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	Steps to be Performed
	Prepared by
	Workpaper Reference

	1
	Update the Master Status Worksheets (in Excel) for Booster Clubs and PTOs for any new information received since the last review.  
Document the people contacted to determine the current Booster Clubs and PTOs.


	
	

	2
	Copy Tax-Exempt Status Master as a new worksheet.  Document the new information received.

	
	

	Conclusion

	3
	Prepare a Summary of Testing documenting how many Booster Clubs and PTOs are currently public 501(c)(3) tax-exempt organizations.

	
	

	4
	Prepare a Summary of Finding, if applicable

	
	

	5
	Prepare the General Memo.

	
	

	6
	Prepare a summary of the review results to be discussed with the Associate Superintendent for Facilities, Planning & Community Relations.

	
	

	7
	Contact the Principals or the Associate Superintendent for those organizations that are not tax-exempt as a public 501(c)(3).  Do not distribute the report until all principals and Associate Superintendents have been contacted.  Document the discussions.


	
	

	8
	Prepare a report for the tax-exempt status of the PTOs and the Booster Clubs.

	
	

	9
	Review computer files to determine which files are pertinent to this project.  Delete any unnecessary files and prepare the Diskette Contents List.
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