POLICEESAND PRCEDURESJMANUAL
Revisedlune 2016






Table of Contents
GOVERMNCE

1.1 CONDUCTOFMEETINGS
Agenda Drafting, Approval and Publication
Minutes of Meetings and Records
1.2 CONDUCTOF BDARD AND MEMBERHIPMEETINGS
Order of Bsiness
Common Order of Business
Sample Agenda
Role of the Secretary
Role of the Recorder, if asggned, IAW Roberts
Role of the Parliamentarian, if assgned, IAW Roberts
Role of the Sergeant at Arms, if assigned, IAW Roberts
Review, Dssanination and Posting of Minutes of Meetings
1.3ELETIONS
Nomination and Approval of Gandidates
Nomination Gycle
Bdlot Production and Dissemination
Reurn Sevice Address/ Procedures for Balots
Elecion Information Dissemination
Ballot Receipt, Tabulation and Verification
Announcement of Results
1.4 INSTALLATION OF DIRECT CRSAND OFHCERS
1.5 NEW BOARD ORIENTATION

1.6 NOTHCATIONS CERTHCATIONSAND COMPUANCESTATEMENTS:
I



ADMINISTRTION

2.1 BUSINESSSOPHRATIONS
Hles, Records and Correspondence
Record Retention Requirements
Data Sorage, backyps, and Data Secuity
Postal
Repoduction and Forms
Photocopy Services
Version Control Procedures

2.2 INERVMATIONMANAGEBIENT
Information Security
Data protocolsand Standards

2.3 WEBSTEADMINISTRATION
ContractWebsite Host and Administration
Social Networking Sites

2.4 HECTRONIC COMMUNICATION
Website Content Qurol
Email Communications with Members

Email Communicatioas Business Correspondence

MEMBERSHIP MANAGEMENT

3.1 MEMBERSHIP
The Role of the Membership Committee
3.2 MEMBERHIP APRICATONSPR@ES SAND PROCEDURES

Quialification and Application for Membership

10

10

10

10

10

10

10

10

11

11

11

11

12

12

12

12



Preparing for Membership Meetings and ApplicB@nbcessing
National Rifle Association Membership Recruiting
3.3 PROES$NG PROCEDURESAT MEMBERHIP MEHINGS

Role of Secretary and Membership Committee

Role of the President

Role of the Applicant and Sponsor

Role of theBoard of Directorand Membership
Role of the Treasurer and Finance Committee

Role of the Safety Committee Chair and Members

Post Meeting Processing Procedures

Membership DatabaseAdministration

New Member Crientation and Training Requirements

Proof of Firearms Safety Training
Request foiSpecialDrientation
3.4 MEMBERHIP RENBEWVAL

AnnualMembership RenewaCycle

Notification of Renewal via website and Newsletter

Annual Invoice Procedures

Mailing of Membership cards
3.5 MEMBERSHIPOMMITTEE

Membership Committee

Club Orientation Roles

MembershipCommitteeRenewal Roles

Assembling and Mailing of the Newsletter and Membership Documents

Work Requirement

12

12

13

13

13

13

14

14

14

14

15

15

15

16

16

16

16

16

17

17

17

17

17

18

18



RANGE SAETY AND MANAGEMENT

4.1 ODHERENOJ® AFRUATEDGOVERNIG BODIES 19
4.2 SAETYTRAINING AND CERTIFICATIONS 19
Safety Committee Mission and Certifications 19
Training 19
Members Trainerand Instructors 19
Outside and normemberTrainers 20
Range Fees 20

4.3 RANGE SAFETY OFFICERS, CHIEF RANGE-EATHEHS, & RANGE MASTHR

RangeSafety Officers 21
Range Safety Certification 21
Range Safety Officer Duties 21
Chief Range Safety Officer Responsibilities 22
Range Masters 22
Range Monitor 22
4.4 RANGEMANAGEMENT 23
Range Committees Misson and Composition 23
Member Special Recogniticbard 23
Eent Chairpersonsand Committees 24
4.5 REBERXTIONAND SCHEDULING OFRANGESAND FACILITIES 24
Competitive Events 24
Recreational Events 24
Educational Eents 24
Srecial Events and Event Plaming and Exeaition 24



4.6 PECALEVENTS
Range Chairsand Committ ees

4.7 EMENTGHAIRPERSONRND COMMITTEES
Ewent Committee

4.8 RANGE REGULATIONS

FINANCE

5.1 STATEMENT OF FINANCIAL INTEGRITY AND ACCOUNTABILITY

5.2 INDEPENDENT AND COMPETENTAUDIT COMMITTEE
Smmary of Sabanes-Oxky Provision
Rekvanceto the Apple Valey GunCub
Composition of the Audit Committee
5.3 INTERMLCONTROLSFORHANANCE ACOUNTINGANDCONDUCT
Pdicy Statement on Conflict of Interest
Fnancial Management Effectivenessindicators
5.4 TAXEAND REFORTINGREQUIREMENTS
Hlings January August
Hlings September December
Reporting (non-government organizations)
5.5PROCLREMENTANDCONTRACTING
5.6 CASHFLOWAND DIPOSTTS
5.7 FUND$ORUPPLES
5.8 EMENTINGOME
5.9 INURANCEANDRISK MANAGEMENT

5.10 SCHOLARSHIP FUND ADMINISTRATION

25

25

26

26

26

27

27

27

27

28

28

30

30

31

31

32

32

33

33

33

34



5.11 GRANT PROGRAM 34

5.12 CAPITOL FUND 34
5.13 RESERVE FUND 35
FAQUTIES
6.1 FAAQLITIEMAINTENANCE PLAN 36
Routine Maintenance 36
Repars 36
6.2 APR.EVALLEYGWN AUB MEMBERHIPACESS 37
6.3 MEMBERS PERSONAL ASSETS/PROPERTY 37
6.4EMPLOYMENT POLICY 37
6.5 INVENTORY 38
6.6 EMERGENCY PLAN 38

SAFETY AND CONDUCT

7.1 CONDUCT POLICY OBJECTIVES OF THE OF APPLE VALLEY GUN CL398

Vision and Leadership 39
Advocacy, Stewardship ahategrity 39
Knowledge 39
Personal Commitment and Diligence 39
Sportsmanship and Collegiality 39
7.2SPORTSMANSHIP & ETHICAL CONDUCT 40
Sportsmanship 40
Ethical Conduct 40
Members Responsibility 40
7.3SPORTSMANSHIP AND CONDUCT POLICY IMPLEMENTATION 41

Vi



Procedures for Observed Rules Violations

Signing In for Event

7.4 PROCEDURES FOR INQUIRIES AND MEMBER DISCIPLINE

Incident Reports
Conduct of Hearings

Actions by theBoard of Directors

Sanctions Imposed for Member Misconduct

APPENIX

Vi

41

41

42

42

42

43

43



GOVERNANCE

1.1 CONDUCTOFMEETINGS

AgendaDrafting, Approvaland Publication

The Secretary provides an initial draft and request for agenda items from Board and thesietsmbership in
submitting agenda items.

The President approves the agenda and then the agenda is published and distributed by the Secretary. The
agenda for membership meetings shall be made available to members avetbsiteand byemailupon

request

Minutes of Meetingsand Records

Minutes of Meetings shall be completed as soomassibleafter the conclusion of the meeting and shall be
posted in the Corporate Office, in the Meeting Ro@mg be madevailable for examination by the

membership. Minutes shall be a record of decisions and actions taken during meetings, and shall not be a
verbatim record of conversations. The original minutes, original source documents and notes shall be
maintained in tke Secretary's Corporate Correspondence kites the minutes of meetings have been

reviewed and approved, and at that point the notes may be destroyed. Minutes and original documents shall
be available for examination by Officers, Directors and Membpas request. Minutes shall be maintained
permanently.

1.2CONDUCOFBOARMANDMEMBERSHIMEETINGS:

Orderof Business [Per AgendaCirculatedin Advance]

CommonOrderof Business
IAWRoberts Rulesf Order and the Bylaws of AVGC
SampleAgenda

I. Openingof meeting and introductions (Chair)

Il. Approveminutes of previous meeting (Secretary)

lll. Reportsand discussion. The President calls for reports from the Treasurer, Secretary, Range
Committees and Management Committees.

IV. Oldbusiness (Chair)
a. Unfinishedbusiness from previous meetings
b. Motionsthat were tabled from previous meetings
V. Newbusiness motions to be made for voting by the board (Chair)
VI. ExecutiveSession (Chair, iieeded
VIl.Adjournment(Chair)



Roleof the Secretary

TheSecretary shall record, produce, publish, distribute and maintain minutes of meetings held Byaiteof
Directorsand Executive Committee, or any special committee established bgdhed of DirectorsThe
Secretary shall strictly enforce member inspee rights of all documents, to include minutes of meetings, in
accordance with the current edition of California Corporations Code.

Roleof the Recorder jf assignedJAW Roberts
Roleof the Parliamentarian,if assigned]AW Roberts
Roleof the Sergeantat Arms, if assigned)AW Roberts

Review,Disseminationand Postingof Minutes of Meetings

Minutes of meetings shall be filed in chronological order, by year, and retained permanently in the central file
located in the Secretary's office. Gep of approved minutes shall be maintained in a binder in the book shelf
of the Clubhouse meeting room and shall be available for member inspection at all times. Also, members ma
request electronic or printed copies of meeting minutes at any time andrigrpurpose as stated in Article 7,
Section 4 of the Bylaws.

1.3 ELECTIONS

The Annual Election is held during February each year, and the results tabulated and announced at the
February Membership Meeting (Annual Meeting) in accordance with Article 13, Section 9 of the Bylaws.

After reviewing the current board composition, thedeutive Committee of th8oard of Directorshall verify

which directorships and which executive positions are open for election. Those positions shall be identified b
title and by term of office as indicated by their year of reelection. In accordartbetvd BylawsArticle 3,

each directorship and each executive position shall be identified as open for nomination and shall indicate the
period for which that nominee shall be serving. Directorships and executive positions filled by appointees sha
all be placed in contention at the next election and shall be opened for nominations with all others.

Action Date Responsibility
ReviewBoardComposition Augustl ExecutiveCommittee
ElectionAnnouncement SeptembeMeetings President
OpenNominations OctoberMeetings President
CloseNominations NovemberMeetingplus1 day President
Create/Validate/DistributdBallot | November30 Secretary




Action Date Responsibility
LastDayof Withdrawal Decemberl5th Candidates
CandidateNight DecembemMeetings President
Mail ElectionGuide Decembel31st Secretary
ReturnBallotsand Renewals Februarylst Membership
CountBallots NLTFebruarylOth TabulationCommittee
DeliverResults AnnualMeeting President

Nomination and Approvalof Candidates

Nomination Cycle

During September of each year, at both tBeard of Directorsneeting and the Membership meeting, the
President shall announce that nominations for office will commence during the month of October. In October
of each year the President shall announce dipening of nominations for Directorships and the President
and/or Vice President (President Elect) at the Membership Meeting conducted in OctOpening of

nominations shall be submitted and seconded by the membership at that meeting, and those nomsnati

shall be recorded in the minutes of that membership meeting. Nominations shall be closed at midnight on the
day following the November membership meeting. Once nominations are closed by the Secretary, the
Secretary and Executive Committee shall creatd approve a ballot for dissemination. Verification and
Certification of Candidate Qualifications shall be accomplished by the Secretary no later than close of busine
on November 3t and the list of nominees shall be distributed to the membership dysietter, public

postings and thevebsite Persons nominated and later desiring to withdraw from nomination shall do so by
written notice to the Secretary no later thddecember 15.

Ballot Productionand Dissemination

Production and dissemination of ballots by the Secretary shall be accomplished ribhdetddecembeB1l of

the nominating year and shall be distributed to the membership by U.S Mail in the form of a newsletter acting
asan ElectiorGuide. The election gie shall contaira ballot listing the nominees by office and duration of

term. This election guide shall also contain a membership renewal form listing all current requirements for
renewal, a return address envelope, and other instructions indicatingithest, dates and places where

members may renew in person; means by which members can renew by mail; and means by which member:
may renew by drop box at the Clubhouse. Membersstsubmit their ballots with their renewal form and

renewal fees by Februarytls

Dues must be paid in full by February 1ymur ballot WILL NOT be counted.



ReturnServiceAddress Proceduredor Ballots

dzf 1 YIAf Sy@St21L35a FT2N St SOGA2Yy YFGSNAIFfa aklff
order to ensure all members either receive their ballot and renewal materials or the club membership
committee is aware of an address change woeby way of return service. All efforts must be made to correct
addresses and ensure timely delivery of ballot and renewal materials.

ElectionInformation Dissemination

Publication of candidates and candidate statements shall be accomplished by the Secretary by December 31
the year of nomination. Candidate statements shall be posted in a book along with the Bylaws and Policies a
Procedures Manual in the Clubhouse yAdditional fliers or materials that candidates want distributed will

be delivered to the Secretary and will be posted in@e y R A dteinéhtbdok. Under no circumstances

will candidates post fliers or election materials elsewhere on the propbtgmbers may request copies of all

of the aforementioned bymailat that time.

There will be a Candidate Night at Membership Meeting in December. This shall selfoeuas where
nominees may address those in attendance and answer quedtiomsthe memlership. This meeting shall
be conducted as an open forum in order to give candidates the opportunity to answer questions of the
membership. This meeting shall not serve as a forum to debate and all members shall adhere to strict
decorum

Ballot Receipt,Tabulation and Verification

A Tabulation Committee shall be appointed by the President and shall consist of no fewer than 3 persons. T
chair of the Tabulation Committee shall be an uninterested party (oneumsting for office) and that chair

shall direct the collection, storage, tabulation and verification of ballots. The Chair shall be an uninterested
Committee Chair or Directoandshall be appointed by mutual consent of tBeard of Directors

Once disseminated, ballots must be received and keptgacure state until the Tabulation Committee Chair
directs that they be opened. This direction may come at any time the Chair of the Tabulation committee
determines that it is advantageous and appropriate to begin counting and tabulating Fétesouning of

ballots shall commence once it is reasonably clear that ballots mailed prior to the 1st of February have been
received. The Secretary, Treasurer or if both are interested parties, another uninterested director shall
provide a current membership rter in order to validate membership currency of all votes.

In order to maintain secrecy of ballots, the ballots shall be delivered with the member's name displayed on th
outside of the return envelope. Once qualification is verified by a member of thebdeship Committee, the
ballot shall be passed to the next committee person who will open the envelope, and keeping the ballot folde
and votes out of sight, shall place that uncounted ballot in a blind box. Once collected in the blind box, ballots
shall e removed only when they are to be counted.



Ballots shall be counted and tabulated using a spreadsheet listing each candidate. Each member shall have
total number of votes equalinthe number ofdirectorshipsand executive officer positions on the ballot.

Multiple votes may be cast by one member for one or mmaiadidates. Votes for executive positions are cast

and tabulated separately from those for directoEsxecutive Committee Members (President, Vice iBegs,
Secretary and Treasurer) each have one vote per category. Votes for directors are categorized by term of
office. For directorships, one and two year categories may result in more than one open position. In such cas
members shall be given one vagbter open directorship by category.

Announcementof Results

The announcement of the results of the annual election shall be made &rthaalMembership Meeting
conducted on the 8 Saturday of February in accordance with Article 13, Section 1(a) &ylaes. This
announcement shall at least contain the names of each director and executive officer thus qualified and
receiving the greatest tally of valid votes in each category. This announcement shall be madé@/egittent

or in his stead, the Vice President or Secretary as appropriate. Once this announcement is made at the Annu
Membership Meeting, the Secretary shall publish similar announcements viaghsiteand newsletter as

soon as ipossible.The Secretar shall also deliver a validated count of all votes cast by category to each
candidate on the ballot.

Notification of Election of Executive Officers shall be made to interested organizations and businesses as soc
as possible, to include, the Californidldkand Pistol Association, major vendors, the City of Victorville, the
California Secretary @tate §+100) and other organizations as may be appropriate.

1.4INSTALLATIOBFDIRECTORSNDOFFICERS

An appropriate Induction Ceremony shall be heldret Annual Membership Meeting

1.5NEWBOARDBORIENTATION

A New Board Orientation shall be conducted by the President (outgoing), with briefs by the Secretary and/or
Parliamentarian, Treasurer, and President (incomangprdance to the Bylaws, Article Bction 1 (a) (4). In
addition, the agenda shall contain at a minimum the following:

1 BankSignatoryAssignments

1 FilesAccess

1 Conflictof Interestand ConfidentialityAcknowledgments

1 CommitteeChairAppointments

1

Stateof CaliforniaSI100Filingand deliveryof serviceassignment



1.6 NOTIFICATIONSERTIFICATIONSDCOMPLIANC&ETATEMENTS:

Thecorporation shall file a Statement of Information (SI 100) with the California Secretary of State annually.
The applicable filing period for a corporation is the calendar month during which its original Articles of
Incorporation were filed (January of48) and the immediately preceding five calendar months. Our election
cycle dictates that the Statement of Information is filed annually at the minimum, and at any time the
President, Secretary, Treasurer or Officer of the Corporation designated for Semimnged. Statement of
Information Form 100 may be found and filed at the Secretary of Sthsiteat

https://businessfilings.sos.ca.gav/

Therecords, letterhead and correspondence of the corporation shall reflect the changes in Officers of the
Corpration onceaffectedby election. All records of signatories of bank accounts, fiduciary instruments and
other financial accounts shall reflect changes in the Officers of the Corporatioratfected

Incoming Directors and Officers mustknowledgehe Conflict of Interest/Confidentiality, Sexual Harassment
Financial Internal Controls and Conduct Policies and shall sign the relevant declarations acknowledging their
understanding of the policies and requirements to abide by said pali¢se Appedix, Conflict of
Interest/Confidentiality)

Incoming Officers and Directors must review the Bylaws, Range Regulations, Policies and Procedures of the
Apple Valley Gun Club and the pertinent sections of Roberts Rules of Order, and must attend a Mgmbers
Orientation if they have not done so in the previous 12 months.



ADMINISTRATION

2.1 BUSNESSOPERATIONS

Hles, Records and Correspondence

RecordRetentionRequirements

All officialrecords of the Apple Valley Gun Club shall be maintained at the Corporate Office of the Apple Valle
Gun Club as established in the current Bylaws. Working papers may be maintained at alternate locations, bu:
the official records shall be maintained at tG®rporate Office without exception. Listed below are the record
retention requirements for the Apple Valley Gun Club. Records may be maintained in physical or electronic
form, as dictated by current California and Federal Law.

Typeof Document Minimum
Reaqiirement
Accountspayableledgersandschedules 7 years
Auditreports Permanently
BankReconciliations 2years
Bankstatements 3years
Checkgfor important paymentsand purchases) Permanently
Contractsmortgagesnotesandleasegqexpired) 7 years
Contractg(still in effect) Permanently
Correspondencégeneral) 2 years
Correspondenc@egalandimportant matters) Permanently
Correspondencéwith customersandvendors) 2 years
Deedsmortgagesandbills of sale Permanently
DepreciationSchedules Permanently
Duplicatedepositslips 2 years
Employmentapplications 3years
ExpenseéAnalysis/expensdistribution schedules 7 years
YearEndFinancialStatements Permanently




InsurancePoliciedexpired) 3years
Insurancerecords,currentaccidentreports, claims,policies,etc. | Permanently
Internalaudit reports 3years
Inventoriesof products,materials,andsupplies 7 years
Invoiceg(to customersfrom vendors) 7 years
Minute books,bylawsand charter Permanently
Payrollrecordsand summaries 7 years
Personnefiles (terminatedemployees) 7 years
Taxreturnsandworksheets Permanently
Timesheets 7 years
Withholdingtax statements 7 years

Data Storage Backups,and Data Security

1 Record Retention Requirements and Procedures

As required by document retention standards established above, and stored on appropriate media anc
retained in a fireproof safe in the Clubhouse.

1 Electronic Record Keeping Procedures

Electronic records must be maintained employing the same standardsteds diboveand must be
stored in such manner as to provide appropriate security and fire/disaster safe protections.

1 AVGC Members Database Hosting, Back Up Procedures and Internal Controls

1 The membership database is the singular most critical piece afehec information held at the club
and must be protected from compromise. Backups must be maintained in the fireproof safes in the
clubhouse and safe deposit box as well as backed up on an appropriate remote secure server. Shoulc
Apple Valley Gun Clubféer a major fire or theft, the backup copies held in the clubhouse and remote
location will provide a fast and reliable basis from which to restore our operations.

Postal
FirstClasdPostagag-undingProceduresand Internal Controls

First Class Postage shall be purchased on a cash reimbursable basis by the Secretary or Treasurer at
distributed to those needing First Class Postage. First Class Postage shall be kept to a minimum but
shall be the primary means of written correspondemaéh vendors. Certified and Priority postage

shall be purchased on a cash reimbursable basis by the Secretary or Treasurer.

8



Bulk Mail Permit Funding Procedures and Internal Controls

The Bulk Mail Permit issued to the Apple Valley Gun Club by the \Btaées Postal Service shall be

the primary means of distributing printed mattedectronic communication is more cost effective and
should be used when possible. Some documents such as Bylaws and ballots require the distribution b
US Mail. In these caseawailings should be consolidated and sent via the Bulk Mail Permit. The
reference for the use of the Bulk Mail permit is the current edition of the Domestic Mail Manual of the
United States Postal Service.

Technical support can be found both at the Vigithe Central Post Office, 16333 Green Tree Blvd,

where our Bulk Mail Permit (Number 193) is issued and administered. The Bulk Mail Center is locatec
on thesouth side of the main post office and the Bulk Mailings manager may be reached at
760-241-4433.

Audits of any and all postal accounts and activities shall be conducted by the Finance Committee under the
direction of the Treasurer unless otherwise specified byBbard of DirectorsReports of audits shall be
delivered to theBoard of Directorén Executive Session.

The preferred method of delivering routine newsletters, calendars and other information to the membership
is via thewebsiteand physical postings at the club property. Election and renewal forms must be delivered by
U.S.Mailandtheldul YIF Af LISN¥YAG Aa (GKS Yz2ad 02ad SFFSOUAQ
I RRNBaasSa NBadzZ G Ay I+ GNBGdzZNYy aSNBAOS: (KFd YSYo
for routine information and newsletters. That member may betreturned to a U.S. Mail delivery status until
they request such status and provide a confirmed mailing address.

Access to the club Post Office Box at the Victorville Post Office shall be limited to no more than four persons
and ideally, the Secretagnd Treasurer will be the primaries. If that is not practical,Bloard of Directors
shall appoint members responsible to pick up mail.

U.S. Mall as business mail directed to the Apple Valley Gun Club shall be delivered to the Apple Valley Gun
Club post ffice box. Business correspondence shall not be directed to a personal address unless authorized |
the Board of DirectorsDeliveries of parcels by carriers other than the U.S. Postal Service may be delivered to
addresses other than the P.O. Box and ptgisaddress of the club provided that alternate address is

stipulated as a delivery address only, and under no circumstances, shall a personal address be represented .
the official business and/or billing address of the Apple Valley Gun Club. Undecunostiances shall any

member use the physical or business address of the Apple Valley Gun Club as a personal or alternate busine
address.

Reproductionand Forms
1 ContractReproductionServices

The Club shall maintain standardized local forms on an as required basis, and forms generation shall |
approved by the Secretary on an as needed basis. Local generation of forms shall be kept to a
minimum and standardized forms shall be used to the grstagstent possible.



Photocopy Services

Local photocopy services shall be provided by the Secretary for the support of business operations of
the Club. Large print jobs should be commercially printed to keep costs down.

VersionControl Procedures

Allrecurring correspondence, forms, letters, calendars and all forms reproduced shall be marked in the
lower left corner of the cover page with a version control mark as follows:

DD/MOQO/YR/Drafter Initials. Ex: 01/01/11NRR

2.2INFORMATIONMANAGEMENT

Information Security

Information security is the responsibility of the Club Secretary. The Club’s primary vulnerabilitgenénal

ledger and membership databas€he distribution of member information must be kept to a minimum and
requests for member lists must adhere to current California law and the Bylaws of the Apple Valley Gun Club
Member lists distributed to th&oard of Directorsnust be designed and madained in such a manner as to

not compromise the privacy of the membership.

Dataprotocolsand Standards

Data protocols and standards are the responsibility of the Secretary to periodically review. The Secretary sha
make recommendations to thBoard ofDirectorsconcerning software standards for club projects. As a rule,
software should be platform independent and should adhere to Open Source Data Standards.

2.3WEBSITEDMINISTRATION
ContractWebsiteHost and Administration

The clubwebsiteshall be the primary means of disseminating news and calendars to the membership. The
websiteshall also serve to advertise the club locally and provide information for potential new members. The
websiteshall provide PDF formatted calendars, fliers, aapions and registration forms as well as dewn
loadable information sheets on key contacts, events and club governing documentsebsiée cannot

suffice for notifications required to be delivered by U.S. Malil.

Social Networking Sites

Social Networkig sites and forums may be used to provide interactive forums for the membership and board.
Any site using the Apple Valley Gun Club logo and name must gain the approvaBo#thdeof Directorprior

to doing so. The Secretary shall supervise the creaimhcontent of these sites. THaoard of Directorsnay

review and approve or disapprove of content for these sites.

10



2.4 ELECTRONIOMMUNICATION

WebsiteContent Control

Thewebsiteshall be directly supervised by the Secretary and shall maintain appropriate content control in
order to project a positive, professional and farolyented theme to the public and the membership.
Websiteadministrators and content reporters may havecass to post on the site as appropriate but the
Secretary must maintain established standards by closely supervising the site. Content reporters shall provic
their content towebsiteadministrators as determined by the Secretary.

EmailCommunicationwith Members

Electronic mail may be used for routine communication with members. It does not replace the legal
requirement to deliver certain documents such as ballots and election materials to the membeEsmigilis

the preferred method of routine aoespondence between board members and members for routine matters.
The Secretary shall control all bulk or massaiing.

EmailCommunicationasBusiness Correspondence

Emailmay supplement physical meetings for routine business decision making and briefings of board
members, committee chairs and members on routine business issues. In cases where email relating to club
business is the means of communication, addressees meisidi@ any person who has a decision making
authority on that issue. For example, any issue requiring a board vote must include all board members as
addressees. Issues including committee chairs or members of special committees must include those
committeechairs. Issues referring to a specific member must include that member as an addfesgee.

action decided by electronic means must be reported at the next board meeting.

11



M BV BERSHIP MANAGEMVIENT

3.1 MEMBERSHIP

TheRoleof the MembershipCommittee

TheMembershipCommitteeshallconsistof the Secretaryand MembershipChairandasmanymembersand
associatemembersdrawnfrom the membershipasnecessaryo accomplisithe assignedasks. The
MembershipCommitteeshallassistthe Secretaryin the processingf new ProbationaryMember
Applicationsprocessinghe conversionof ProbationaryMembersto Members;assisiwith electionmaterials
andballots;assistwith membershiprenewals;produceanddistribute the Newsletterand other publications
for the membershipassistin organizinghe OrientationDay;assistwith membershipdrivesandevents;and
assistthe SecretaryandBoard of Director#n tasksintendedto enhancethe valueof membershipto the
membersof the AppleValleyGunClub.TheMembershipcommittee shallwork in closecoordinationwith the
Financeand SafetyCommitteesn processingiew applicants.

3.2MEMBERSHIRPPLICATIONSROCESSNDPROCEDURES

Qualificationand Applicationfor Membership

MembershipApplicationsconsistof a two-page form, (SeeAppendiy . Priorto the membershipmeeting,
sponsorswill reviewthe MembershipApplicationand SponsotOrientationFormwith the applicant.At that
time the Sponsoshallconfirm currentmembershipin the NationalRifle Associatioraswell ashelp document
anyacceptableormal firearmssafetytrainingthe applicantmayhave.Thesponsorandapplicantshallbegin
the processof beingacceptedfirst asa ProbationaryMemberin the AppleValleyGunClub,andthen
successfullgompletingthe stepsnecessaryo gainmembershipat the completionof the probationaryperiod.

Preparingfor MembershipMeetingsand ApplicantProcessing

Applicantsand Sponsorshallassemblet the signin table and presentthemselvesandtheir applicationforms
to the membershipcommitteerepresentativesThisshallbeginat the commencemenbf the Board of
DirectorsMeeting.Bythe time the MembershipMeetingis Calledto Order,the sponsorsand applicants
shouldbe seatedin the ClubhouseéMeetingRoomandall applicationsshouldbe in the handsof the
membershipcommitteerepresentativesMembershipcommitteerepresentativeshallthen reviewthe
applicationsand supportingdocumentsfor completenessandaccuracyandshallthen passthemto the
Secretaryfor review.

National Rifle AssociationMembershipRecruiting

TheMembershipCommittee actingunderthe directionof the Secretaryshallact asthe official NationalRifle

AssociatiorRecruitingagentfor the AppleValleyGunClub.TheMembershipCommitteeshallbe the exclusive
agentof NRAMembershiprecruitingon club property asit shallbe the only NRARecruitingagentto actunder
the nameof the AppleValleyGunClub.All proceeddrom NRARecruitingactivitiesshallbe transferred

12



directlyto the scholarshigund of the AppleValleyGunClub.At no time shallanyrevenuefrom anyNRA
Recruitingactivity goto anyindividualwhenactingon club property or underthe nameof the AppleValley
GunClub. Revenuesgollectedby the clubfrom NRArecruitingactivitiesshallfirst be dedicatedto fundingan
aggressivduniorNRAmembershipsponsorshigprogramwhere youngassociatenembersand other junior
shootersshallbe awardedJuniorMembershipsn the NRAwhenthey achievepredeterminedmilestonesas
determinedby the applicablerangeor eventchair. Theclub maybuy eachjunior associatanemberaninitial
JuniorMembership.Renewalshallbe the responsibilityof the junior shooter'sfamily.

Opportunitiesto conductformal recruitingactivitiesfor the NRAinclude,but are not limited to:
1. ClubMembershipRenewabDays(January)
2. ClubHostedSpeciaEventsWomenon Target,scheduledshoots,matchesand holidayevents)
3. Publiceventswhere AppleValleyGunClubparticipatesin displaygHomeShow,GunShowsgtc.)

4. SpeciaNRArecruitingeventssuchasJuniorMembershipdrives,Military Membershipdrives,andLife
Membershipdrives.

3.3PROCESSINNROCEDURBSMEMBERSHIMEETINGS

Roleof Secretaryand MembershipCommittee

TheSecretaryand MembershipCommitteemembersshallcollect,review, and approveapplicationsfor
ProbationaryMembershipand Membership.Complete accurateand compliantapplicationsshallbe then
presentedto the Presidentoy the Secretaryfor hisreview.All applicationsmustbe accompaniedy proof of
currentmembershipin the NationalRifle Association.

Roleof the President

Asanorder of NewBusinesgor the MembershipMeeting,the Presidentshallreviewandacceptor reject
applicationsfor ProbationaryMembershipand shallthen calleachapplicantwith sponsorto standand
presenthimselfor herselfto the membership

Roleof the Applicantand Sponsor

Theapplicantwill introduce himself/herselfto the membershipand shallspeakbriefly on why he or she
shouldbe grantedProbationaryMembershipin the AppleValleyGunClub. Applicantsare strongly
encouragedo introducefamily memberswho maybe in attendanceor who would be active Associate
Members.TheBoardmayat that time askappropriatequestionsof the applicantand sponsor.
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Roleof the Board of Directorsand Membership

Onceall sponsorsand applicantshavehad anopportunity to be introduced,the Presidentshallsolicit
commentsconcerninghe applicantsand shallbe preparedto answerquestionsfrom the applications.
Sponsorshouldtake an activerole in advocatingor their sponsoredapplicant,asshouldanymemberin
attendancewho knowsthe applicant.Oncethis reviewis completed,the Presidentshallaskthe membership
to vote on acceptanceOncethat vote isfinalizedandthe vote recorded,the Presidentshallwelcomethe new
probationarymembersto the club.

Roleof Treasurerand FinanceCommittee

TheTreasureror arepresentativefrom the FinanceCommitteeshallbrief all applicantson the initiation costs
andduesrequired.

Roleof SafetyCommittee Chairand Members

After the Treasureior representativehasbriefedthe applicantson the financialrequirements the Chairof the
SafetyCommittee(VicePresident)or hisor her representativeshallbrief the applicantson the Orientation
Dayrequirement TheSafetyCommitteeChairshallalsoemphasizéProbationaryMemberaccessestrictions:
With anymemberor at eventsopento the public.

PostMeeting Processing’rocedures

Oncethe Membershipmeetingis adjourned,the approvedProbationaryMembersshallapproachthe Board of
Directorstable andfirst seethe Treasureifor payment,then meetthe Presidentand VicePresidentandthen
proceedto the Secretaryfor issuanceof a ProbationaryMembershipPacketand ProbationaryMembership
Card.All directorsand RangeCommitteeChairsare requestedto remainat the front of the MeetingRoomto
meet new ProbationaryMembersand answerquestions ProbationaryMembersshallbe issueda packet
containingno lessthan the following:

Thecurrent Bylawsof the AppleValleyGunClub
ThecurrentRangeRegulation®f the AppleValleyGunClub
ThemostrecentNewsletter

Thecurrentletter of introductionto the AppleValleyGunClub

Hats,hat pins, patches Janyardsor other incentiveitems currently available

= =2 =2 4 -a -

Amembershipcardindicatedasa ProbationaryMember. At no time shallProbationaryMembers
beissuedkeysor lockcombinations.

Thenew ProbationaryMembersshallthen be briefed on the volunteerwork requirement(four hours)to be
accomplishedluringthe 90 dayprobationaryperiod aswell asthe requirementto demonstrateformal
firearmssafetytraining.
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MembershipDatabaseAdministration
1. DataEntrySubsequento ApplicantApproval
2. Schemaof the memberrecordof the database

3. Verificationof PersonaData,NRAMembership,mailingaddressand emailand preferredphone
number. AcceptedProofof MembershipStatus(NRACard,Listor magazinamnail label).

4. CommunicatiorPreferenceOptionsfor Members:
1 Websiteopt out of mailednewsletter
1 Emailopt out for mailedcorrespondence
New Member Orientation and Training Requirements
OrientationDay

Onthe third Sundayof eachmonth, or asindicatedon the AVGQCalendaon the website, the clubshall
conductan orientation for ProbationaryMembers.Thisorientation shallcommenceat the Clubhouse
classroomat 12 pm. At aminimum,this club orientation shallinclude:

1. Abriefonthe AppleValleyGunClubRangeRegulationgOrientation Form, see Appendix)

2. Atour of eachrangefacility and brief on that range'sparticularrangesafetyregulationsby a member
of that rangecommittee.

3. Abrief by amemberof the membershipcommitteeon the requirementsto be metin order to qualify
for membership(work requirements firearmssafetyinstruction)

Proofof FirearmsSafetyTraining

In order to qualifyfor Membership probationarymembersmustpossess formal courseof instructionin safe
firearmshandling.Thisrequirementmaybe satisfiedby showinga completioncertificatefor anyone of the
followingtraining programsor the AVGC Firearms Safety Form

1. ConcealedCarryPermit(California).

Hunter EducationCertificate(anystate).
Documentednilitary marksmanshimualification.
LawEnforcementFirearmsqualification
Successfutompletionof any NRAFirearmsTraining
CivilianMarksmanshigProgramEvaluationForm

AVGC Firearms Safety Fai@ee Appendix)

N o g kM WD
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Request for Special Orientation

Ly NBO23yAidAaAzy GKIFEG RdzS G2 SEGNI 2NRAYFNE FIF O02NA
that they cannot attend thenandatory 3rd Sunday of the month Orientation Day as required. The following
procedures shall be followed for allowance of an Alternate Orientation Session as a rare exception to the rule

1. The Probationary Member petitions the Board of Directors withrequest for an exception with
the reason(s) stated in writing and preferably in person, as well.

2. The Board will examine and determine if the request is to be granted.

3. The Probationary Member must list other dates or certain days of the weekwaitingme frames
they would be available for an alternate Orientation Session if approved by the Board.

4. The Board will designate a Board Member who will meet with the Probationary Member at an
agreed upon date and time to satisfy the Orientation Sessguirements and procedures. Effort will

be made to schedule the Orientation Session when most advantageous to meeting other range chairs
on their respective venues.e.: a Saurday morningvhenthe range is very busyr Tueslayevening
whenthe IndoorBullsEye Eventisin progress

5. Sponsors should try to attend the Alternate Orientation Session with their Probationary Member, if
possible.

3.4MEMBERSHIRENEWAL

AnnualMembershipRenewalCycle

Membersmustreneweachyearon or before 1 February Notificationsfor renewalandaddresschangesnust
be deliveredduringthe first weekof Januaryin orderto giveampletime for membersto return completed
renewalformsandfor the membershipcommitteeto processhoserenewals.Theseinvoicesare best
deliveredby bulk mailin conjunctionwith a January/FebruariNewslettermailingto all members,including
thoserequestingweb newsletterdeliveries. (RenewaForm seeAppendiy

Notification of Renewalvia Websiteand Newsletter

Reminderof upcomingrenewalrequirementsmustbe publishedearlyin the 4™ quarter of the calendaryear
in orderto disseminatehe renewalformsandrequirementseffectively. Therenewal/changeof addressorm
mustalsosolicitinformation deemedimportant suchasNRAmembershipnformation (term, type and
renewaldate), emailand phonecontactinformation aswell asphysicalmailingaddresses.

AnnuallnvoiceProceduregMailed by Dec31)

Makesureyou addresgenewalrates(Regulaand Senior)andthe agerequirementsfor each,andemphasize
the renewaldue date asFebruaryl of the upcomingyear.Also,late feesare establishedeffective February
2012 Forpaymentsmadeafter March 1, the rate is 150%of the standardrenewalrate. Forpaymentsmade
after April 1, the rate is 200%of the standardrenewalrate. Beginningwith renewalyear2013,membersshall
be requiredto log 6 work hoursper yearin additionto the other requirementsin order to renewtheir
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membership Work accomplishedvill be reportedto the FacilitiesCommitteewho shallkeepa master
spreadsheetecordinghoursworked by members.TheRangeChairsand CommitteeChairsshallreport by
rosterto the FacilitiesChairanywork hoursaccomplishedy memberson their ranges/projects.Creditmay
alsobe recordedby roster on any MaintenanceDayor anyspecialproject supervisedoy the FacilitiesChair,
anyRangeChairor any CommitteeChair.

Mailing of MembershipCards

Oncethe membershiprenewaltime line haspassedthe 1* of February andafter the vote countfor the
annualelectionis accomplishedthe MembershipCommitteeshallreviewandupdatethe membership
databasewith anymailingaddresscorrectionsandthen havethe printing contractorproducebulk-mail
frankedenvelopedor mailingthe membershipcardsfor the upcomingyear. At atime designatedthe Board
of Directorsshallassembleat the clubhouseandthe secretaryshalldividethe envelopesdhetweenthe board
members.Theboardmembersshallcompleteone membershipcardper envelopeand stuff the envelope.
Oncethe cardsare completed,the secretaryshallmail the cardsusingour bulk mail permit. Cardsshouldbe
mailedno later than five daysprior to the time the gate combinationchangesgenerallythe 1% of Marchof
eachyear.

3.5 MEMBERSHIPOMMITTEE

Thefollowing are the dutiesof the MembershipCommittee: Membershig\pplicationProcessindgroles Under
the directionof the Secretaryassistin assemblinghe ProbationaryMemberwelcomeaboardpacket;assistn
settingup signin and applicantprocessingablesprior to the BoardMeeting; conductMembershipsignin for
the Board of Directorand MembershipMeetings;collectanddeliverto the Secretarthe rostersof attendees
andassistin the computationof quorumrequirements;Collect,reviewand completeapplicationsfor
membershipyerify NRAmembershiptype, statusand expirationdate; review sponsorassignmenand
identify thoseneedinga sponsor,andprovidethe applicantwith SponsoiOrientationchecklists.
ClubOrientation Roles

TheMembershipCommitteeshallalsoassistthe SafetyCommitteeat eachClubOrientationin setup,
collectingrosters,SponsoiOrientationchecklistsandbe availableto assistmembersin completingapplication
checklists.

MembershipCommitteeRenewalRoles

Assistin the preparationof renewalinvoicemailingpackets

Assistin the assemblyof invoice/electionmaterialspacketsfor mailing

Assistduringthe JanuaryMembershipRenewaDaysasschedulecat the clubhouse

Assistin NRArecruitingandrenewalprocessinguinderthe direction of the MembershipChair

ElectionCycleRoles

= =/ =/ =4 4 -2

Assistin ballot andrenewalinvoicepreparationin conjunctionwith bulk mailing
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Assistin planningand executingthe AnnualMembershipMeeting

Assistin Electionresultstabulationunderthe directiontabulationcommitteechair.

= =2 =1

MembershipCommitteeNewsletterProtocols,Productionand Dissemination

1 PublicationCycleand TimeLinefor Drafting,Printingand Mailing

Thepublicationof the AppleValleyGunClubNewslettershallbe underthe directionof the Secretaryandthat
newslettershallbe producedasdirectedby the Board of DirectorsThecurrent publicationschedulesfour (4)
publicationsof the newslettereachcalendaryear.

Assemblingand Mailing of the Newsletterand MembershipDocuments

TheMembershipCommittee workingunderthe directionof the Secretaryshallassistin collecting,collating
and preparingfor mailingor other forms of distribution any suchprinted matter asdeterminedby the Board
of Directorsin needof distribution.

Work Requirement

ClubMembersthat are elected,Range Committeechairsand workingcommittee membersshallbe exempt
from the annualvolunteerwork requirement.

Acceptablevork shallinclude,but is not limited to the following:

1. Range maintenance and repair

2. Support at events or matches

3. Committee participation

4. Administrative support

5. Work performed with local conservation groups

All hoursfor volunteerwork shallbe reportedto the facilitieschairpersorby the appropriaterangeofficial.
Reportingmaybe in the form of anemailor on the Work Hous Form (SeeAppendix)it isrecommendedhe
hoursalsobe recordedon the backsideof the member'smembershipcard. Thefacilitiescommitteewill keep
a log.

Memberswho havenot completedthe requiredannual6 hoursof work during thecurrentcalendar yeashall
be assessedn additional$100.00in order to renewtheir membershipMembers over 80 years of age are
automatically exempt from this work requiremenExcuseabsencedrom this requirementshallinclude
activeduty for military service medicalincapacity Jeaveof absencdor that yearand other instancesas
requestedby amemberandapprovedby the Board of DirectorsCommitteechairsandboardmembersneed
to makeeveryeffort to find volunteerassignmentgppropriateto a member'sability.
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RANGE SAFETY AMBNAGEMENT

4.1 ADHERENCEO AFFILIATED GOVERNING BODIES

TheAppleValleyGunClubstrictly adheresto the following governingbodiesfor the establishmenof Policies
andProcedureand RangeRegulations:

1. NationalRifleAssociation
AmericanFieldArcheryAssociation

United StatesPracticalShootingAssociation
AmateurTrapShootingAssociation
NationalMuzzleLoadingRifle Association

InternationalHunter EducationAssociation

N oo g B~ w D

CaliforniaRifleand PistolAssociation

4.2 SAFETCOMMITTEERAININGANDCERTIFICATIONS

Safety Committee Mission and Composition

The Apple Valley Gun Club Safety Committee shadlisbof the Range Chairs with their Vice Chairs acting as
their alternates, the Chief Range Safety Officer, the Facilities Committee chair with the Facilities Committee
Vice Chair acting as alternate, and shall be chaired by the Vice President. Thg punpase of the Safety
Committee is to draft and keep current the Apple Valley Gun Club Range Safety Regpidilsihed

separately The Safety Committee shall meet at such time and place as determined by the Chair, and shall ac
as the primary means of developing policies and procedures effecting Safety, Training and Education. The
Safety Committee shall review all incident repontslanake recommendations to tr@oard of Directoras
necessary or as required by the Bylaws and policies of the club. The Safety Committee shall manage the
schedule of courses/instructors so as to avoid conflict with previously scheduled events anérpimopact
recreational use of the facilities.

Training

The Safety Committee shall manage the formal and informal training of certified personnel as deemed
appropriate and shall receive a budget for training. The intent of the training budget is to kebRange
Committee staffed with appropriately certified Range Safety Officers and instructors and coaches as deemed
appropriate.

Member Trainers & Instructors

The Safety Committee shall oversee all club member trainers/instructors using the faciliybdvewho
have become certified trainers/instructors shall present themselves to the Safety Committee for review and
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approval of their certifications and insurance (if applicable). Trainers/instructors shall maintain a copy of their
current certificationsand insurance certificate in a binder in the Trainers and Coaches book in the clubhouse.
Trainers/instructors conducting feprofit classes must maintain at their own expense current accident and
liability insurance, showing the Apple Valley Gun Cludmaalso insured. Member trainers/instructors, the

Chief Range Safety Officer, and coaches who only conduct not for profit courses exclusively for the benefit of
the club may request thBoard of Directorprovide them with accident and liability insuranaeclub expense

in an amount of coverage as deemed reasonable and necessary by the Board. Members may at their option
increase the amount of coverage by paying the difference between the authorized and requested amount.
Any member conducting any f@rofit instruction shall be required to reimburse the club in full for any club
provided insurance if the fgprofit course is conducted while the club purchased policy is in effect.

Member trainers/instructors may schedule courses by coordinating range/veaads with the affected

Range Chair and then by placing the course on the scheduling sheet in the Trainers and Coaches book. Rar
Chairs may direct the member trainer/instructor to place the event on the Club's calendar via the Club
Secretary if the Raye Chair believes the course may have an adverse impact on member access to a
range/venue. Range Chairs and instructors are encouraged to place training courses on the Club calendar
along with flyers and contact information for the course. Paper flyetssigns are permitted at the

clubhouse or on the range with the permission of the Range Chair.

Outside & NoaMember Trainers

Non-member instructors who desire to use the Apple Valley Gun Club as a training facility shall submit an
event request to the Eve Chairman using the event request process. Once the event is approved by the
Board, the outside and/or nemember trainers shall be required to submit an commercial general insurance
binder covering all authorized dates of instruction in the amountsna million dollars for both bodily
injury/property damage and professional liability (two million dollar general aggregate limit), listing the Apple
Valley Gun Club as an also insured. The Safety Committee shall ensure a club RSO is present abany event
course conducted by an outside trainer. Range fees shall be collected as required in the Range Fees sectior

Range Fees

Club sponsored courses are those instructional courses approved IBo#rd of Directorand conducted for

the benefit of the club with all net proceeds going to the club. Range fees are not collected for club sponsore
courses. All other instructional courses conducted-fimfit, non-member instructor, etc.) shall charge a

range fee paylle to the Apple Valley Gun Club in the amount of $5 per club member participant per day, or
$10 per noAamember participant per day. Participants under the age of 18 are not required to pay a range
fee. Range fees shall be deposited with an Event Indomein the black box in the clubhouse and are due

on the first day of the course.
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4.3 Range Safety Officer€hief Range Safety Officer, and Range Master

RangeSafetyOfficers

RangeSafetyOfficersshallbe assignedasthe SafetyCommitteeChairdirects.RangeChairsMiatch Directors
andEventCoordinatoranustidentify RSQequirementsto the SafetyCommitteechairasa part of anymatch
or eventplanningprocess.

Range Safety Certification

All persons serving as Rarfgafety Officers must hold current certification as a Range Safety Officer as issued by the
National Rifle Association. The assignment of Range Safety Officers for events is the responsibility of the Safety
Committee Chair. The determination of the need Range Safety Officers at any particular event shall be made by the
Range Chair and Match Director. Range Safety Officers shall be currently certified in CPR/First Aid by either the
American Heart Association or American Red Cross and shall attend &amge Safety Officer orientations as well as
assigned match safety briefings.

RangeSafetyOfficer Duties:

RangeSafetyofficersthat havebeencertified throughfundingby the AppleValleyGunClubhaveagreedto
performthe belowlisted dutiesasa minimum:

1. Attend a minimumof 8 monthly club meetingsper year.
2. Randomlyisitthe premisesand monitor eachactivity while wearingan RSGshirt/jacket

3. Spenda minimumof 4 hoursper month or attend 1 eventper month while servingin anRSO
capacity.Thisdoesnot applyto thosethat are involvedin recurringscheduledevents,the time
spentconductingthose eventswill satisfythis requirement.

4. Assistwith the organizingand conductinganyspecialeventsat the AVGC.
5. Becomentimately familiar with the AVG@Policiesand Proceduredgor eachrange.

6. Attend and activelyparticipatein a minimumof 4 Monthly Orientationsfor new Probationary
members.

7. Asdirectedby the safetycommittee, perform a surveyof the AVG(remisedsfor safetyissues.
Submitawritten report to the Safetycommitteeindicatingyour findingsandincludingyour
recommendationsThiswill normallybe performedby ateam of 2 or more personnelqualifiedas
RS@.

8. If apersonthat hasbeencertified asan RSCat the expenseof AVGQailsto perform dutiesas
describedn this directivewithin the first 6 monthsthat personmustreimbursethe AVGQor the
costof the RSQraining.

9. RSO'Must possesshe Knowledge Skillsand Attitudes essentiako organizingconductingand
supervisinghootingactivitiesandrangeoperation.
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ChiefRangeSafetyOfficer (CRSOputiesand Responsibilities:

TheChiefRangeSafetyOfficer(CRSOghallhavechargeof the RangeSafetyOfficers(RSO'sdf this Cluband
shallbe in chargeof schedulingfraining,coordinating,andsupervisingll RSO's.

TheCRSWvill screenand qualify candidatesnominatedby the RangeChairdor RangeSafetyOfficertraining
andhavethe final approvalof all candidatesnominatedfor training. Allmembersnominatedfor RSQraining
shallsubmita resumeof prior trainingandexperienceto the CRS@or review. After ClubRSOrraining the
CRSWvill havea 90 day periodto evaluatethe new RSOIf within the 90 day'sit is determinedthat the new
RSQs not performingto NRARSG5tandardghe CRSill havethe full authority to suspendor removethe
RSdrom duty.

TheCRSWvill conductRangeSafetyOfficermeetingstwice peryear.

TheClubCRS®e will provideresolutionof conflictsor concernghat involvesafetyon the rangeor Range
SafetyOfficersandwill providethat resolutionto the ClubsSafetyCommitteeor Board of Director# needed
or requested.

TheCRSWvill identify neededmaintenance/repainf anyequipmentthat isa determentto be safetyrelated,
andwhenneededrequestappropriateactionbe taken.

TheCRSWvill coordinatewith the RangeChairsor Match Directorson whichrange(s)r eventsClubRSO'sre
neededandwill providethem asneeded.

TheCRS®naydeveloprangeSOPssdirectedby the BODor SafetyCommittee.TheCRS@nayalsobe
responsiblgor the implementationof the RangeStandardOperationProcedureor (RangeRuleskt the
directionof the BODor SafetyCommittee.

TheNRArequirementof an RSO's:Must possesshe Knowledge Skillsand ATTITUDESsentiako organizing,
conductingand supervisingshootingactivitiesandrangeoperation.

RangeMasters

Inthe eventthat the Clubhiresor appointsRangeMasters,the RangeMastershallsuperviseall day-to-day
operationsof the variousrangeandvenuesandshallwork underthe supervisiorof the ChiefRangeSafety
Officer.

Range Monitor

The Range Monitor position was created to provide an ambassador to those needing assistance while at the
range. Te concept is used across the country and has been adapted for use at AVGC. The duties of the rat
monitor include; providing assistance to our members that are new or infrequent users of our ranges;
providing information to potential interested publitg direct visitors to the appropriate locatiorms events

and most importantly to ben extra set otyes and ears on the range.
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The Range Monitor position is open to any member in good standing. It is preféosatbie Range Monitor to
have knowledge of AVGC Range Regulations, Policies and Procedures, and the Bylaws. The Range Monito
contact the Safety Committee Chairman/\Méeesident to sign up for a shifghifts can be any length of time

but will be primarilyduring the busyhours of our range, i.e., Friday mornings, weekends, and holidays. During
your shift you wilheed to bring appropriate eye and ear protection and protection from the elements. Upon
arrival, you wilkign inas usual anghost yourname andcell phone orthe Range Monitor board at the
Clubhousepick up your Range Monitor vest adiipboardthen roam the range or post at the front gaté&he
Range Monitor lgpboard will contaircopies otthe Range Regulations, Policies and Procedures, Bylaws,
membership aplications, and the Range Monitdorksheetrequired at the end of your shift. Thigrksheet
helps us to track your work hours and report any issues you may have to pass on to the Safety Committee or
Facilities Chairman. Upon the completion of yourtshéturn the vestand clipboardthen turn in your

worksheetto the VicePresidents mailbox in the clubhous@range Monitor Chee®ff Sheet, SeAppendix)

4.4 RANGE MANAGEMENT

Range Committees Mission and Composition

Each Range at Apple Valley Gun Ghadl have a Chair leading a management committee whose members
shall be approved by the Board of Directors. For the Pistol, Trap, Indoor, Big Bore and Archery ranges a Cha
shall supervise a committee of members consisting of no fewer than 5 members)archair shall

nominate a Vice Chair to act in his or her absence. The Chairs and/or Vice Chairs of each range committee s
also serve on the Range Safety Committee.

Range Committees are the first level of management for each range, provide it @upervision of range
facilities and property, plan for routine maintenance, coordinate with the Facilities Committee Chair for
maintenance days, material requirements and contracting and purchasing.

Range Committee Chairs and their alternates actirtgeir stead shall have direct access to the Board of
Directors and the Executive Committee of the Board of Directors in all matters affecting their range. They she
act as the principal advocate for their facility as well as the primary point of cofaiaahy matter or request
effecting their range. They shall be consulted concerning competitive, recreational, and educational events ol
their ranges, and shall develop programs and events to advance the marksmanship skills of members using
their ranges. ey shall provide range safety and orientation briefs at Club Orientations for new members and
at events where the public or others unfamiliar with our facilities are involved. The Range committees shall
remain current on governing body regulations anddglines and keep the Club Range Regulations current

with any changes to those regulations.

Member Special Recognition Card

Range chairs at their discretion may recognize members for outstanding service on their range. The
recognition card will be theoppoli dzy A 1 & G2 aK22d F2NJ FNBS +d4 | @Syd
The recognition card will be a business card size card with the number of events awarded shown in numbers
around the perimeter of the card (similar to the ones used for the traqgeg. The members recognized for
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outstanding service and their reward will be announced as part of the range reports at the monthly
membership meetings.

Event Chairpersons and Committees

Event Chairperson, Vice Chairs and committee members shafigmented by the Board of Directors at such
time that an Event is approved. Event Committees shall use the standard checklist for planning and executiol
contained below under Special Events and Event Planning and Execution.

4.5 RESERVATION ASCHEDULINGFRANGEBNDFACILITIES

CompetitiveEvents

Asper requestusingthe eventplanningform if non-routine, andif routine, asrequestedand approvedfor
schedulingoy the Board of Directors Standard range fees apply unless otherwise approved biadaedof
Directors Event Income Report form must be submitted regardless of participation to include cancellation.

RecreationaEvents

Asper requestusingthe eventplanningform if non-routine, andif routine, asrequestedandapprovedfor
schedulingoy the Board of DirectorsStandard range fees apply unless otherwise approved bytaed of
Directors Event Income Report form must be submitted regardless of participation to include cancellation.

EducationalEvents

Asper requestusingthe eventplanningform if non-routine, andif routine, asrequestedand approvedfor
schedulingoy the Board of DirectorsStandard range fees apply unless otherwise approved btaed of
Directors Event Income Report form must be submitted regardless ofgiaation to include cancellation.

SpeciaEventsand EventPlanningand Execution

Virtuallyall activitiesconductedon the club premisegthat is not recurring/ postedon the monthly calendars
gualifyasspecialeventsand mustadhereto this policy.

Awritten requeststatingall detailsof the proposedeventwill be submittedto the boardfor reviewand
approval.TheEventRequestorm (SeeAppendiy

Thewritten requestwill contain,asa minimum:

Thenameof the organizatiorthat is proposingthe event.
Theproposeddate of the event.

Thestart time andthe completetime of the event.

Theestimatednumberof attendees.

a M w0 d P

Thescopeandthe purposeof the event.
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6. Theexactrangegd facilitiesof the AVGQhat will be utilized. Thiswill be in the form of awritten
impactstatementincludedin the request.

7. Thenameof the keycontactperson.

8. Thenamesof the person/ personsthat will be on handat the eventandbe orchestrating/
directingthe event.

9. Acompleteandthoroughlist of clubsupportthat is beingrequested.Thisisto be verydetailedto
evenincludethe time that alockisto be openedandclosedor accesgo abuildingbe provided.
Thisalsowould includeanyconsumablesuchastargetsetc.

10. Acopyof the necessarynsurancepoliciesthat might be required.

Aresponsiblepersonthat is authorizedto answerquestionsand makedecisiongegardingthe detailsof the
proposedeventmustappearbeforethe board. Thewritten proposalwill be providedto the boarda minimum
of 7 daysbeforea BoardMeeting. TheAVG@Board of Directorshallmaketheir decisionbaseduponthe
benefitto the membership.Thegainto the communityandto the clubwill be weighedin the decisionmaking
processTheBoard of Directorshallestablishthe feesthat will be chargedif appropriate.

If the Boardfeelsthey needto havemore time, andin fact delaystheir decisionasstatedabove,they should
provideatimely decision,sothat anynecessaryplanningcanproceed.

After adecisionis made,the Board of Directorsvill take the appropriateactionto ensureadequatesupportis
providedasneededby the AVGCIf supportisrequired,those personneithat will be involvedwill be notified
assoonasis practicable.

Therewill be at a minimumof one planningmeetingconductedsothat supportpersonnelwill havea clear
understandingof their responsibilities.

TheBoard of Directorshouldtaskthe Requestindgartyto providea Critiqueof the succes®f the event. This
critigue shouldbe in writing andincludewhat the AVG(eedsto do to helpimproveanyeventin the future.

Standard range fees apply unless otherwise approved bftdaed of Directors Event Income Report form
must be submitted regardless of participation to include caatielh.

4.6 SPECIAL EVENTS

RangeChairsand Committees

RangeChairsandthe compositionof the rangecommitteesshallbe asthe Board of Directorauthorizes.
RangeChairsandVice @airsare appointedby the Board of DirectordMembersof the rangecommitteesare
nominatedby the rangechairsandapprovedby the Board of DirectorsRangeChairand Committee
assignmentshallbe reviewedandapprovedeachMarchby the newlyformed Board of Directorsandat
other timesasdeterminedby the President.
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4.7 EVENTCHAIRPERSORSDCOMMITTEES

EventCommittee

TheEventCommittee(EC)sthe point of contactfor all specialeventsto be conductedat AppleValleyGun
Clubor for the membersof AppleValleyGunClub(AVGCat off-site locations. Thecommittee consistsof a
chairpersorandtwo subcommittees? 2 Y S Yr@ygamsand SpeciaEvents Thesesubcommitteesnust
consistof no fewer than five appointedmembersto includea Chair andVice ChairTheEGis not the execution
committeefor eventsbut is the facilitation committeewith the expertiseto assisteachspecialevent
committeein planningandexecutingtheir specialevent.

T
T
T

T

Theresponsibilitieof the ECinclude:
Reviewall internaland externaleventsrequests
Makerecommendationgo the Board of Director$or approvalor denial.

Work with outsideorganizationdo assurethat AVG(olicies,proceduresandrulesare compliedwith
duringexecution.

Updatethe AVG(Calendawof Events
Assistthe Board of Directorén overseeingeventsduringexecution.

Reviewafter-actionevaluationsor lessondearnedand providingrecommendationgor future events
at AVGC.

Maintainafile of applicationsJiability insuranceface (policycoveragesheets actionstakenon the
application,evaluationsof executedevents,and checklistausedin the planningand executionof the
events.

Additionaldutiesasassignedy the Board of Directors

4.8 RANGE REGULATIONS

Publishedseparately Last versionn February2013.
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FINANCE

5.1 STATEMENJF FINANCIAL INTEGRITY AND ACCOUNTABILITY

With two notable exceptions, the Sarban@sley Act affects only American publicly traded companies and
NBIdzZA F 6§Sa 6KFIG 062K NRa Ydzad R2 (2 Syadz2NB’ | dzZRA G2 NA
defines the role of the Public Company Accougt®versight Board, an entity empowered to enforce

standards for audits of public companies. The Act explains processes for electing competent audit committee
members and for ensuring that adequate reporting procedures are in place. In addition, it cailgutations,

and closes most of the loopholes, for all enterprise$or-profit and nonprofitt relating to document

destruction and Whistldlower protection.

Thefollowing sections cover each of the major provisions of the law and discuss their relevance to nonprofit
organizations. In addition, Board Source and Independent Sector offer recommendations for how nonprofit
leaders should implement various provisioridize law.

5.2 INDEPENDEMNDCOMPETENAUDITCOMMITTEE

Summaryof SarbanesOxleyProvision

TheSarbaneOxley Act requires that each member of a corporation's audit committee be a member of the
Board of Directors YR 06 S AYRSLISYRSYy(i®d GaLYRSLISYRSYOSé¢ Ay (K¢
management team and not receiving any compensation (either directly or indirectly) from the corporation as ¢
consultant for other professional services or contractor. In@ase, board service is not compensated.

Relevanceo the Apple ValleyGunClub

While not all nonprofits conduct outside audits, the Apple Valley Gun Club has established one or more
financial committees (finance, audit, ara/inventory). In this organization, we are not subject to the

California Nonprofit Integrity Act of 2004, which requires that any charity registered with the attorney general
and receiving annual gross revenues of $2 million or more must form an audit committeelubrshall take

steps to ensure the independence of the audit committee. Our nonprofit board members serve as volunteers
without any compensation and staff members do not participate as voting members, we shall review our
internal practices to ensure thedependence of the audit committee.

Compositionof the Audit Committee

Theaudit committee should consist oflaeasurer (chairpersonthree directors at largeappointed by the
Presidentwho are not defined as interested parties as stipulated by Article 3, Section 1, of the Bylaws. All
audit committee members shall acknowledge in writing the Apple Valley GlrRolicy Statements on
Conflict of Interest, Conduct, Equal Opportunity, and Financial Integrity and Accountability.
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5.3INTERNACONTROLBORFINANCEACCOUNTINGNDCONDUCT

PolicyStatementon Conflictof Interest

No member of theBoard of Directorsor any of its Committees, shall derive any personal profit or gain,
directly or indirectly, by reason of his or her participation with the APPLE VALLEY GUN CLUB, a
Nonprofit organization adhering to Section 501(c)(7) of the Internal Revenue Code.

Eachindividual shall disclose to the organization any personal interest which he or she may have in any
matter pending before the organization and shall refrain from participation in any decision on such
matter.

Anymember of the Board, any Committelepard member, &ommittee member, or staff member of a

client organization or vendor of the APPLE VALLEY GUN CLUB shall identify his or her affiliation with
such agency or agencies; further, in connection with any committee or boéimhapecifically directed

to that agency, s/he shall not participate in the decision affecting that agency and the decision must be
made and/or ratified by the full board.

Any member of the Board, any Committegeand certain Consultants or Contradcshall refrain from
obtaining any list of clients for personal or private solicitation purposes at any time during the term of
their affiliation.

FinanciaManagementEffectivenesdndicators

1. Theorganizatiorfollowsaccountingpracticeswhichconformto acceptedstandards.

2. Theorganizationhassystemdn placeto providethe appropriateinformation neededby staff and
boardto makesoundfinancialdecisionsandto fulfill InternalRevenueServicaequirements.

3. Theorganizationpreparestimely financialstatementsincludingthe BalanceSheet[or statementof
financialposition)and Statementof Revenueand Expensegor statementof financialactivities]
whichare clearlystatedandusefulfor the board

4. TheFinance Committepreparesfinancialstatementson a budgetversusactualand/or
comparativebasisto achievea better understandingof their finances.

5. TheFinance Committedevelopsanannualcomprehensiveperatingbudgetwhichincludescosts
for all programsmanagementandfund raisingandall sourcesof funding. Thisbudgetis reviewed
andapprovedby the Board of Directors

6. Theorganizationrmonitorsunit costsof programsand serviceghroughthe documentationof
memberstime anddirectand indirectexpensesanduseof a procesdor allocationof management
andgeneralandfund raisingexpenses.

7. TheFinance Committepreparescashflow projections.

8. Theorganizationperiodicallyforecastsyearendrevenuesand expensedo assistin makingsound
managementecisiongduringthe year.
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9. Theorganizationhasareviewprocesgsto monitor that they are receivingappropriateand
accuratefinancialinformation whether from a contractedserviceor internal processing.

10. All projects requirecontractg scopeof workin writing and mustbe reviewedby the Finance
Committee, Treasureror Secretaryof the organizationto monitor compliancewith all stated
conditions.

11.Organizationshat purchaseand sellmerchandiseake periodicinventoriesto monitor the
inventoryagainsttheft, to reconcilegeneralledgerinventoryinformationandto maintainan
adequateinventorylevel.

12. TheFinance Committebasa written fiscalpolicyand proceduresmanualmonitoringinternal
controlsto include but not limited to handling of casimd deposits, approval over spending and
disbursementsandcreateannual budget

13. TheAppleValleyGunClubrequiresthat checksbe signedand countersignedy one of four
authorizedsignatoriesandthat at no time mayone of thosesignatoriesbe the recipientof that
check.

14. Allexpense®f the organizationare approvedby a committee or rangechair, director, and Finance
Committeebefore paymentis made.(For Reimbursement Form, See Appendix)

15. TheFinance Committebasa written policyrelatedto investments.

16. Capitalneedsarereviewedat leastannuallyand priorities established and submitted to the
Finance Committee for recommendatiqnmior to approval

17.Theorganizationhasestablishedor is actively trying to developreserve of fundsto cower at least
three monthsof operating expenses and future maintenancerequirements, anda planidentifying
actionsto takein the eventof areductionor lossin funding Theorganization has suitable
insuran@ coveragewhichis periodically reviewed to ensuie the appropiiate leves and types of
coverag arein place

18. Board membersandvolunteerswho handlecashandinvestmentsare supervisedo helpassure
the safeguardingf assets Theorgankation ensuredRSFam 990'sand CAForm990'sin atimely
basswithin prescibedtime lines.

19. Theorganizatiorhasan annual,independentReviewaudit of their financialstatements prepared
by a certified publicaccountant CPA prepares a management letter containing recommendations
for the improvements in th financialoperationsof the AVGCThe Board of Directors, or Finance
Committee reviews and ensurappropriateactions are taken.

20.TheBoard of Directorsor an appropriatecommittee,reviewsandapproveshe audit report and
managementetter andwith staffinput andsupport,institutesanynecessarghanges.

21. Theaudit,or an AVG(reparedannualreport whichincludesfinancialstatements,is made
availableto members

22.Trainingis madeavailablefor Board ofDirectorsand Finance Committegnnually.

29



5.4 Taxes and Reporting Requirements
Corporation C0224343

January
January 3, Sales Tax, California Board of Equalization, account@®@&&2, annual
January 3%, Statement of Information, SI00, annual, California Secretary of State

February
Financial information should be at tax preparer by the end of the month

March

30 days after annual election, Statement of Informatiorl @), California Secretary of State, due because of
change of an Executive Board Member

$25.00 annual filing fee, no charge for reporting changes

April

April ', Business Property Staterte€ounty of San Bernardino

Account #0065092, Business ID #£3987714, fees assessed will be due in July
April ', NRA Insurance ~$8300.00, annual

April 10", second installment of County of San Bernardino Property Taxes,
Parcel #047362-07-0-000 and prcel #0473162-33-0-000, ~$820.00

May

May 15", due date of Federal Tax Return, Form 990, if 3 month extension has not been filed
No fee if filed on time, EIN 9872781

May 15", due date of State Tax Return, Form 199, if 3 month extension hd=eratfiled

$10.00 Filing fee, $25.00 if filed late

State Tax Return, Form 109, filed only if we have unrelated business income over $1,000.00

June

July

July 3%, City of Victorville Business License renewal

No fee for exempt organizations, accounB8L051023

July 3%, County of San Bernardino Assessor Unsecured Property Bill

August

Annual fire extinguisher check and recharge as needed
August 229, Director & Officer Insurance, ~$2100.00 annual
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September

September, Post Office Box, $102.00 arinua

September 29, Property Insurance, ~$1000.00 annual

September 38, Landlord Report of Tenants due to San Bernardino County Assessor
Informational only, no fee with filing

October

November

November 10th, first installment of County of San Bernardinaperty Taxes, ~$820.00

Parcel #0473.62-07-0-000 and parcel #047362-33-0-000

Postage Permit #193 due, $225.00 annual fee, add postage as needed throughout the year

December
Safe Deposit Box, Desert Community Bank, $55.00, aah

Reporting(non-governmentorganizations)

NationalRifle Association C0488 (Club Services)

NationalRifle Association #XC016319 (Recruiting)

CaliforniaRifle and Pistol Association (251140) and (C251140) annual dues
CivilianMarksmanship Program (62238) annual duksril)

NationalField Archery Association (#####) annual dues/scheduling
AmateurTrap Associatio(D70009 annual dues/scheduling

NationalMuzzle Loading Rifle Association annual dues/scheduling
NationalShooting Sports Foundation (Member ID 83519, Annual Membership)
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5.5PROCUREMEMNDCONTRACTING

Thatany discretionary expenditure exceeding $1,000.00 be approved by the membership at a membership
meeting and that that specific item be listed on the agenda for that meefirig.Range Chairs atmidgeed
$200.00monthly for routine expenditureexcluding facilities tasksRangeand CommitteesChairs Event
Directors, and Board of Directonsust submit nexg S I dNdYeit requests to the Finan&@ommitteeno later

than end ofthird quarter.

Thatany discretionary, nomecurring expendure exceeding $1,000.00 must betted through the Finance
Committeefor review minimum 24 hourprior to being placed on the agenda for a Membership Meeting,

must be forwarded for approval by motion, and must be approved by the membership present only if a
guorum for that meeting is present and accounted for. Actions may not be divided in order to split up
procurements or contracts to fit the less than $1,000.00 cap on Board approval. Like procurements must be
presented as a consolidated whole if they can be reasonably considered to be one purchase or procurement.

Thatthe Board of Directorer Membership mayt any time require more than one bid or estimate prior to
considering any procurement or contract for approval.

Thatthe only exempt payments or disbursements that can be made without following the procedures listed
in 1 through 4 are: taxes; finesyies; assessments; payments on insurance policies previously approved;
payments on installment plans or progress payments previously approved; and any occurrence where the
Apple Valley Gun Club is legally bound by contract or by law to make payment.

5.6 CASHLOW AND DEPOSITS

TheTreasurer and a minimum of/o other member of theRnanceCommittee shall meet at the Club Houae
minimum of twice monthlyto process fund acquired from all sources.

Necessaryleposit slips and supporting documents will be completed and filed in the Paid Bills and Deposits
folder for the current month. Deposits at the banks will be made as soon as possible thereafter.
Filesby the month will be maintained in the folder containing the following, but not limited to:

1 BankDeposit forms attached to a Deposit Reconciliation Form

1 PaidBills with check copies attached to the invoice.

1 BanksStatements: Checking, MopeMarket (Capital Account) and Scholarship Fund.

Atthe end of each month, the folder and its contents will be given to our accountant for processing. The
resulting report will be presented to thBoard of Directorand the general membership at the nexbnthly

Board and Membership Meetings and shall be posted in the clubhouse in a book with the minutes and other
public access documents.
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Financiabata stored in a computer by the Treasuegrd Financ&€ommitteewill be backed up by an cffite
entity for retrieval in case of computer failure or natural disaster.

5.7 FUND$OR SUPPLIES

TheFacilities Chair is authorized to spend up to $300.00 for &ilities projecthat is undertaken Projects
with an estimate of over $300.00 must ketted through the Finance Committegproved by theBoard of
Directors

Fuelused in personal vehicles for trips must be beyond a 50 mile radius from the club. Reimbursable trips
must be approved by Director prior taking the tripnd GSA & Diem Ratewiill be used for ranbursement

5.8 EVENTNCOME

Generallyno participantswill receivea free game, round, match et&xceptions will be Apple Valley Gun Club
Junior Programparticipationandissuedmember recognition cardsi-ees are enforced for all shooters as
stated below. Apple Valley Gun Club hosts events that are open to the general public and as such should
gererate appropriate income to offset the expense of the match. The minimum identified charge for such
events excluding traf4.00and junior programs is $5.00 perember, and $10.00 per NeMembers
Additional amounimay be chargefbr prize money oawardsas determined by the Match Director. Funds
generated by an event shall be placed in an envelope with documentation and deposited into the drop box in
the AVGC Range HousEhe deposit shall be done as soon as it is practical to do so upon completion of the
event but nolater than the & day of the next month The documentation submittedtill include:

1 Numberof membersparticipating
Numberof non-membersparticipating
Totalamountcollected
EventSignrin Sheetwhichincludesthe waiverof liability even if the event is canceled.

= =4 4 A

Chart of Accounts income name.

5.9 INSURANCEND RISK MANAGEMENT

Theclub shall maintain a general liability and casualty insurance policy provided by the National Rifle
Association at the recommended levels and types of coverage as provided by the NRA. Annual Renewal
happens in February of each ye&heClub shall also aintain a general property/casualty policy as
recommend by local brokers and that policy shall be put to competitive bid prior to renewal. The Treasurer
and Facilities Chair shall act as the primary agents in procuring bids and presenting options tarthelhe
Board of Directorsnay adopt a resolution authorizing the purchase and maintenance of insurance on behalf
of any agent of the corporation (including a director, officer, employee or other agent of the corporation)
against any liability, other than for violating provisioridaw relating to seHlealing (Section 5233 of the
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California Nonprofit Public Benefit Corporation Law), asserted against or incurred by the agent in such capac
or arising out othe power to indemnify the agent against such liability under the prongsof Section 5238 of
the California Nonprofit Public Benefit Corporation Law.

5.10 SCHOLARSHIP FUND ADMINISTRATION

The Apple Valley Gun Club maintains a scholarship/grant fund in order to fund academic scholarships to
collegebound members andssociate members under the age of 24 who have demonstrated personal
characteristics and habits consistent with the statements contained in our Bylaws, Article I, Section 1,
Paragraphs (b) (1) and (2). The fund may also be used to subsidize thecowspefitive shooting events as
described under the grant program. This scholarship/grant fund shall be funded by the 50/50 drawing held a
monthly membership meetings and the proceeds from the NRA Recruiting activity of the Club. Periodic
contributions b the scholarship fund may be made from the general club revenues as directed by a majority
action of theBoard of Directorsr by the membership following the procedures set forth in this manual.
Distributions from the scholarship/grant fund shall onlyrbade by a majority vote of thBoard of Directors

or membership approving a written request. Directors or members are not to vote for a scholarship or grant if
it poses a conflict of interest. Scholarships and grants shall have a maximum limit of $8080ipient for
scholarships and four allocations for grants. All scholarships and grants approved shall be noted in the
meeting minutes when approved, regardless of amount, and shall be announced in the quarterly newsletter
and website noting the amounpurpose and recipient. At no time, and under no circumstances, shall Apple
Valley Gun Club general funds and scholarship/ funds beicgled and funds transferred must be approved
following the procedures set forth in this document. Funds maintaingtle Apple Valley Gun Club
Scholarship/grant Fund shall be maintained in a savings account at the Desert Community Bank and shall be
held separate from general, reserve and operating funds.

5.11 GRANT PROGRAM

Competitive Cost Subsidy Grants axailable to Associate Members under the age of 19 in order to defer the
costs associated with competitive shooting and the travel and lodging costs associated with such events. Th
grant allocation will be funded from the scholarship/grant funds. Thatgadocations shall follow the same
procedures as the scholarship procedures in all matters as stated in the scholarship section.

5.12CAPITAL FUND

Defined: Capitaéxpensesre costs related to making changes to improve assets, increaseuedul ife, or
add to the value of these assets. Capital improvements mastrinetural improvement®r other renovations
to a building, land, or they may enhance usefulness or productivity.

Source: The Capital Fund is maintained in a separate cheatangnt at Desert Community Bank. Funds shall
be dispersed in accordance with the annual capital plaspgsoved by the membership.

Published Separately
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5.13RESERVE FUND

Defined: Reserve Funds: Funds set aside to cover future expenses, lostamarTo retain; to keep in store
for future or special use; to postpone to a future time. A legal reseraemonetary account required by law
to be established by insurance companies and banks as protection against losses

Source: The Reserve Fund is maintained in a certificate or deposit or other such account as determined by t
board of directors.

Published Separately
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FACILITIES

6.1 FACILITIES MAINTENANCE PLAN

Routine Maintenance

These procedures govern the Maintenance procedures for the Apple Valley Gun Club.

There are varying levels of maintenance projects that are defined below and the corresponding requirements
are defined irthis document.

Housekeeping which is done by volunteer labor with no expenditure of club funds requires no approval.

Repairs

This is such things as repair/replacement of light fixtures, faucet repair kits, toilet valves, broken windows,
minor paintingwater leaks, etc. which will have a cost of less than $200.00 must have the approval of the
wlky3aS [/ KFEANXIY 2F GKFG Nry3aS 2N 2F GKS CFHOAftAGAS
Chairman/Facilities Chairman has the sole authority tigs &pproval and does not involve/require Board
approval. Approval to perform work in this category shall be granted by the range master to preclude
needless duplication of effort/expenditure of funds.

Any major repair/expenditure that exceeds $300.00 isuess than $1000.00 must have the approval of the
Board of Directors. This must be presented with the knowledge and approval of the Range Chairman or
Facilities Chairman whichever is appropriate and is determined by the area of the facility thatiscaffe

Any major repair/expenditure, excluding emergency expenditures, that exceeds $1000.00 must have the
approval of the Club membership.

Routinely, if expenditure exceeds $1,000.00 it will require bids from three qualified contractors. If, in the
opinionof the Board of Directors a single quote is attractive and meets all other criteria then the Board can
forgo the additional quotes. This option will by no means be considered standard policy. Approvals must
conform to the $1,000.00 threshold limits as éetth in the Bylaws of the Apple Valley Gun Club.

Extraordinary efforts will be made by the Board of Directors to ensure that all transactions are in compliance
GAGK [ FEAF2NYAL [/ 2NLIR2NF 0A2ya O2RSRSILI Ry HOdM | NI &
Contractors that perform work on the Apple Valley Gun Club premises must be licensed and insured to
perform the work for which they are being contracted. This will be verified and all necessary forms collected
and contracts let by and through the Facil@thairman/Committee.

No Club member is authorized to perform any work that changes the appearance of any structure or the
operation of any equipment without the express approval of the Range Chairman, the Facilities Chairman or
the Board of Directors.
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6.2APPLE VALLEY GUN CLUB MEMBERSHIP ACCESS

PurposeTo establish a standardized procedure for allowing the membership access to their facilities while
protecting assets from loss.

All buildings/rooms/structures containing items that are subjecpilferage/theft will have a locking devide
preclude such activity.

1. TheRange Chairman halrectresponsibility for all such items on their respective range.

N o g bk

9.

The Facilitie€hairmarwill have the responsibility for following these procedures for all items
O2y&aARSNBR (G2 0S Ay a02YY2y | NBl aso
The Range Chairman/Faciliti@sairmarwill be responsible to record names of members that have

been issued keys to the security devicBisose keys will contain a serial number that is traceable
back to the person to whom it was issued.

Keys will not be loaned to anyone by the responsible key holder.
Keys will not be reproduceat copied.
Lost/ replacement keys will be issued at a co85.00per key to the member.

Lockswill not be changed without first notifying the members that have been issued keys. This will
preclude the members from being locked out of the facilities that they own.

Prior to any lock being changed, the Range Chairman will present a plan of notification as well as
justification to theBoard of Directorand request a vote. No lock change will be made without a
consensus approval of thi&oard of Directors

If anyone okerves a security breech, they will make a report toBoard of Directorsvithin 4
hours.

10.If a security breech is observed, the Range Chairman / Faditigsmarwill take whatever steps

is necessary to compile a list of what has been taken as detues they possibly can. This will be
OFtt SR Iy a! FGSNI ! OGA2y wS LBdaddoEDirdctgridctigniwill lsoo S
be taken to secure the Building/room/structure that has been compromised. The report will include
date and timeof discovery.

6.3 MEMBERS PERSONAL ASSETS/PROPERTY

No member is authorized to store personal assets on Apple Valley Gun Club property without written
permission from the Board of Directors. The Apple Valley Gun Club will assume no responsithigfy dor
damage of unauthorized personal assets stored at the Club.

6.4 EMPLOYMENFOLICY
Published Separately
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6.5 INVENTORY
Published Separately

6.6 EMERGENCPLAN

Publishedseparatelyposted in the clubhouse and at each range
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SAFETY AND CONDUCT

7.1CONDUCODBJECTIVES BIEECTED AND APPOINTED OFFICERS AND REPRESENTITI\
THECLUB

Visionand Leadership
The ability to see the big picture, and to help create and, if necessasgtrstrategy and policy to help the

organization achieve its mission. Positive, informed leadership is a requirement for successful service on the
Board and Committees, and is abjective of all members of the Apple Valley Gun Club.

Advocacy Stewardship andntegrity

The ability to serve and promote the interests and goals qf the organization without forgetting the interests of
0KS LlzoftAO YR (KS 2bi@iéesy ATl GA2yQa AYyUiUSYyRSR o0SyST¥

Knowledge

The willingness to become thoroughly familiar with the mission and how the organization actually carries out
the mission dayto-day through its organizational structure and operations.

PersonalCommitment and Diligence

Thewillingness to take the necessary time and make the necessary effort to fulfill membership and leadershir
responsibilities, including understanding strategic, financial and operational issues facing the organization,
asking questions and following up aseded, engaging personally with the organization, whether through
financial support, advocacy, networking, personal service, or other personal support activities, and staying
current on sound governance principles and working to apply them to the orgammzati

Sportsmanship andCollegiality
The ability to work well with others and to show respect for the ideas and views of fellow board, committee

and Club members and staff; the understanding that this Club is a Corporation, all members are equal stock
holders, and we operate as a team. Defined:
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7.2SPORTSMANSHIP & ETHICAL CONDUCT

Sportsmanship

Sportsman-ship. n\: conductbecomingto a sportsman(asfairness,courteousrelations,and graceful
acceptanceof results).Further; Sportsmanships a set of behaviorsto be exhibitedby athletes,coachesgame
officials,administratorsandfansin athleticscompetition. Thesebehaviorsare basedon values,especially
respectandintegrity.

Ethical Conduct

Bh-i-cak adj\: 1: of or relatingto ethics.2: conformingto acceptedesp.professionaktandardsof conduct.
Ethicalconductis a setof guidingprincipleswith whicheachpersonfollowsthe letter and spirit of the rules.
Suchconductreflectsa higherstandardthan law becauset includes,amongother principles fundamental
valuesthat define sportsmanship.

Sportsmanship and ethics as pertains specifically to the AVGC is further defined below. This is certainly not
intended to be a complete list, only some of the importéets that are intended to establish a behavior:

Members Responsibility All membersshall:

Alwaysbe considerateof others.

Alwaysbe courteousto others.

Whenobservingothershavingdifficulty, offer help.

Treatotherslike youwould like to be treated.

Alwaysrespectothersideas/ opinions.

Donot makea publicdisplayof your disappointingperformances.

Donot makeexcusedor yourlosses.

Alwayscongratulatethe winners¢ do so promptly andwith genuinesincerity.

Bea dgoodwinner¢ aswell asa égoodlosete.

Alwaysfollow the rulesof the sport.

Alwaysrespectthe judgmentof officials.

Avoidbraggingaboutyouraccomplishments.

Donot humiliate opponents.

Shareyour knowledgewith others,but presentthe informationin sucha mannerthat it will not be
perceivedasa gput downe to the recipient.

Testyour behavior,by askingif youwould expect/ acceptthe samebehaviorfrom your childt if not,
thenit islikelyinappropriatebehaviorof youaswell.

Showgenuineappreciationto thosethat haveofferedto or in fact havehelpedyou.
Whenscheduledor anevent,alwaysshowup on time soasnot to causeinconvenience delaysfor
others.

Whenleavingan event,do not leaveearlytherebyavoidingcleanup.

Donothingthat would causeanydistractionwhen othersare shooting/ competing,to includetalking
to others.

1 Bewillingto cleanandorganizethe areaafter you haveparticipated.
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1 Shareyour sportwith othersandbe proud of your accomplishmentwhenyou havesuccessfully
broughtsomeonenewto the shootingfraternity.

Sportsmanshipypically is regarded as a component of morality in sport, composed of three related and
perhaps overlapping concepts: fair play, sportsmanship and character. Fair play refers to all participants
having an equitable chance to pursue victory and acting toward others in an honest, straightforward, firm, anc
dignified manner even when others do not play fairly. It includes respect for others including team members,
opponents and officials. Character refeosdispositions, values and habits that determine the way that person
normally responds to desires, fears, challenges, opportunities, failures and successes and is typically seen in
polite behaviors towards others such as helping an opponent up or shalimds after a match. An individual
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7.3SPORTSMANSHIP AND CONDUCT POLICY IMPLEMENTATION

Procedures for Observed Rules Violations

It is important that all members recognize that everyone has a responsibility to enforce AVGC Safety rules as
well as Policies and Procedures. The following information is to provide a guideline for members that observe
a rule violation and a suggested wayresolve such violations. If you observe an action that you consider a

rule violation, you should approach the individual, introduce yourself, show yourA@C membershigard

and question if the other partyparties areaclub member. Then ask if the person that you atielressing

would mind showing you their membership card.

Signing In for Event

Signing in prior to any activity on the range is required per the Range Regulations and is necessaryto compl
with insurance requirements. Signing in prior to any activity is of such importance to the Club any member ol
guest identified as not having signed in (including waiver form in the case of a guest) prior to participating in
any activity, will be requir@ to leave the range for the rest of the day. If the violator is not compliant a board
member shall be called for immediate action and, an incident report shall be completed by the witnessing
member and sent to the Board for formal action.

At this point yu can verify that their membership is current and you now have a name in the event that the
other party is norresponsive and the matter requires further action.

1. Next, point out that you observedwhat the AVGQonsidersaviolation of Rulesor
PoliciegProceduresTheninform the individualof the correctwayfor them to conduct
themselvestheir actionsin orderto be compliantwith the ClubPolicy Procedurethat they violated.

2. If the violationwaswhat you considerminor in nature andyou do not believeanyfurther actionis
necessaryinform the individual individualsthat you reallyappreciatetheir responsetheir
cooperationandtheir attitude.
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3. If youfeelthat the violationis significantand warrantsfurther actionor if the person/personghat
you are addressinghavenot respondedwell then inform that you are requiredto provideawritten
report to the Board of Director$or Boardactionusing thelncidentReportForm. Theninform the
personthat the Boardactionmightincludeatemporarysuspensiorof their rightsto utilize the club
facility or they might evensuspendheir membershipandbanthem from the facility.

4. If youfeel that the resultof your confrontingthe situationcouldendangerother members, adviséhe
violator that he shouldpackup hisbelongingsandleavethe rangeimmediately.If he is not compliant
with this tell the personthat you will be callinga Boardmemberimmediatelyfor their immediate
actionandalsothat if he continuesto be belligerentanda dangerto othersthat your next stepwill
haveto be acallto 911to getthe Policeinvolved.

5. This must all be done in a calm and sbreatening manner so that you are not responsible for any
escalation that might result from your confronting the problem.

7.4PROCEDURESR INQUIRIES AND MEMBER DISCIPLINE

Incident Reports

The Incident ReporForm(SeeAppendiy isto be used by any member when an observed violation cannot be
resolved on the spot. This report, along with a telephoniemailnotification to the Range Chair and/or
Safety Committee Chair shall be delivered as soon as possidlBirector or Range Chair for action. The
President shall be briefed on the incident as soon as possibleBddwel of Directorshall then determine
whether or not an inquiry is appropriate, and if sefer documentation to the Safety Committe@he Safety
Committee shall review and report their recommendations to the Board of Directors. If necessary,
Executive Session of tiBoard of Directorsvill be held

Gonduct of Hearings

TheBoard of Directorshall conduct all hearings in Executive Session, with a quorum consisting of no less tha
50% of the directors plus one, and shall focus the matter of that Executive Session on the report of an inquiry
The President or Vice President, or Director sogtesed in their absence shall preside and conduct the
hearing. Persons accused shall have the right to examine evidence and witnesses presented and shall have
right to hear all findings of fact, all evidence and all recommendations put forth by amynfjumatters

involving member misconduct, the Executive Session shall be open to the memlserdisipallbe convened
independently of any Membership &oard of Directordleeting. In matters involving proprietary or pending
legal matters, thaneetings may be restricted to thHgoard of Directoreind Executive Committee of thi&oard

of Directorsby majority vote of theBoard of Directors
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Actionsby the Board of Directors

TheBoard of Directorsnay impose suspensions of privileges, letters of cautiod, lettersof censure and

may suspend or revoke memberships for violations ofAM&Policy on Sportsmanship and Conduct Policy.

At a minimum, theBoard of Directorshall adhere to #ZHREE SIKES POLIGMrting with a letter of caution;
second offenses resulting in suspension of privileges; and a third viotasaiting in termination of

membership. At all times, California Corporations Code shall dictateai@uctof proceedings and sha

guide the board in all actions. Members shall have the right to present their case, witnesses and evidence an
shall have the right to confront accusers, evidence and present a defense.

Sanctiondmposed For Member Misconduct
CaliforniaCorporations Cae governs the sanctions that any corporation may impose on a member,

specifically, Sections 5340 (a) through (c) and Section 5341 (a) through (g)

Assuch, the Apple Valley Gun Club, as a Public BenefitPKufit Corporation chartered in the State of
California, shall abide by the current section as referenced above. Sanctions imposed for member misconduc
focus on suspension, restriction and termination of membership in the Apple Valley Gun Club.
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DOCUMENT APPENDIX

Pg 6 Conflict and Confidentiality Declaration

Pg 12 Membership Application

Pg 14 Apple Valley Gun Cliirearms Safety Form
Pg 15 Orientation Form

Pg 16 Renewal Form

Pg 18 Member Work Hours Form

Pg 23 Range Monitor Chee®ff Sheet

Pg 24 Event Request Form

Pg 29 Reimbursement Form

Pg. 32 Review of Expenditures

Pg 41 Incident Report Form
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CONFLICT OF INTEREST &
CONFIDENTIALITY DECLARATION

February , 20

POLICY STATEMENT ON CONFLICT OF INTEREST

1.

No member of the Board of Directors, or any of its Committees, shall derive any personal profit or
gain, directly or indirectly, by reason of his or her participation with the APPLE VALLEY GUN CLUB, a
Nonprofit organization adhering to Section 501(c)(7) of the Internal Revenue Code

Each individual shall disclose to the organization any personal interest which he or she may have in
any matter pending before the organization and shall refrain from participation in any decision such
matter.

Any member of the board, any Committee, or Staff who is an officer, board member, a committee
member, or staff member of a client organization or vendor of the APPLE VALLEY GUN CUB shall
identify his or her affiliation with such agency or agencies; further, in connection with any
committee or board action specifically directed that agency, s/he shall not participate in the
decision affecting that agency and the decision must be made and/or ratified by the full board.

Any member of the Board, any Committee, Staff, and certain Consultants or Contractors shall refrain
from obtaining any list of clients for personal or private solicitation purposes at any time during the
term of their affiliation

At this time, | am a board member, committee member, or an employee of the following
organizations:

Now this is to certify that |, except as described below, am not now nor at any time during the past
year have been:

a. A participant, directly or indirectly, in any arrangement, agreement, investment, or other
activity with any vendor, supplier, or other party doing business with the APPLE VALLEY GUN
CUB which has resulted or could result in personal benefit to me.

b. A recipient, directly or indirectly, of any salary payments or loans or gifts of any kind or any
free services or discounts or other fees from or on behalf of any person or organization
engaged in any transaction with the APPLE VALLEY GUN CLUB.

7. Any exceptions to 1 or 2 above are to be stated on the next page with a full description of the

transactions and of the interest, whether direct or indirect, which | have (or have had during the
past year) in the persons or organizations having transactions with the APPLE VALLEY GUN CLUB:

2/9/14 NRR
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FOR INTERNAL AVGC USE ONLY
.ﬁlﬁ

}}3 ,',‘,‘,l\ APPLE VALLEY GUN CLUB
REVIEW OF EXPENDITURES

All expenditures, on behalf of Apple Valley Gun Club, estimated to exceed $1,000.00 require pre-approval by
the Range Chair, Finance Committee, the Board of Directors and the Membership. Expenditures made
without pre-approval PRIOR to the expenditure may not be paid, excluding emergencies.

Date submitted:

Submitted by: (please print)

Contact phone:

Amount:

Payee:

Address:

General description of project and/or items to be purchased:

Supporting documents: Three bids: YES - NO
(Attach supporting documents as necessary) ( Not always required)
APPROVED:

Range Chair: Date:
Finance Committee: Date:
Board of Directors: Date:
Membership: Date:

FC 07/14/16



CONFLICT OF INTEREST &
CONFIDENTIALITY DECLARATION

February , 20

POLICY STATEMENT ON CONFLICT OF INTEREST
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Now this is to certify that |, except as described below, am not now nor at any time during the past
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a. A participant, directly or indirectly, in any arrangement, agreement, investment, or other
activity with any vendor, supplier, or other party doing business with the APPLE VALLEY GUN
CUB which has resulted or could result in personal benefit to me.

b. A recipient, directly or indirectly, of any salary payments or loans or gifts of any kind or any
free services or discounts or other fees from or on behalf of any person or organization
engaged in any transaction with the APPLE VALLEY GUN CLUB.

7. Any exceptions to 1 or 2 above are to be stated on the next page with a full description of the

transactions and of the interest, whether direct or indirect, which | have (or have had during the
past year) in the persons or organizations having transactions with the APPLE VALLEY GUN CLUB:
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