[bookmark: _GoBack]Parent Club Information Page and Check List
**Coach/Parent Club Copy**

Parent Club: ________________________________________________________

Club Officers							School Year: __________
Head Coach (if applicable): ____________________________________________
President:		___________________________________________________
Vice-President: 	___________________________________________________
Secretary: 		___________________________________________________
Treasurer:		___________________________________________________

Check list of items that shall be maintained with the organization’s permanent records and on file with the Building Principal or Athletic Director, if applicable.
· Parent Club Information Page and Check List (Yearly) – Pages 2 and 3
· Articles of Incorporation, a Constitution, or By-Laws (once completed and for any updates)
· Federal Tax Identification Number (EIN) (once completed)
· IRS tax exemption determination letter (once completed)
· Meeting Minutes and Treasurer’s Report sent to Athletic Office or Building Principal (monthly)
· To include beginning and ending balance of account(s)
· Signed by Treasurer and President
· End Of the Year Athletic Financial Reporting (yearly)
· 990 Form (once tax exempt) – due on the 15th day of the fifth month following the end of the organization’s taxable year (yearly)
· End of Year Audit (yearly)

Parent Club Information Page and Check List
**Please submit this form to Building Principal or Athletic Director.**

Name of Parent Club:_________________________________________________
Club Officers							School Year: __________
Note: Please underline or highlight those officers with check signing authority.
Head Coach (if applicable):	_________________________________________
President:		___________________________________________________
Address: ______________________________________________________________________
Phone: ____________________________________   Email: _____________________________
Vice-President: 	___________________________________________________
Address: ______________________________________________________________________
Phone: ____________________________________   Email: _____________________________
Secretary: 		___________________________________________________
Address: ______________________________________________________________________
Phone: ____________________________________   Email: _____________________________
Treasurer:		___________________________________________________
Address: ______________________________________________________________________
Phone: ____________________________________   Email: _____________________________

Meeting Dates (Clubs should meet a minimum of four (4) times per year.)
List Meeting Dates below.  These dates will be advertised on the District calendar so please try to keep this schedule.  Notify the Building Principal or Athletic Office, if applicable, of any changes.  (Blue District Facilities request form is attach and also found on the District website under Community Tab, District Announcements.)
__________		__________		__________		__________	
__________		__________		__________		__________
__________		__________		__________		__________

Meeting Time ________________		Location ________________

Check list of items that shall be maintained with the organization’s permanent records and on file with the Building Principal or Athletic Director, if applicable. 
· Parent Club Information Page and Check List (Yearly) 
· Articles of Incorporation, a Constitution, or By-Laws (once completed and for any updates)
· Federal Tax Identification Number (EIN) (once completed)
· IRS tax exemption determination letter (once completed)
· Meeting Minutes and Treasurer’s Report sent to Athletic Office or Building Principal (monthly)
· To include beginning and ending balance of account(s)
· Signed by Treasurer and President
· End Of the Year Athletic Financial Reporting (yearly)
· 990 Form (once tax exempt) – due on the 15th day of the fifth month following the end of the organization’s taxable year (yearly)
· End of Year Audit (yearly)
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