,000.00 $500.00
4 | WHITE CANES $1,000.00 $1,000.00
5 SIGHT & HEARING, COMMUNITY $2,000.00
6 | SCHOLARSHIPFUND $2,000.00
7 CAMP HORIZON CAMPERSHIPS $500.00
8 CAMP HORIZON PROJECTS $500.00
9 | SCOUTS DONATION $100.00
10 | THANKSGIVING/ CHRISTMAS DONATION $100.00
11 | LCIF DONATION $100.00
12 | CARE DONATION $100.00
13 | SIGHT & HEARING FOUNDATION DONATION $200.00
14 | DIABETES DONATION $200.00
15 | DRUG AWARENESSD PROGRAM $300.00
16| TI MMY6 S TELETHOM DONATI ON $200.00
17 | UNANTICPATED $1,200.00
18 TOTALS, INCOME & EXPENSES $16,000.00 | $14,000.00
19 | CARRY OVER TO NEXTF. Y. $2,000.00
20 TOTALS $16.000.00 | $16,000.00

The above is only a suggested method.

Change entries to suit yo@iub.

Each line entry should have backup data.

MD19 2012
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REQUEST FOR FUNDS FORM LIONS CLUB
Club Address

(Reword the message in the box to best

f

Goal/Focus: Lions Club is a service club affiliate of Lions Clubs International whose main
focus is to help people with sight/vision problems see better. Like our parent organization, we support projects
dealing not only with sight, but also other humanitarian concerns relating to hearing, diabetes, and both individual
and community well-being. Lions Club supports local community activities such as
scholarships/scholarship aid, food and clothing banks, community beautification, special target programs for youth
and senior citizens, and educational programs.

Please complete this form in its entirety. The more information provided, the easier it will be for our funding
committee to have a complete understanding of your request. Mail your request to the above address i Attention
Funds Committee.

Date of Request:

Applicants Name:

Address:
City: State/Prov.: Zip/P.C.:
Phone # Email Address:

Contact Person for this Request:

Amount requested from Lions:

Amount requested / received from other funding source:

What is the purpose of this request?

What will be accomplished as a result of this funding (expected outcomes):

Use the reverse side if more space is needed
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AUDIT REVIEW REPORT

Year
SUBJECT: Year-end Review of Club Financial Records

Items to gather for the audit:

Bank Statements

Checkbook Stubs

Deposit Slips

Invoices or other expenditure documentation (motions expending money)

Mont hly TesRep®tasr er 0

Suggest if club writes 400 or more checks a year to sample approximately 10% (between 200 and 300 checks,
sample 15%) of total checks written in a year.

Deposits sampled should be 20 to 30% of monthly deposits.
Mont hl'y Tr eas urlébedesondiled with bahksstatenheatsiand deposits.

The report (on club letterhead, if possible) the audit committee submits for the record and entry into Secretary
minutes would look something like this:

LIONS CLUB
Date
We, the members of the Audit Committee of Lions Club performed an Audit
of club financial records sampling % of expenditures and % of deposits to make sure the club

policy on expending finances and the handling of club monies were being followed.

The committee finds the financial records of the Lions Club to be in excellent

conditions, and the committee commends those persons administering the club funds.

Respectfully submitted:

- Chairperson

Have no more than three members on the committee. Neither the Treasurer nor the Secretary are to serve.
Suggest audit be completed before new officers / new year starts.
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Just a Caution

Running a Raffle? Words to the Wise

Clubs running raffles, fifty-fifty draws, etc. should contact the proper authorities before starting a
project.

B.C. Clubs need to call one of the following.

Head Office Regional Offices, Vancouver Island
B.C. Gaming Commission B.C. Gaming Commission
1% Floor, 844 Courtney St. 20471 2100 Labieux Rd.
Victoria, B.C. V8W 9N1 Nanaimo, B.C. V9T 6E9
Phone (250) 387-5311 Phone (250) 751-7009
Fax (250) 387-5311 Fax (250) 250-7014
Lower Mainland Southern Interior

B.C. Gaming Commission B.C. Gaming Commission
3007 601 West Broadway 1081 347 Leon Ave.
Vancouver, B.C. V5Z 4C2 Kelowna, B.C. V1Y 8C7
Phone (604) 660-6970 Phone (250) 861-7363
Fax (604) 660-4968 Fax (250) 861-7362

Northern B.C.

B.C. Gaming Commission Internet

1044 Fifth Ave WWW.pssg.gov.bc.ca/gaming

Prince George, B.C. V2L 3H9

Phone (250) 565-6997 E-Mail

Fax (250) 565-6983 bcgamingcommission@gems7.gov.bc.ca

In the U.S., clubs should contact:

Washington State Gambling Commission
1-800-345-2529 (Public Affairs)

Web Site: www.wsgc.wa.gov

Rules change often when running projects involving the world of chance, so clubs would be
wise not to assume that things havenotchanged si nce the c¢clubdés | ast proj
Licenses are most often required and ignorance is no excuse in the eyes of the law.
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Family Unit Certification Form Date:

The application below must be completed and certified byltiesecretary before the

y dues membership wil!/ be accepted. | f
will delay approval of the Family Membership Dues Rate. Refer to the Lions Clubs International
website for additional information.

Ll Family unit use U Club secretary use

Lions Club Name:

Lions Club Number District Number

Head of Household- family unit status: [0 add member to family unit [0 remove member from family unit

First Name Last Name

Street Address, City, State/Province, Postal Code, Country

Membership Status: [0 New member [ Existing member Member Number

Gender: OM OF Date of Birth / / Family Relation HH
DD/MM/YYYY

Verification Documents used: Relationship Address  (use key codes page 4)

Second Family Member - family unit status: Jadd member to family unit Oremove member from family unit

First Name Last Name

Street Address, City, State/Province, Postal Code, Country

Membership Status: [0 New member [ Existing member Member Number

Gender: O M OF Date of Birth / / Family Relation __
DD/MM/YYYY

Verification Documents used: Relationship Address

Third Family Member - family unit status: O add member to family unit Oremove member from family unit

First Name Last Name

Street Address, City, State/Province, Postal Code, Country

Membership Status: 0 New member [ Existing member Member Number

Gender: M OF Date of Birth / / Family Relation __
DD/MM/YYYY

Verification Documents used: Relationship Address
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Fourth Family Member - family unit status: 0 add member to family unit Oremove member from family unit

First Name Last Name

Street Address, City, State/Province, Postal Code, Country

Membership Status: 0 New member [ Existing member Member Number

Gender: M OF Date of Birth / / Family Relation
DD/MM/YYYY

Verification Documents used: Relationship Address

Fifth Family Member - family unit status: [0 add member to family unit 0 remove member from family unit

First Name Last Name

Street Address, City, State/Province, Postal Code, Country

Membership Status: [0 New member [ Existing member Member Number

Gender: M OF Date of Birth / / Family Relation __
DD/MM/YYYY

Verification Documents used: Relationship Address

Note: New members must also be included on MMR

Family Membership Certification Form

By signing the Lions Clubs International Family Unit Certification Form goe certifying that you are the club
secretary and that you have verified the relationship and address of the family members receiving the family dues
rate.

You acknowledge and certify that the above Lions are a family, live in the same dwelliageandmbers of
your Lions club. This Family Unit Certification form is not valid unless signed by the club secretary.

If the signature of the club secretary is not on the certification form, THE FAMILY MEMBERSHIP DUES
RATE WILL NOT BE APPLICABLE.

Certification of Families within Lions Club
PLEASE PRINT

Club Secretary’s Name Date
Club Secretary’s Signature Date

Please send a copy of the completed form, signature page and MMR to:

Lions Clubs International
Club Records and Billing Department

d
300 W. 22 St.
Oak Brook, IL 60528842, USA Fax: 630571-1687
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Family Definition

For the pur pose oRatelelgibléfamiliEssmall e defir@dias s

Family includes all membeliwing in the same househotdlated by birth, marriage, adoption and other legal
dependents, including such common family relations as parents, children, spouses, aunts/usiclgs, cou
grandparents, Haws and other legal dependents.

For the purpose of LCI dues assessment and membership eligibility, family membership shall be limited to no
more than five qualifying members per household (above the age of majority) per tlyedigimition above.

Membership in the same Lions club is required. Proof of same household residency is required. For adolescents
between the age of majority (usually age 18 or 19) and under age 26, residency in the same household is not
requiredifatte di ng hi gher education or serving in their <co

Verification of Family Membership Eligibility:
Club Secretaries are responsible to review and certify original documents provided by a family unit (proof of
relations/household adess) for determining if they satisfy the family dues requirements.

For proof of family eligibility, club secretaries shall submit a paper or electronic Family Dues Certification Form
to LCI whenever new family members are added to an MMR or WMMR. @&tigication form shall indicate
the type of documents reviewed by the secretary and shall list the family members individually.

Family member change of address, adding or dropping
eligibility under tre dues structure and will require the club secretary to review and possibly recertify the family
unit. If family membership is not verified, the club will be charged full dues for each family member.

Procedures For Certifying Family Members
The certification form may be submitted online or by mail.

Key Points to remember when filling out the Family Membership Dues Certification Form:
o New members must be added on the Monthly Membership Report (MMR or WMMR) and the
Family Unit Certification Form at the same time, otherwise full international dues will be charged.

o All information requested on Family Membership Certification Form must be provided otherwise
certification will be delayed.

o Family members’ date of birth and gender are required.

o Use the key codes provided so as to facilitate accurate and consistent reporting of 1.) Relationship to

Head of Household Lion Family Member 2.) Document used for verifying relationship and 3.)
Document used for Address Verification.

o Family relation is based on the second, third, fourth, and fifth family member’s relationship to the
Lion designated as first member. Use key code provided.
o For Family Membership Dues Rate to be reflected on the club’s bi-annual bill, the Family

Membership Dues Certification Form must be received by Lions Clubs International by the
following dates:

o November 30 for January 1 billing

o May 31 for July 1 billing

If the Family Membership Dues Certification Forms are not submitted by these dates the members
will be charged full international dues.
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KEY CODES

1. Relationship to First Member

HH -
SP -

CD -
AD -
PT —
GP —
SB —
IN —

AT -
UC -
CN -
OL.—
MS —

Head of Household - First Member
Spouse

Child

Adoption

Parent

Grandparent

Sibling

In-law

Aunt

Uncle

Cousin

Other Legal

In Military or School

2. Verification of Relationship

ML -
BC -
RS -

NT -
OT -

Marriage license
Birth Certificate

Certificate of Religious Sacrament (Baptism, First Communion,
Confirmation, Bar Mitzvah, Bat Mitzvah, Bris, Etc.)

Notary

Other forms of verification of family relationship

3. Verification of Address

ST -

DL -
PP -
BL -
BS -
NT -
OT -

Government Issued/State/Providence Identification card

(showing common name/address)

Drivers License or other government issued identification

Passport

Bill

Bank statement
Notary

Other forms of verification of address
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(0N Date:

e

"‘@9‘ Student Member and Leo to Lion Certification Form

The application below must be completed and certified by the club secretary before the student member and Leo to Lion dues
member ship wil| be accepted. I f each lagapproval oftha $tw@ent i nf r o ma
Member and leo to Lion Dues Rate. Refer to the Lions Clubs International Web site for additional information

Lions Club Name:

Lions Club Number: District Number:
Member StatusA New Member A Existing Member Member Number (If Existing):
Gender: A M A F Date of Birth: / / (Required)
MM DD YYYY
First Name Last Name E-mail Address
Street Address City State/Province Postal Code Country

Please check, complete and verify the appropriate tegory:

A Student: School Name: Anticipated Graduation Date:

Enrollment: ID CS TR BL OT Age:DR SC BC PP (Oiicle key code, see page 2)

A Graduating Leo: Former Leo Club Name:

Leo Club Completion of Service Certificatd Age: DR SC BC PP OTCircle key code, see page 2)

A Qualifying Young Adult 7 must be joining a Leo to Lions club chartered by 10 or more qualifying Leos

Age: DR SCBC PP OT (Circle key code, see page 2)

Certification

By signing the Lions Clubs International Member and Leo to Lion Ceatitin Form, you are certifying that you

are the club secretary, have verified the above member qualifies for the Student Member and Leo to Lion Dues
Rate and enclosed dues for students in a new Campus Lions Club with a majority of student members.

PLEASE PRINT
Club Secretarybés Name:

Club Secretarybé

o
2}
n
«
=)
QD
—
c
=
®

Please send a copy of the completed form and Monthly Membership Report to:
Lions Clubs International

Club Officer & Record Administration Department

300 W. 22° Street, Oak Brook, IL 60523

Fax: 630571-1687
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For the purpose of LCI dodionDuas KRaen dligibM enentbers areaasifdllows:e o

1. Students
The eligibility definition of fAstudento is as f ol
institution and between the age of legal majority in the jurisdiction in whichlitreegind through the age of
30.

2. Graduating Leos
Current and former Leos between the age of legal majjority in the jurisdiction in which they reside and
through the age of 30.

3. Qualifying Young Adults
Young adults between the age of legal majority in thisgliction in which they reside and through the age of
30 under the provision they join a club that was chartered with at least 10 new charter members that meet the
gualifications above as a graduating Leo.

For proof of student and Leo to Lion eligibilitglub secretaries shall submit a paper or electronic Student
Member and Leo to Lion Certification Form to LCI whenever new students or graduating Leo members are
added to the MMR or WMMR. Ther certification form shall indicate the type of documents reMigvike
secretary and shall list the eligible members individually.

Procedures for Certifying Student, Graduating Leo and Qualifying Young Adult Members
The certification form may be submitted online or by mail.

Key points to remember when filling out the Student member and Leo to Lion Certificate Form:

e New members must be added on the Monthly Mestbp Report (MMR or WMMR) and the Student
Member and Leo to Lion Certification form must be submitted at the same time, otherwise full entrar
international and district (single, sub, transitional, provisional, and/or multiple) dues will be charged

e Al infromation requested on the Student member and Leo to Lion certification Form must be provide
otherwise certification will be delayed.

e Key codes are provided so as to facilitate accurate and consistent reporting of 1) Enroliment in an
educational initution (for students) and 2) Document verfying age.

e Club secretaries must verify that they reviewed the Leo Club Completion of Service Certificate wher|
certifying graduating Leos.

e Forthe Student Member and Leo to Lion Dues Rate to be reflected on theéck -arm@ahper capita
bill, the Student member and Leo to Lion Certification Form must be received by Lions Clubs Interng
by the following dates:

o0 November 30 for january 1 billing

0 May 31 for july 1 billing
If the Student Member and Leo to Li@ertification Fo4rms are not submitted by these dates, member
be charged full international and district (single, sub, and / or multiple) dues.

IMPORTANT: Students of New Campus Lions clubs or clubs with a majority of student members are requir
prepay one year of international dues at the Student Member Rate and submit with the charter application.

KEY CODES
1. Proof of Enrollment 2. Verfication of Age
ID i Student ldentification Card DR i Drivers License
CS'!'. Class Sphedule SCi State Identification Card
TR i Transcnpt BC 1 Birth Certificate
BL 1 Bill PP Passport
OT - Other OT - Other
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Lions Clubs
Have a
New filing

Requirement

ltds short, easy BAntodel € bEPoshcarivc andit 6s required by t
IRS.Donét t hr ow awa#gxempbstatus t iabxe sure to file your e-Postcard

How do you know if your Lions Club has a filing requirement?

If you are a small taxexempt organization that normally has annual gross receipts 008250
less and does not have to file Form 990 or-B20Qyou must file the-®ostcard (also known as 990
N). Please note that this is an IRS requirement.

A Wh e n -Postcard due? e

Il tds du tgdajoojthetfiﬂlhafnonlhEEaLfter the close of ydaxk year. Lions Clubs operate on a
fiscal year, July I June 30, and theRostcard will be due by November™1&f each year

A What information does 4JPosweard?c| ub need t
0 a legal name and mailing address and any other naseds
0 a Web address if one exists,
o employer identification number (EIN),
0 organization's annual tax period,
o the name and address of a principal officer, and
0 a statement confirming the organization's annual gross receipts are norfa&30s2r
less.

A  What happens if you donét file?
You risk losing your tasexempt status! Any Lions Club that fails to meet its annual reporting
requirement for three consecutive years automatically loses iextampt status under the new

law.
A Why is the -PoR&dzal |l ing it an e

Because itdés as simple as sending a postcard
A  Need more information?

Go towww.irs.gov/eof or compl et e details andmpwhil e youobr
Organi zationds free email -todateisforreatidneastedoktle Up d a

charity pages of irs.gov.

*The IRS intends to increase the Form-990e-postcard) filing threshold from $25,000 in gross
receipts to $50,000 in grosegpts, beginning with the 2010 tax year, filed in 2011.
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Department of the Treasury
Internal Revenue Service Date of this Notice
Notice Number: CR
Taxpayer Identification Number:

(This is a Sample La¢r) Tax Form:
Tax Period:

For Assistance, call:
2008 Annual Electronic Notice Filing Requirement

Why Are You Getting This Notice?

Our records indicate that you did not file an information return last year because you nornglly hav
gross receipts of $25,000 or less. However, your filing requirements may have changed. Because of
legislative changes, you may be required to file an annual electronic notice for tax periods beginning
after December 31, 2006

New Notification Requirementfor Organizations with Gross Receipts of $25,000 or Less

The pension Protection Act of 2006 requires you to file an annual electronic notice for tax periods
beginning after December 31, 2006, if you are not required to file Form 990 (@>99Return 6
Organization Exempt From Income Tax, because your gross receipts are normally $25,000 or less.

If you are a section 509(a)(3) supporting organization, generally, you must file a paper or electronic
Form 990 (or Form 99&Z2) even if your gross reciptseanormally $25,000 or less. However, if you are

a supporting organization of a religious organization and your gross receipts are normally $5,000 or less
you may file an annual electronic notice instead of Form 990 (or ForrE2R0

The annual electronigotice is due by the $5day of the fifth month after the close of your tax period
For example, if your tax period ends on December 31, 2007, the annual electronic notice is due May 15,
2008.

What information Will the Annual Electronic Notice Include?

The Notice will require you to provide the following information:

A Organizationds | egal name,

A Any other names your organization uses,

A Organizationés mailing address,

A Organizationdés website address (if applicabl
A Organizationdés empkrd8\Nd,r identification numb
A Name and address of principal officer of your organization,

A Organizationdés annual tax period,

A Verify that your organizationés annnual gros
A Indicate if your organization has terminated (is no lomgéusiness).
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How Does the Organization File the Annual Electronic Notice?

The IRS, through its fPostcard initiative, is developing a filing system for the annual electronic notice
and will be publicing filing procedures upon completion of thadilsystem, For the latest information
about the filing the annual electronic notice, you can:
A Sign up for Exempt Or g a ninal aetvsletientbas higelightsdewd at e ,
infromation posted on the charities pages of irs.gov, To subscritoeng@w.irs.gov/ecand click
on AEO Newsl ettero.
A Check out our website atww.irs.gov/eo

What happens if the Organization Fails to File the Annual Electronic Notice or Return?

If you fail to file the annual electronic notice or Form 990 or Forr®RQ@or three consecutive years,

your tax exempt status is revoked as of the filing date of the third year. Similarily, if an organization is
required to file an information return undeternal Revenue Code section 6033(a) (for example Form
990, Form 99€PF or Form 99¢EZ) and fails to file for three consecutive years, itsega&mpt status is
revoked as of the filing due date of the third year.

Can an Organization Have its TaxExempt Status Reinstated if it was Revoked for Failing to File
for Three Consecutive years?

If your tax-exempt status is revoked for failing to file the annual electronic notice or information return,
such as Form 990, Form 9®, or Form 99€PF, for three coresutive years, you must apply (or

reapply) for exemption using Form 1023, Application for Recognition of Exemption, or Form 1024,
Application for Exemption Under Section 501(a), and pay the appropriate user fee. Reinstatement of tax
exempt statumay beretroactive if you can show that you had reasonable cause for not filing the annual
electronic notices or information returns.

Keep This Letter for Your Records
Be sure to keep a copy of this letter for your records and provide a copy to future officetsttér

contains information in the heading (your organ
when filing the electronci notice. In addition, it will serve as a reminder of your filing requirement.
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(Rev. 07/207)
Frequently Asked Questions
Annual Electronic Noticei Form 990-N (e-Postcard)
May 14, 2010

1. Who must file Form 990N _ePostcard)?

Under the Pension Protection Act of 2006, most smalet@mpt organizations whogeoss
receiptsarenormally $25,00®r lessmust file Form 99&N, Electronic Notice (é?ostcard) for
TaxExempt Organizations not Required To File Form 990 orBZ®efore this law was
enacted, these small organizations were not required to file annually with the IRS. The first
filings weredue in 2008 fotax yearsending on or after December 31, 2007.

2. When is the ePostcard due? How often do | need to file?

The ePostcard is due every year by th& #y of the month after the close of your tax year
(usually the same as your accountoggiod).For example, if your tax year ends on December
31, the ePostcard is due May {%f the following year.

If you do not file your éPostcard on time, the IRS will send you a reminder notice but you will
not be assessed a penalty for late filing éfPostcard. However, an organization that fails to file
e-Postcards (or information returng-orms 990 or 99 Z) for three consecutive years will
automatically | ose its tax exemptexenptatatuss .
will not take place until the filing due date of the third year.

3. Are there execptions to the filing requirement?

Yes, exceptions to the filing requirement include organizations that are includgcounpa
reutrn as well as churches, their integrated auxillaaes conventions or associations of
churches.

4. What organizations are ineligible to file the ePostcard?

The following organizations are not eligible to file thP@stcard but must file different forms
instead
e Private Foundationswust file Form990-PF,
e |RC section 527 (political) organizationsquired to file arannual exempt organization
returnmust file Form 990or Form 99GEZ;
e Tax-exempt organizations with annual gross receipts that are normally greater that
$25,000 must fild=orm 996EZ; and
e Section 509(a)(3) supporting organizatioae required to fil&orm 990or Form 990EZ.

5. Is a tax-exempt black lung benefit trust whose annual gross receipts are normally less that
$25,000 required to file the éPostcard?

Yes. A black lung benefit trust exemytder section 501(c)(21) must file théestcard if its
gross receipts fall under tligng threshold

6. How do | file the ePostcard?

The ePostcard is filed electronically by answering fewer than ten questions in an online form
that can be fountere. When you link to the system, you leave the IRS site and file-the e
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Postcard with the IRS through our trusted partner Urban Institute. If you have trouble linking to
the filing system through the IRS website, the URL fort he Urban Institute is
http://epostcard.form990.ar@he form must be complete and filed electronically. There is no
paper form.

7. How much does it cost to file the ®ostcard?

Filing the ePostcard is free. To access the filing system, tieseand then click on the link
under fAHow To Fil e. 0 Orhttpg/eposttard.f@mI9d.oyfheredsnd h e f
paper form.

8. Do | need to purchase a computer and software to file theRostcad?

No, the IRS has created a simple | nternet based process for filingPtstaard, so

organizations do not need to purchase software to file. Organizations that do not have access to a
computer can go to places that provide internet access to the pubh as their local library, to

file the ePostcard.

9. Do | need an email address to file the ePostcard?

Yes, you will need an email address. The system uses the email address to activate your login ID
and password and to notify you if youPestcad was accepted or rejected by the IRS. If
rejected, the email will contain instructions on who to contact to resolve the problem.

10How can | determine what my organizationds t

A tax year is usually 12 consecutive months. There are two kindg géars:
e Calendar Tax year
This is a period of 12 consecutive months beginning January 1 and ending December 31;
or
e Fiscal Tax Year
This is a period of 12 consecutive months ending on the last day of the month except
December.

Generally, your tax yedor accounting period) can be found in thédaling documents
o Your organlamns.ati onds by
0 Your application fcor Federal teexempt status (Form 1023 or Form 1024) or the
determinations letter you received approving youregempt status.
o The applicatio, Form S$4, your organization filed to get its employer identification
number (EIN).
0 A copy of a prior year return, Form 990 or 984, that you filed with the IRS.

11.Can I file the e-Postcard before the close of my tax year?
No, you cannot file the-Bostcard until after the end of your tax year.
12.What information do | need to provide on the ePostcard?
The ePostcard is easy to complete. All you need is the following information:

e Organi zationds | egal name
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o0 An organizationds ftiegadsnaammmei astihte ap
certificate of incorporation or the or
exempt status, unless a request was previously submitted to the IRS to have the
name officially changed.

Any other names your organizations uses

o If the organization is known by or uses other names to refer to the organization as
a whole (and not to its programs and activities); commonly referred to as-Doing
BusinessAS (DBA) names, they should be listed.

Organi zat i on 0isThemaling addregs isthke durrensnziling address used

by the organization

Organi zationds website address (i f you ha
Or g a ni zmployepimdénsfication nume¢EIN) 1

0 Every taxexempt organization must have an EIN, sometimes referred as a
Taxpayer dlentification Number (TIN), even if it does not have employees. The
EIN is a unique number that identifies the organization to the Internal Revenue
Service. Your organization would have acquired an EIN by filing a For# SS
prior to requesting taexemptio. The EIN is a 9 digit number and the format of
the number is NNNNNNNNN (for example: 001234567).

ol f you do notknow your EIN, you may be
statement, application for Federalaxempt status, or prior year ratur

o Please note that -etxleenpEI| M uimb emratd yldhuwart ¢
refers to a number assigned by a state agency that identifies organizations as
exempt from state sales and use taxes.

o If you do not have an EIN, see timstructions for Forn§S4 for different ways to
apply for an EIN. DO NOT use the EIN of a parent or other organization.

Name and address of a principal officer of your organization

o Usually president, vice president, secretary or treasw#en specified in the

organizatb n 6 dawd y
Organi zationd6is annual tax year

0 Like any tax payer, exempt organizations must keep books and records and file
returns based on an annual accounting period called a tax yeary@ars
usually 12 consecutive months that can either keandar year or a fiscal year
and is often speciflaws.d i n the organi za

Answers to the following questions:
0 Are yourgross receipts normally $25,000 or I2ss
0 Has your organization terminated or gone out of business?

13.Why do | need to provide ths information?

The Pension Protection Act of 2006 added this filing requirement to ensure that the IRS and
potential donors have current information about your organization.

14.Will I get confirmation that | filed the e-Postcard?

Yes, you will receive aemail from the filing system indicating whether youP@stcard was
accepted or rejected by the IRS. If rejected, the email will tell you who to contact to help resolve
the problem. In addition, once you submitthiee st car d t o t he h&lKS you c

Fi
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15.1f my information changes or | make a mistake, can | amend the-Postcard after
submitting it to the IRS?

No, you cannot file an amendedPestcard. You camake correcxtions or update your
information when you file your nextleostcard in a subsequent year.

16.Can an organization file an ePostcard for a prior year?

No, you cannotflean-rPost card for a prior year. aFor exa
ended on December 31, 2008 and you attempt to file your 20@3teard after #hclose of your
2009 tax year (Bcember 31, 2009), the filing system will only allow you to file for 2009.

17.How will the public get access to information on the-€ostcard?

The publiccarviewa n i ndi vi du a{Postcardgodownlaadihe entre data base of
electronically filed ePostcards at a disclosure site on the Charities anePxafits page of the

IRS Web site. To locate the links to the disclosure sitép gavw.irs.gov/eg c | i..6dm on A
990N (ePo st caanrdd )tohen scrol | -Poswawds Pub | i 8e ®r eb | beu.

18.1 received a letter from the IRS about the ePostcard, but | am no longer with the
Organization and | am unable to forward the letter; what should | do?

Call Customer Account Services thiee at 877829-5500 and explain the situation.

19.Does my organization have to file the-®ostcard if it is a subordinate organization in a
group exemption?

If your organization is a subordinate of a parent organization and your organization is included

on the parentds group r e t-RostcardThg graup raturresatisfiess r e
your reporting requirement. However, if your organizatis not part of the group return, is a

separate legal entity, and your anngiass receiptarenormally $25,000 or lesgyou must file

the ePostcard. Contact your parent organization if you are not sure if you are included in the

group return.

If your parent organization failed to include your organization in the list of subordinates provided
to the IRS annually, your organization will not be recognized as part of the group exemption and
you will not be able to file the-Bostcard. The best way to oéee this is to have the parent
organization ask the IRS to update its records by writing to the following address:

Internal Revenue Service
1973 North Rulon White Blvd
Ogden, UT 84404402

ATT: M/S 6273

Your organization will need to allow 6 weeks fbe IRS to update its records before you can file
your ePostcard. Your organization should notb e concerned if this delay causes your filing to
occur after your-€’ostcard is due because there are no late filing or deliquency penalties
associated with the-Postcard.

20.Is an organization required to file an ePostcard if it was not required to file an application
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for tax exemption?

Yes, certain organizations do not have to apply for tax exemption but still hav@cstcard

filing requirement. If your orgnization did not file an application for tax exemption because it is

a section 501(c)(3) organization whose gross receipts in each taxable year are normally not more
than $5,000 or because it is exempt under another Code section, such as 501(c){dgrar off

the organization should call Customer Account Services3g78829-5500 (a toHfree number)

and ask that the organization be set up to allow filing of tRestcard.

21.When my organization attempted to file the ePostcard, it received an error mgsage
indicating the EIN was incorrect. What should we do?

If you are certain that your EIN was entered correctly, the IRS may not have your organization
listed as a tasxexempt organization. This may be because your application for tax exemption is
pendirg or you did not apply for tax exemption. If this is the case, an officer of the organization
should contact Custome Account Services-87 8295500 (a toHfree number) and ask that

the organization be set up to allow for filing of thPestcard.

22.Does an organization whoe gross receipts are normally $25,000 or less have to file the e
Postcard if its application for tax exemption is pending?

Yes, but to do so an officer of the organization must first call Customer Account Serviees at 1
877-8295500 (atoll-free numberand ask that the organization be set up to allow filing of the e
Postcard.

23.What should | do if another organization fledanePost car d using my or ga
employer identification number?

If you cannot file your d2ostcard becausaother organization used your employer identification
number (EIN), you must contact the IRS Customer Account Service87at8329-5500 and

explain he situation. In most instances, you will be able to file yeBostcard using your EIN,
and IRS will ndify the other organization of its error. This situation sometimes occurs when a
subordinate organization inadvertently uses the EIN of a related organization or the parent
organization.

24.Can | file Form 990 or Form 990EZ instead of the ePostcard?
Yes,but please note that if you choose to file an annual information return (Form 990 or Form
990-EZ) instead of the-ostcard, you must file a complete retukn.incomplete or partically
completed Form 990 or Form 9®Y will not satisfy the annual filingequirement. Also, you be
assessed a late filing penalty if you file Form 990 or FormER(ate.

25.What happens if | file the ePostcard late?
The IRS will send you a reminder notice if you do not file yerostcard on time, but you will

not be assesde penalty for late filing an-Bostcard. However, it is critical that you file within
the 3year period described in questions 25 and 26.
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26.What happens if | fail to file the ePostcard, or a Form 990 or 99¢EZ?

An organization that fails to file the negedePostcard (or information return) for three
consecutive tax years will automatically lose itséaempt staus. Ther evocation of an

or gani z aexemptstétus will reotdake place until the filing date of the third year. For
example, if your fist ePostcard is due on May 15, 2008 (for tax year 2007) and you do not file
in 2008, 2009, or by May 15, 2010, you wil lose your tax exempt status on May 15, 2010. The
IRS will not send additional notices once your-exempt status is automatically réeeal.

27.Can an organization have its taxexempt staus reinstated if it was revoked for failing to file
for three consecutive years?

Yes, but you must apply (or reapply) and pay the appropriate use fee to have your tax exempt
status reinstated if it was reked because you failed to file for three consecutive years. An
exemption application is required even if your organization was not originally required to file an
application. Reinstatement of taxemptstatus may be retroactive if you can show that yal ha
reasonable cause for not filing. To apply for-exempt status, ugeorm 1023 Application for
Recognition of Exemptiofif you are a section 501(c)(3) public charity)kmrm 1024

Application for Exemption under Section 501(fay other types of taxexemptorganizations).

28.Whoms houl d | contact i f |-Postcall website?g troubl e wi

If you experience a problem with theéP@stcard filing system, such as a problem logging on to
the system, send an email describing the problegpdstcard@urban.org

29.How can | getthe latest information about filing the ePostcard (Form 996N)?

For the lates information about electronically filing thRBastcard, you can:

e Sign up for EXx &@padatgdregutanemail andwslaiter that highlights
new information posted on the charities pages of irs.gov. To subscribe go to
www.irs.gov/ecand click onEO Newsletter

e Check our website atww.irs.gov/eo

e Call our customer function teftee at 1877-829-5500
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IMPORTANT INFORMATION FOR ALL DISTRICTS AND CLUBS SUBJECTT O
UNITED STATES TAX LAW S

RE: FORMO990,990EZ AND FORM 990N (e-postcardRETURN INFORMATION

In order todetermine if your Lions district or club is required to file either Form 990 o/E®QQwo
elements must be reviewed:

1) The gross receipts amount and
2) The total value of the district or club assets

The following are several possible combinatiohghese two items which note the proper form to file:

o If your district or club’s gross receipge normally less than $25,000, starting for
2007, you will be required to file form 999, the electronic postcard.ybu receive a
Form 990 package in thmail you MUST file a return without financial data, Parts |
and Il.Beginning with the 2010 tax year, filed in 2011, filing threshold for Form 990
N is scheduled to increase from $25,000 to $50,000 in gross receipts.

o If your district or club's gross reipes are more than $25,000, but less th2B0$000
and total assets are und&0$,000, then Form 99&Z may be filed instead of Form
990.

e If your district or club's gross receipts are less tH0®00, but total assets are
more than $00,000, then Fan 990 must be filed.

e If your district or club's gross receipts are more tH200$00, and total assets are
more than $50,000, then Form 990 must be filed.

o If your district or club receives an IRS packet with agddressed label, then it must
file the return indicated in one of the four conditions noted above. Note: some states
require a complete return evernhg IRS does not require ane

* Please note that the new Form 990 will be phased in over ayibaegeriod by increasing the filing
threshold for the 9MEZ; please review the Form 990 Phas&iling Requirement found on the LCI
website for more information on how this may affect the forma club can file.

The Form 99€EZ or Form 990 return must be filed by a Lions district or club meét@bove criteria
by the 15th day of the fifth month (fiscal yeadovember 15th; calendar yeavlay 15th) after the close
of the respective accounting year. The fiscal year reporting period of July8lith260gh June 30, 200
requires that a 2@Yax form be used; the calendar period January 19 B@ugh December 31, 290
requires use of a 20@orm. DO NOT send the original completed For@90,990-EZ or 990N (e
postcard)}o Lions Clubs Internationalioness & Leo Club receipts should be repdron sponsoring
Li ons Cl 990 996EZ br®30M LionessClubsand Leo Clubs should not file their own form.
For your guidance instructions and blank forms are available on the LCI wélosite@ur guidance a
instructions and a blank forms are éatale on the LCI website.

If your Lions district or club does not have an EIN number, this number can be obtained directly from
the IRS in the following ways.
e Completing an application éime atwww.irs.gov
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e CompletingForm S$4 and either faxing it or mailing it to the IRS.
e Calling the IRS Business & Specialty Tax Line at (800)-8293

Please be advised that all Lions districts and individual clubs are exempt from federal income

tax under Internal Revenue Code Sectio 501(c)(4); and this should be reflected in Part "J" of

the FOom990EZ. The organi zationdés primary exempt purpo
should be reflected in Part IIl.

If you have questions and/or need help compleamgof the formsplease da1-877-8295500. This
IRS toll-free telephone service is available Monday through Friday from 8:30 a.m. to 5:30 p.m. (Eastern
Standard Time).

Also, you can access the IRS website 24 hours a day, 7 days a week.at.govto:

Download forms, instrctionsand publications.
Obtain an EIN number.

See answers to frequently asked tax questions.
Search publications elme by topic or keyword.
Send comments or request help from the IRS vreaé.

Your state's Department of Revenue may require a abihe federal return or may have other
specific reporting procedures. Please contact them for specific information, instructions and
forms.

It is important to note that not only have the laws changed, but there is growing evidence that the IRS is
beginnng to audit many of our clubs and other-fastprofit organizations. The IRS has and will assess
penalties for failure to file timely returns. Even though no tax is due for most clubs, there is a general
requirement to file a return as described above.

Revised:May 2009

Form 990-EZ and Form 990 can be downloaded from the LCI website
following this path: Main Page Member Center/Resources/Publications/Legal

There is a list of tax related resources and information, including the above
mentioned forms. Also available is a link to the IRS website.
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IMPORTANT INFORMATION FOR ALL DISTRICTS AND CLUBS SUBJECT TO UNITED
STATES TAX LAWS

RE: DISCLOSURE STATEMENT

The Internal Revenue Code requires that any fundraising solicitatidoging member assessment and
dues invoicedy or on behalf of various tax exempt organizations, including those formed under Internal
Revenue Code Section 501(c)(4), such as Lions districts/clubs, must include an express statement that
contributions or gifts to iare not deductible ascharitable contributions. You may find further

information on Section 10701 (Sections 6113 and 6710) of the Omnibus Budget Reconciliation Act of
1987 (OBRA) -120y1988R0oCi Be 8B40 onwwwlregoM RS website

Please note that a Liondistrict or club may establish a separate foundation, operated and controlled
by the district/club, with purposes properly stated, which would be sufficient to secure federal income
tax exemption under IRS Code Section 501(c)(3). Such anlexempvmuldq ualify a contr

donation as tax deductible to the extent allowed under the.la

GUIDELINES FOR DISTRICTS/CLUBS NOT REQUIRED TO USE THE
DISCLOSURE STATEMENT

Solicitations by Lions districts or clubs, with annual gross receipts that do moalhoexceed
$100,000, arexcludedirom this requirement, if less than 25% of the annual gross receipts goes to Lions
Clubs International.

In determining whether an organization has annual gross receipts that do not normally exceed $100,000,
the IRS wll generally follow a three year average as the basic rule. The district/club must include the
required disclosure statement on all solicitations made more than 30 days after reaching $300,000 in
gross receipts for the three year period of the calculattar example, if on July 1 of the third year of a
calculation (for a district/club with a calendar year accounting period) the district/club reaches $300,000
in total gross receipts for the prior two years and the first six months of the third yeas} include the
required disclosure statement on all solicitations no later than August 1. A district or club with gross
receipts under $100,000 must include the disclosure statement in its solicitations, if 25% or more of the
money solicited will go taions Clubs International.

GUIDELINES FOR CLUBS REQUIRED TO USE DISCLOSURE STATEMENT

If your district/club has gross receipts normally totaling more than $100,000 or if its gross receipts are
normally less than $100,000, but 25% or more of its gexsspts are remitted to Lions Clubs

I nternational, your c¢club must use one of the fo
Lions district/club are not deductible as chari
AContriobutgi dns to the _ Lions district/clut
to the Lions district/club are not tax de

In the case of a solicitation by mail, leaflet, or advertisement ewspaper, magazine or other print
medium, the following requirements must be met:

(continued on next page.)

MD19 2012 36



1) The statement must be in at least the same size type as the primary message stated in the body of
the letter, leaflet or ad;

2) The statement must be included on the message side of any card or tear off section that the
contributor returns with the contribution; and

3) The statement must be either the first sentence in a paragraph or itself constitute a paragraph.

In the casef a solicitation by telephone, the following requirements must be met:

1) The statement must be made in close proximity to the request for contributions, during the same
telephone call, by the telephone solicitor; and

2) Any written confirmation obilling sent to a person pledging to contribute during the telephone
solicitation must comply with the requirements for written solicitations (as described above).

In the case of a solicitation by radio or television, the following requirements monstbe

1) If the statement is spoken, it must be in close proximity to the request for contributions and
during the same commercial; and

2) If the statement appears on the television screen, it must be in large readable type appearing on
the reen for at least five seconds.

Failure to include the required disclosure of the-deductibility of contributions in fundraising
solicitations could result in a penalty of $1,000 for each day on which such a failure occurs, up to a
maximum annual pwlty of $10,000.

ALL LIONS DISTRICTS AND CLUBS, WHEN ASKED, MUST ALWAYS DISCLOSE THAT A
CONTRIBUTION TO THE DISTRICT OR CLUB IS NOT TAX DEDUCTIBLE TO THE
DONOR AS A CHARITABLE CONTRIBUTION. THE ABOVE DISCLOSURE
REQUIREMENTS APPLY TO DISCLOSURE STATEME NTS ON PRINTED MATERIALS,
BROADCAST MEDIA AND TELEPHONE SOLICITATION.

Should you have any questions, please contact the Legal Division at Lions Clubs International or the IRS
Tax Exempt and Government Entities Customer Account Services at (8735829The IRS tolifree

telephone service is available Monday through Friday from 8:30 a.m. to 5:30 p.m. (Eastern Standard
Time).

1
Please contact the Legal Division for more information concerning the establishment of a district or
club foundation.

Revised: September 2005
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IMPORTANT INFORMATION FOR ALL DISTRICTS AND CLUBS SUBJECT TO UNITED
STATES TAX LAWS

RE: UNRELATED BUSINESS INCOME TAX (UBIT)

The existing provisions concerning | iadedo | ity fo
organizations exempt under Section 501(c)(4) of the 1986 Internal Revenue Code. Districts and clubs

are exempt under this section. This i s a tax o
regularly carried on by such exempt orgahizao n s . I f a district or club

it may be liable for payment of this tax. The effect of these provisions on the normal fundraising
activities of districts and clubs may be summarized, generally, as follows:

A) Definition of Unrelated Business Income By definition, the term fu
not include:

1) Income from a trade or business in which substantially all the work is performed for the
organization without compensation.g. by volunteer help;

2) Ilncome from a trade or business which is not

3) Income in the form of dividends or interest
investments (unless received from an entity controlled by the district or club);

4) Income in the form of rentals from real property (unless received from an entity controlled by the
district or clubor from a debffinanced property);

5) Income in the form of rentals of personal property leased with real property (if the rent from the
personal property is 10% or less of the total rents under a lease);

6) Income from a trade or business which sells merchandise, substantially all of which is donated;

7) Income from conduct of bingo games, which are not ordinarily carried out on aecoi@nbasis
and do not violate any state or local law.

B) The ordinary fundraising activity of a district or Lions club is considered to be a trade or business
within these provisions. The question then is whether an activity falls within one dbtbsaad
categories. |l f an activity is not #nAregul ar|l
or it consists substantially of the sale of
therefromwillnotbe subj ect toinhkesesiumrcelmeatoed akxu

With respect to the phrase Aregularly carrie
regulations state the following:

Income producing or fundraising activities lasting only a short period of time will not
ordinarily betreated as regularly carried on if they recur only occasionally or sporadically.
Furthermore, such activities will not be regarded as regularly carried on merely because
they are conducted on an annual recurrent basis. Accordingly, income derivedegrom t
conduct of an annual dance or similar fundraising event for charity would not be income
from a trade or bus RepeSecs154¥ckgul arly carri

Thus, the income realized in the normal fundraising activity of a district or club(a dance;
horse show; sale of lightbulbs, candy, brooms, raffle tickets, etc.; concert; play; style show; car or
snowmobile race; sporting event; turkey shoot; etaiptsi unr el at ed busi ness
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However, if a district or club carries on an incopneducing activity (other than rental of
property as above described) which:

(2) Runs for the I ength of a fiseasono (such a
producing activity would normally be run; or

(2) Operates on a regular basis thromgfha fiscal yeai,e.in a manner similar to a
comparable trade or business of a commercial enterprise (such as operating a parking lot
one day each week or a restaurant open to the public on a regular basis throughout the
year, etc.), thentherespeetiv di stri ct or club wil/ have
respect to such activity and may be liable for the tax imposed thereon. Any district or
club in this situation should consult a qualified local attorney or accountant to determine
any tax liablity it may have.

(C) Each district and club must file, annually, an Information Return known as Form 990EZ or Form
990 if it meets the criteria established by the IRS. In addition, each district or club which has
gross fdunr el at e &1,000uosmoreensssalso fitedorm @8qthisois an
income tax return and not merely an infor mat
incomeo in the taxable year is $25Tné&0Mther | e
completed. Yowshould consult the form and related instructions for more information.

| t can be seen from the above that mo s t di stric
business incom&o tax or Form 990

If you have any specific questionde@se contact the Legal Division at Lions Clubs International or the
IRS Tax Exempt and Government Entities Customer Account Services at (875@29 The IRS toll

free telephone service is available Monday through Friday from 8:30 a.m. to 5:30 starr{Esdandard
Time).

Revised: September 2005
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Gaming Policy and L i nsosnt Application for Access

Enforcement Branch Victoria BC V8W 9N1 .
: > ol one. e Sy e to Gaming Revenue
Ministry of Public Safety ~Tdephone: (2603875511 9

and Solicitor General
Org No.

o Refer to the Instructions, page 4, while completing this Application for Access to Gaming Revenue.

o Please print clearly and retain a copy of this application for your records.
e Applicants can confirm that their application has been received by the Gaming Policy & Enforcement Branch by
visiting http://www.bcgc.gov.bc.ca on the Internet.

TYPE OF APPLICATION (check only one)

__Direct Charitable Access __Bingo __Ticket Raffle __Social Occasion Casino __Wheels of Fortune

SECTION1  ADMINISTRATIVE INFORMATION

Organization name:
Mailing Address: Street or PO Box

City Postal Code
Contact Person: Name Position
Telephone:Work( )__ - ___Home( )__ - ___Fax( )___-__ __ E-mail
Fiscal year end: Month Day Date of Incorporation: (if applicable)

(year/month/date)

Number of voting members in organization _____ Organization has existed _____ years  Number of people that benefit _
Members responsible for gaming event (do NOT fill in if applying for Direct Charitable Access):
1. Name Work( )___- ___Home( )___- ___Fax( )___- ___
2. Name Worki( ) __.= ___Home( ) __.= __ Fax{. Y. .= .-

Gaming Account: Name of financial institution
Branch Account #

SECTION 2 USE OF CHARITABLE REVENUE

Itemize how the gaming funds from this application will be disbursed and provide an estimated dollar
value for each item. Items should be prioritized. Attach additional sheet if more space is required. Requested Dollar Amount

D A WN -
@ PO P P P PV B

TOTAL REQUESTED

Access to gaming funds is subject to Ministry Use Only:
Terms and Conditions for Charitable Gaming
and Access to Gaming Revenue.

Application Number
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"SECTION 3  CERTIFICATION

We the undersigned, on behalf of the applicant organization, declare that:

We are bona fide elected board members of this organization.

We have been authorized to make this application on behalf of our organization.

We have no conflict of interest with the gaming event.

We agree to be responsible for the conduct and management of the gaming event, if applicable.

We agree to be responsible for ensuring that there are no contraventions of the law, federal, provincial and municipal
ordinances, including the Criminal Code of Canada.

We have read, understand and agree to comply with the Terms and Conditions for Charitable Gaming and Access to
Gaming Revenue.

We agree to use the gaming funds only for the specific purposes approved by the Gaming Policy & Enforcement
Branch and in accordance with the Terms and Conditions for Charitable Gaming and Access to Gaming Revenue.

In the event gaming funds are not used for specific approved or other eligible purposes they are subject to be
remitted to the Gaming Policy & Enforcement Branch upon demand.

We understand that failure to fulfill these responsibilities is cause for denial of future applications, cancellation or
suspension of licence, and our organization may be required to return gaming funds.

Our organization is aware that failure to fulfill these responsibilities may result in civil liability for and criminal
prosecution of the principal officers and designated members-in-charge.

No board members receive remuneration directly or indirectly from our organization.

All information provided in the application, as well as all the information contained in the documents and materials
submitted with it, is true and complete.

Treasurer (Board Member or Director) Board Member or Director
Position Position

Name Name

Street Address Street Address

City/Postal Code City/Postal Code

Business Phone Business Phone

Residence Phone Residence Phone

Facsimile Facsimile

Date Date

Signature Signature

Direct Charitable Access applicants:

Complete applications MUST be received by the Gaming Policy & Enforcement Branch's Victoria office within the first EIGHT
months of your organization'’s fiscal year. It is the organization’s responsibility to ensure that complete applications are received
within the required timelines.

Complete only sections 1, 2, and 3 on pages 1 and 2.

Attach all documents listed on the Enclosure Checklist on page 6. Be sure to attach all documents listed on the Checklist,
regardless of whether you have submitted them before. If all the documentation is not attached to your application, it will be
returned without being processed. Gaming Policy & Enforcement Branch will provide a list of outstanding items when the
application is returned.

Gaming Event applicants, including bingo, ticket raffle, social occasion casino or wheels of fortune:

Please complete the appropriate section on the following page for your type of event.
Refer to the Enclosure Checklists, page 6, to determine which documents must be attached to your application.

Retain a copy of this application for your records
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