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GOVERNANCE 
 
 

1.1 CONDUCT OF MEETINGS 

Agenda Drafting, Approval and Publication 

The Secretary or other member of the Board of Directors appointed by the Secretary provides an initial draft 
and request for agenda items from Board, club CRSO, Range Chairpersons and Facilities Manager, and assists 
the membership in submitting agenda items. 

The President approves the agenda and then the agenda is published and distributed by the Secretary, or 
other member of the Board of Directors appointed by the Secretary. The agenda for membership meetings 
shall be made available no less than 72 hours prior to the meeting.  Distribution will be satisfied by posting on 
the website and by email upon request. 

Minutes of Meetings and Records 

Minutes of Meetings shall be completed as soon as possible after the conclusion of the meeting and shall be 
posted in the Corporate Office, in the Meeting Room, on the website, and be made available 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 the Secretary's Corporate Correspondence Files until 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 Members upon request. Minutes shall be maintained 
permanently. 
 
 

1.2 CONDUCT OF BOARD AND MEMBERSHIP MEETINGS 

Order of Business - [Per Agenda Circulated in Advance] Common Order of Business 
IAW Roberts Rules of Order and the Bylaws of AVGC 
 
Sample Agenda 

1. Opening of meeting and introductions (Chair) 

2. Approve minutes of previous meeting (Secretary) 

3. Reports and discussion. The President calls for reports from the Treasurer, Secretary, Range 

Committees and Management Committees. 

4. Old business (Chair) 

a. Unfinished business from previous meetings 

b. Motions that were tabled from previous meetings 

c. Members Forum. (Chair) Members may speak for 3 minutes. They must fill out a member’s 
forum slip at the sign in table and give it to the Secretary 10 minutes 
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before the start of the meeting. No items on the agenda can be included in the Member’s 
Forum. This will not be a time for discussion or debate by other members. 

5. New business - motions to be made for voting by the board (Chair) 

6. Executive Session (Chair, if needed) 

7. Adjournment (Chair) 
 
Role of the Secretary 

The Secretary shall record, produce, publish, distribute, and maintain minutes of meetings held by the Board 
of Directors and Executive Committee, or any special committee established by the Board of Directors. The 
Secretary shall strictly enforce member inspection rights of all documents, to include minutes of meetings, in 
accordance with the current edition of California Nonprofit Public Benefit Corporations Law, Section 6330, and 
Apple Valley Gun Club Bylaws, Article 7, Section 4. 

Role of the Recorder, if assigned, IAW Roberts 
 
Role of the Parliamentarian, if assigned, IAW Roberts Role of the Sergeant at Arms, if assigned, IAW Roberts 

Review, Dissemination and Posting of Minutes of Meetings 

Minutes of meetings shall be filed in chronological order, by year, and retained permanently in the central files 
located in the Secretary's office. Copies of approved minutes shall be maintained in a binder in the bookshelf 
of the Clubhouse meeting room and shall be available for member inspection. Also, members may request 
electronic or printed copies of meeting minutes at any time and for any purpose 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 Annual 
Banquet held in February in accordance with Article 13 of the Bylaws. 

Nomination and Approval of Candidates 

After reviewing the current board composition, the Executive Committee of the Board of Directors shall verify 
which directorships and executive positions are open for election. Those positions shall be identified by title 
and by term of office as indicated by their year of reelection. In accordance with the Bylaws, Article 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 shall 
all be placed in contention at the next election and shall be opened for nominations with all others. 
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Action Date Responsibility 

Review Board 
Composition 

August 1 Executive 
Committee 

Election 
Announcement 

September 
Meetings 

President 

Open Nominations October Meetings President 

Close Nominations November Meeting 
plus 1 day 

President 

Create/Validate Ballot November 30 Secretary 

Last Day of Withdrawal December 15th Candidates 

Candidate Night December Meetings President 

Mail Election 
Guide/Ballots 

December 31st Secretary 

Return Ballots and 
Renewals 

February 1st Membership 

Count Ballots NLT February 10th Tabulation 
Committee 

Deliver Results Annual Banquet President 

 
 

Nomination Cycle 

During September of each year, at both the Board of Directors meeting 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 the opening of nominations for Directorships and the President 
and/or Vice President (President Elect) at the Membership Meeting conducted in October. Opening of 
nominations shall be submitted and seconded by the membership at that meeting, and those nominations 
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 shall create and approve a ballot for dissemination. Verification and Certification of Candidate 
Qualifications shall be accomplished by the Secretary no later than close of business on November 30th and the 
list of nominees shall be distributed to the membership by newsletter, public postings and the website. 
Persons nominated and later desiring to withdraw from nomination shall do so by written notice to the 
Secretary no later than December 15. 
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Election Information Dissemination 

Publication of candidates and candidate statements shall be accomplished by the Secretary by December 31 of 
the year of nomination. Candidate statements shall be posted in a book along with the Bylaws and Policies and 
Procedures Manual in the Clubhouse. Any additional fliers or 
materials that candidates want distributed will be delivered to the Secretary and will be posted in the 
candidate’s statement book. Under no circumstances will candidates post fliers or election materials 
elsewhere on the property. Members may request copies of all of the aforementioned by email at that time. 

There will be a Candidate Night at the Membership Meeting in December. This shall serve as a forum where 
nominees may address those in attendance and answer questions from the membership. 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 Production and Dissemination 

Production and dissemination of ballots by the Secretary shall be accomplished no later than December 31 of 
the nominating year and shall be distributed to the membership by U.S Mail in the form of a newsletter acting 
as an Election Guide. The election guide shall contain a 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 indicating the times, dates and places where 
members may renew in person; means by which members can renew by mail; and means by which members 
may renew by drop box at the Clubhouse. Members must submit their ballots with their renewal form and 
renewal fees by January 31 

Dues must be paid in full by January 31 or your ballot WILL NOT be counted. 
 
Return Service Address / Procedures for Ballots 
 
Bulk mail envelopes for election materials shall be franked with a “return service requested” franking mark in 
order to ensure all members either receive their ballot and renewal materials or the club membership 
committee is aware of an address change or error by way of return service. All efforts must be made to correct 
addresses and ensure timely delivery of ballot and renewal materials. 
 

Ballot Receipt, Tabulation and Verification 

A Tabulation Committee shall be appointed by the Secretary and shall consist of no fewer than 3 persons. The 
chair of the Tabulation Committee shall be an uninterested party (one not running for office) and that chair 
shall direct the collection, storage, tabulation and verification of ballots. The Chair shall be an uninterested 
Committee Chair or Director and shall be appointed by mutual consent of the Board of Directors. 

Once disseminated, ballots must be received and kept in a secure 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 votes. The counting 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 roster in order to validate membership currency of all votes. 
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In order to maintain secrecy of ballots, the ballots shall be delivered with the member's name displayed on the 
outside of the return envelope. Once qualification is verified by a member of the Membership Committee, the 
ballot shall be passed to the next committee person who will open the envelope, and keeping the ballot folded 
and votes out of sight, shall place that uncounted ballot in a blind box. Once collected in the blind box, ballots 
shall be removed only when they are to be counted. 

Ballots shall be counted and tabulated using a spreadsheet listing each candidate. Each member shall have a 
total number of votes equaling the number of directorships and executive officer positions on the ballot. 
Multiple votes may be cast by one member for one or more candidates. Votes for executive positions are cast 
and tabulated separately from those for directors. Executive Committee Members (President, Vice President, 
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 a 
case, members shall be given one vote per open directorship by category. 

Announcement of Results 

The announcement of the results of the annual election shall be made at the Annual Banquet conducted on 
the 3rd Saturday of February in accordance with Article 13 of the Bylaws. 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 made by the President or in his stead, the Vice President 
or Secretary as appropriate. Once this announcement is made at the Annual Banquet, the Secretary shall 
publish similar announcements via the website and newsletter as soon as is possible. The Secretary 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 soon 
as possible, to include, the California Rifle and Pistol Association, major vendors, the City of Victorville, the 
California Secretary of State (SI-100) and other organizations as may be appropriate. 
 

1.4 INSTALLATION OF DIRECTORS AND OFFICERS 

An appropriate Induction Ceremony shall be held at the Annual Banquet. 
 
 

1.5 NEW BOARD ORIENTATION 

A New Board Orientation shall be conducted by the President (outgoing), with briefs by the Secretary and/or 
Parliamentarian, Treasurer, and President (incoming) according to the Bylaws, Article 13, Section 1 (a) (4). In 
addition, the agenda shall contain at a minimum the following: 

● Fiduciary and Custodial Responsibilities 

● Financial Internal Controls and Conduct Policies 

● Articles of Incorporation 

● AVGC Bylaws 

● Policies, Procedures, and Practices of the corporation 

● Bank Signatory Assignments 

● Files Access 
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● Conflict of Interest and Confidentiality Acknowledgments 

● Committee Chair Appointments 

● State of California SI 100 Filing and delivery of service assignment 
 
 

1.6 NOTIFICATIONS, CERTIFICATIONS AND COMPLIANCE STATEMENTS: 
 
The corporation 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 of 1948) and the immediately preceding five calendar months. Our election 
cycle dictates that the Statement of Information is filed annually at a minimum, and at any time the President, 
Secretary, Treasurer or Officer of the Corporation designated for Service is changed. Statement of Information 
Form 100 may be found and filed at the Secretary of State Website at https://businessfilings.sos.ca.gov/. 

The records, letterhead and correspondence of the corporation shall reflect the changes in Officers of the 
Corporation once affected by election. All records of signatories of bank accounts, fiduciary instruments and 
other financial accounts shall reflect changes in the Officers of the Corporation once affected. 

Incoming Directors and Officers must acknowledge the 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 policies. (See Appendix, 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 Membership 
Orientation if they have not done so in the previous 12 months. Incoming Directors and Officers will be 
required to complete, at no charge to them, a background screening, Abuse Awareness Training, and Sexual 
Harassment Prevention Training within 14 days of taking office (See Appendix, Matrix for Background Checks). 

 
ADMINISTRATION 
 
 
2.1 BUSINESS OPERATIONS 
 
Files, Records and Correspondence 

 
Record Retention Requirements 

All official records of the Apple Valley Gun Club shall be maintained at the Corporate Office of the Apple Valley 
Gun Club as established in the current Bylaws. Working papers may be maintained at alternate locations, but 
the official records shall be maintained at the Corporate 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. 
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Type of Document Minimum 
Requirement 

Accounts payable ledgers and schedules 7 years 

Audit reports Permanently 

Bank Reconciliations 2 years 

Bank statements 3 years 

Checks (for important payments and purchases) Permanently 

Contracts, mortgages, notes and leases (expired) 7 years 

Contracts (still in effect) Permanently 

Correspondence (general) 2 years 

Correspondence (legal and important matters) Permanently 

Correspondence (with customers and vendors) 2 years 

Deeds, mortgages, and bills of sale Permanently 

Depreciation Schedules Permanently 

Duplicate deposit slips 2 years 

Employment applications 3 years 

Expense Analysis/expense distribution schedules 7 years 

Year End Financial Statements Permanently 

Insurance Policies (expired) 3 years 

Insurance records, current accident reports, claims, policies, etc. Permanently 

Internal audit reports 3 years 
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Inventories of products, materials, and supplies 7 years 

Invoices (to customers, from vendors) 7 years 

Minute books, bylaws and charter Permanently 

Payroll records and summaries 7 years 

Personnel files (terminated employees) 7 years 

Tax returns and worksheets Permanently 

Time sheets 7 years 

Withholding tax statements 7 years 

 
Data Storage, Backups, and Data Security 
 

● Record Retention Requirements and Procedures 

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

● Electronic Record Keeping Procedures 

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

● AVGC Members Database Hosting, Back Up Procedures and Internal Controls 
The membership database is the singular most critical piece of electronic information held at the club and 
must be protected from compromise. Backups must be maintained in the fireproof safes in the clubhouse as 
well as backed up on an appropriate remote secure location. Should Apple Valley Gun Club suffer 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 

● First Class Postage Funding Procedures and Internal Controls 

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

● Bulk Mail Permit Funding Procedures and Internal Controls 
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The Bulk Mail Permit issued to the Apple Valley Gun Club by the United States Postal Service shall be a means 
of distributing printed matter. Electronic communication is more cost effective and should be used when 
possible. Some documents such as ballots require the distribution by US Mail. In these cases, mailings 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 Victorville Central Post Office, 16333 Green Tree Blvd, where our 
Bulk Mail Permit is issued and administered. The Bulk Mail Center is located on the south 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 by the Board of Directors. Reports of audits shall be 
delivered to the Board of Directors in Executive Session. 

The preferred method of delivering routine newsletters, calendars and other information to the membership is 
via the website and physical postings at the club property. Election and renewal forms must be delivered by 
U.S. Mail or bulk mail. In cases where members’ addresses result in a “return service” that member shall be 
automatically moved to a web only delivery status for routine information and newsletters. That member may 
not be returned 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 people 
and ideally, the Secretary and Treasurer will be the primaries. If that is not practical, the Board of Directors 
shall appoint members responsible for picking up mail. 

U.S. Mail as business mail directed to the Apple Valley Gun Club shall be delivered to the Apple Valley Gun 
Club post office box. Business correspondence shall not be directed to a personal address unless authorized by 
the Board of Directors. Deliveries of parcels by carriers other than the U.S. Postal Service may be delivered to 
addresses other than the P.O. Box and physical address of the club provided that alternate address is 
stipulated as a delivery address only, and under no circumstances, shall a personal address be represented as 
the official business and/or billing address of the Apple Valley Gun Club. Under no circumstances shall any 
member use the physical or business address of the Apple Valley Gun Club as a personal or alternate business 
address. 
 
 
Reproduction and Forms 

● Contract Reproduction Services 

The Club shall maintain standardized local forms on an as required basis, and forms generation shall be 
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 greatest extent 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. 
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Version Control Procedures 

All recurring 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/MO/YR/Drafter Initials. Ex: 01/01/11/NRR 
 
 

2.2 INFORMATION MANAGEMENT 
 
Information Security 

Information security is the responsibility of the Club Secretary. The Club's primary vulnerability is the general 
ledger and membership database. The 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 the Board of Directors must be designed and maintained in such a manner as to 
not compromise the privacy of the membership. 

Data protocols and Standards 

Data protocols and standards are the responsibility of the Secretary to periodically review. The Secretary shall 
make recommendations to the Board of Directors concerning software standards for club projects. As a rule, 
software should be platform independent and should adhere to Open Source Data Standards. 
 
2.3 WEBSITE ADMINISTRATION 

Contract Website Host and Administration 

The club website should be the primary means of disseminating news and calendars to the membership. The 
website shall also serve to advertise the club locally and provide information for potential new members. The 
website shall provide calendars, information on key contacts and events, PDF formatted applications and 
registration forms, as well as downloadable copies of the AVGC’s governing documents. The website cannot 
suffice for notifications required to be delivered by U.S. Mail. 
 
Social Networking Sites 

Social Networking 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 approval of the Board of Directors prior 
to doing so. The Secretary shall supervise the creation and content of these sites. The Board of Directors 
should review and approve or disapprove of content for these sites. 
 
 
2.4 ELECTRONIC COMMUNICATION 
 
Website Content Control 

The website shall be directly supervised by the Secretary and shall maintain appropriate content control in 
order to project a positive, professional and family-oriented theme to the public and the membership. 
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Website administrators and content reporters may have access to post on the site as appropriate, but the 
Secretary must maintain established standards by closely supervising the site. Content reporters shall provide 
their content to website administrators as determined by the Secretary. 
 
Email Communication with 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 membership. Email is 
the preferred method of routine correspondence between Board members and members for routine matters. 
The Secretary shall control all bulk or mass emailing. 
 
Email Communication as Business Correspondence 
Email may 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 must include 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 
committee chairs. Issues referring to a specific member must include that member as an addressee. Any action 
decided by electronic means must be reported at the next Board meeting. 
 
 

MEMBERSHIP MANAGEMENT 
 
 
3.1 MEMBERSHIP 

The Role of the Membership Committee 

The Membership Committee shall consist of the Secretary and Membership Liaison and as many members and 
associate members drawn from the membership as necessary to accomplish the assigned tasks. The 
Membership Committee shall assist the Secretary in the processing of new Probationary Member 
Applications; processing the conversion of Probationary Members to Members; assist with election materials 
and ballots; assist with membership renewals; produce and distribute the Newsletter and other publications 
for the membership; assist with membership drives and events; and assist the Secretary and Board of Directors 
in tasks intended to enhance the value of membership to the members of the Apple Valley Gun Club. 
 
 

3.2 MEMBERSHIP APPLICATIONS PROCESS AND PROCEDURES 

Qualification and Application for Membership 

Membership Applications consist of a two-page form, (See Appendix). The membership committee 
representatives shall confirm current membership in the National Rifle Association as well as help document 
any acceptable formal firearms safety training the applicant may have. The applicant shall begin the process of 
being accepted first as a Probationary Member in the Apple Valley Gun Club, and then successfully completing 
the steps necessary to gain membership at the completion of the probationary requirements. 
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Preparing for Membership Meetings and Applicant Processing 

Applicants shall assemble at the sign-in table and present themselves and their application forms to the 
membership committee representatives. This shall begin at the commencement of the Board of Directors 
Meeting. By the time the Membership Meeting is Called to Order, the applicant should be seated in the Club 
Meeting Room and all applications should be in the hands of the membership committee representatives. 
Membership committee representatives shall then review the applications and supporting documents for 
completeness and accuracy and shall then pass them to the President for review. 

National Rifle Association Membership Recruiting 

The Membership Committee, acting under the direction of the Secretary, shall act as the official National Rifle 
Association Recruiting agent for the Apple Valley Gun Club. The Membership Committee shall be the exclusive 
agent of NRA Membership recruiting on club property as it shall be the only NRA Recruiting agent to act under 
the name of the Apple Valley Gun Club. All 
proceeds from NRA Recruiting activities shall be transferred directly to the scholarship fund of the Apple 
Valley Gun Club. At no time shall any revenue from any NRA Recruiting activity go to any individual when 
acting on club property or under the name of the Apple Valley Gun Club. Revenues collected by the club from 
NRA recruiting activities shall first be dedicated to funding an aggressive Junior NRA membership sponsorship 
program where young associate members and other junior shooters shall be awarded Junior Memberships in 
the NRA when they achieve predetermined milestones as determined by the applicable range or event chair. 
The club may buy each junior associate member an initial Junior Membership. Renewals shall be the 
responsibility of the junior shooter's family. 

Opportunities to conduct formal recruiting activities for the NRA include, but are not limited to: 
 

1. Club Membership Renewal Days (January) 
 

2. Club Hosted Special Events (Women on Target, scheduled shoots, matches and holiday events) 
 

3. Public events where Apple Valley Gun Club participates in displays (Home Show, Gun Shows, etc.) 
 

4. Special NRA recruiting events such as Junior Membership drives, Military Membership drives, and Life 
Membership drives. 

 
3.3 PROCESSING PROCEDURES AT MEMBERSHIP MEETINGS 

Role of Secretary and Membership Committee 

Applicants will proceed to the membership table. Applicants will either present a completed application form 
to the Membership Committee members or they can obtain and complete an application form at that table. 
The Membership Committee, under the direction of the Secretary, shall collect and review the application 
form for completeness and accuracy. Applicants are then directed to the finance table to pay appropriate fees. 
All applications must be accompanied by proof of current membership in the National Rifle Association. 

Role of Treasurer and Finance Committee 

Applicants will proceed from membership table to the finance table. Finance committee members, under the 
direction of the Treasurer, will receive appropriate fees for membership and prepare a probation card for the 
applicant. Probation cards are set aside until the membership meeting is adjourned.  
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All AVGC members are required to have current membership in the NRA. Proof of NRA membership is 
required at the time of application; an NRA number must be provided for full membership at the completion 
of probation. Applicants will be able to join the NRA at the membership meeting. 

Role of the President 

Near the end of the membership meeting the finance committee will provide the president with the new 
member application forms. As an order of new business, the president will call each applicant to come to the 
front of the room and introduce themselves to the membership. The president will call for the membership to 
accept the applicants with a “yay” or “nay” vote.  

Role of the Applicant 
 
The applicant will turn in a completed application form and pay all appropriate fees which include initiation 
fees and prorated dues. The applicant will be called to present themselves to the membership and speak 
briefly on why they wish to join the club. At that time the board may ask questions of the applicant. The 
membership will vote on the admission of all applicants at the end of introductions. Once voted into the club, 
the applicant will be a Probationary Member in the “probationary period” until the following requirements are 
met: 

1. Provide proof of NRA membership 
2. Attend Orientation 
3. Successfully complete Range Specific Training – Rifle 
4. Successfully complete Range Specific Training – Pistol 
5. Complete 4 hours of volunteer work (associates are exempt) 

   
“Probationary Period” shall be defined as one year for purposes of completing the 4-hour work requirement.  
Probationary members cannot buy out their initial 4-hour work requirements.  Should the probationary 
member remain on probation longer than one year, the probationary member shall owe the original 4 hours 
plus the subsequent 6 hours for every year thereafter, or in the alternative, pay the work buyout fee.  This 
encourages the probationary member to complete their probation, and not remain on probation indefinitely 
to avoid the work requirement. Probationary members are highly encouraged to complete probation 
requirements within one year from their acceptance to membership. 
 
New members will NOT be issued any club keys or codes until all probation requirements are completed. 
 
Role of Safety Committee Chair (Vice President) and New Member Requirements 
 
Once applicants are accepted by the membership the Chairman of the Safety Committee or their 
representative will brief applicants on the probationary requirements. The new members will be reminded to 
pick up their new member packets from the membership table.  
 
New Member Packets 
 
New member packets contain no less than: 

1. Current gun club governing documents (By-laws, Policies and Procedures, and Range Safety Rules) 
2. Most recent Newsletter 
3. Current letter of introduction to the Apple Valley Gun Club 
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4. List of Gun Club events and current instructional classes 
5. Information from the National Shooting Sports Foundation 
6. Firearms Information 
7. Suicide Prevention information 
8. Free hat coupon 
9. Patch, flashlight, other available promotional objects 
10. Probationary membership card and card holder with lanyard. 

 
3.4 PROBATION REQUIREMENTS  
 
New Member Orientation 
 
All members are required to attend a club orientation. This is typically scheduled immediately following a 
range-wide work party day on the third Sunday of each month. Orientation begins in the Adobe clubhouse at 
12:00 pm (noon). The president or their representative will welcome new members to the club. Members will 
be briefed on club sign-in procedures, guest registration, gate keypad use (without revealing the code), and 
club traffic patterns. Members will view a brief PowerPoint presentation on the gun club rules, policies, and 
amenities, including incident/close-call procedures. Members are then escorted to each individual range 
where the individual range chairman (or their representative) will brief members on that range’s safety rules 
and amenities. 
 
Probation access restrictions will be emphasized. Probation members may only use the range with a full 
member or if participating in an open event or class. 
 
Range Specific Training 
 
All new members are required to attend Range Specific Training for the Big Bore (Rifle) range and the Pistol 
range. Training days will be announced at the membership meeting. Information is also available on the AVGC 
website and in the membership packets. If the member does not have a range specific firearm one will be 
provided. The member must provide new, factory ammunition. 
 
Training begins in the Adobe clubhouse. Members meet for a briefing on the range safety rules. Members are 
advised on how to bring their guns and ammunition onto the range, safe gun handling rules and basic shooting 
skills training. 
 
The class will then travel to the specific range where they will be advised of the amenities of that particular 
range, the significance of the range signage, the purpose of the red safety line, requirements when someone is 
down range, establishing a firing line, and how to properly set up a target. New members will shoot a 
designated string of fire to demonstrate safe gun handling. New members will be advised of AVGC range 
clean-up policy regarding spent brass barrels and the live ammo buckets. Instructors and new members will 
complete the AVGC Firearm Safety Form. Firearm Safety forms are turned into the secretary’s office for filing. 
 
At least one RSO will be present on the range while shooting is taking place. 
 
The approximate length of this training will be two hours. If the probationary member does not possess the 
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necessary safe gun handling skills or attitude, remedial training will need to be scheduled before the member 
can be signed off. 
 
Trap, indoor, and archery ranges are exempt from this requirement due to the already established extensive 
orientation required to use those ranges. 
 
Request for Special Probation Orientation or Training 
 
In recognition that due to extraordinary factors in a Probationary AVGC member’s life and work commitments 
they may not be able to attend a regularly scheduled training session or volunteer work party day, a member 
may request an alternate training or volunteer time. The member must contact the vice-president or the 
instructor of the particular training that they want to reschedule (instructor information may be found on the 
club website) and state the reason for requesting an exception. Efforts will be made to accommodate member 
and instructor schedules. 
 
Membership Cards & Gate Code 
 
Once a probationary member has satisfied all the probationary requirements, membership cards and the gate 
code will be available for pick up at the next general membership meeting. 
 
Membership Database Administration 

1. Data Entry Subsequent to Applicant Approval 
2. Schema of the member record of the database 
3. Verification of Personal Data, NRA Membership, mailing address and email and preferred phone 

number. Accepted Proof of Membership Status (NRA Card, List or magazine mail label). 
4. Communication Preference Options for Members: 

● Website 
● Email (members may opt out of email-not recommended) 

 
3.5  MEMBERSHIP RENEWAL 

Annual Membership Renewal Cycle 
 
Members must renew each year on or before January 31st. Notifications for renewal and address changes 
must be delivered by the end of November in order to give ample time for members to return completed 
renewal forms and for the membership committee to process those renewals. These invoices are best 
delivered by bulk mail in conjunction with a first quarter Newsletter mailing to all members, including those 
requesting web newsletter deliveries (Renewal Form, see Appendix). 
 
Notification of Renewal via Website and Newsletter 

Reminders of upcoming renewal requirements must be published early in the 4th quarter of the calendar year in 
order to disseminate the renewal forms and requirements effectively. The renewal/change of address form 
must also solicit information deemed important such as NRA membership information (term, type and 
renewal date), email and phone contact information as well as physical mailing addresses. 
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Annual Invoice Procedures (Mailed by Dec 31) 

Members are to renew at the appropriate rate, Regular or Senior, based on the age requirements for each, 
and emphasize the renewal due date as January 31st of the upcoming year. Late fees will be assessed for 
payments made on or after February 1st at 150% of the standard renewal rate. For payments made on or after 
March 1st late fees will be assessed at 200% of the standard renewal rate. 
 
Members shall be required to log 6 work hours per year in addition to the other requirements in order to 
renew their membership. Documentation for work accomplished will be the responsibility of each individual 
member. On the work card attached to the current year’s membership card, each member shall have the 
Range Director or Committee Chair sign off at the time the work is completed. The work card will be returned 
to the club at year end along with the renewal form for the next year. As volunteers are needed throughout 
the year, members are encouraged to spread out their hours and not wait until year end to perform their 
required volunteer hours. 

Mailing of Membership Cards 

Once the initial membership renewal timeline has passed, the Membership Committee shall review and 
update the membership database with any mailing address corrections and have the printing contractor 
produce the membership and work cards for the upcoming year. The membership committee at a time 
designated shall assemble at the clubhouse, and the secretary shall divide the envelopes between the 
members. The members shall complete one membership and work card per envelope and stuff the envelope.  
Once the cards are completed, the secretary shall mail the cards. Cards should be mailed on or before 
February 15th. This ensures the on-time memberships will receive their membership ID prior to the gate code 
change on March 1st of each year. 
 

3.6 MEMBERSHIP COMMITTEE 

The following are the duties of the Membership Committee: Membership Application Processing Roles. Under 
the direction of the Secretary, assist in assembling the Probationary Member welcome aboard packet; assist in 
setting up sign in and applicant processing tables prior to the Board Meeting; conduct Membership sign in for 
the Board of Directors and Membership Meetings; collect and deliver to the Secretary the rosters of attendees 
and assist in the computation of quorum requirements; Collect, review and complete applications for 
membership; verify NRA membership type, status and expiration date. 

Club Orientation Roles 

The Membership Committee shall also assist the Safety Committee at each Club Orientation in set up, 
collecting rosters, and be available to assist members in completing application checklists. 

Membership Committee Renewal Roles 
 

● Assist in the preparation of renewal invoice mailing packets 
● Assist in the assembly of invoice/election materials packets for mailing 
● Assist during the January Membership Renewal Days as scheduled at the clubhouse 
● Assist in NRA recruiting and renewal processing under the direction of the Secretary 
● Election Cycle Roles 
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● Assist in ballot and renewal invoice preparation in conjunction with bulk mailing 
● Assist in planning and executing the Annual Banquet 
● Assist in Election results tabulation under the direction tabulation committee chair. 
● Membership Committee Newsletter Protocols, Production and Dissemination 
● Publication Cycle and Timeline for Drafting, Printing and Mailing 

The publication of the Apple Valley Gun Club Newsletter shall be under the direction of the Secretary, and that 
newsletter shall be produced as directed by the Board of Directors. The current publication schedule is four (4) 
publications of the newsletter each calendar year. 

Assembling and Mailing of the Newsletter and Membership Documents 
 
The Membership Committee, working under the direction of the Secretary, shall assist in collecting, collating, 
and preparing for mailing or other forms of distribution any such printed matter as determined by the Board of 
Directors in need of distribution. 
 
Work Requirement 
 
Club Members that are elected, Associate members, Range and Committee chairs and working committee 
members shall be exempt from the annual volunteer work requirement. Associate members can put in the 
work hours for the regular host member. 

Acceptable work shall include, 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 hours for volunteer work shall be reported on the work card attached to each member’s membership card. 
It is the responsibility of the member to have the Range Director or Committee Chair sign their card at the 
time the work is performed. Each member shall submit the work card along with the next year’s renewal 
form. As volunteer hours are needed throughout the year, members are encouraged not to wait until year 
end to complete their required work hours. 

Members who have not completed the required annual 6 hours of work during the current calendar year shall 
be assessed an additional $100.00 in order to renew their membership. We do not accept partial hours or 
prorate fees for hours worked. Members over 80 years of age are automatically exempt from this work 
requirement. Excused absences from this requirement shall include active duty for military service, medical 
incapacity as documented by a physician’s letter or note, leave of absence for that year and other instances as 
requested by a member and approved by the Board of Directors. Committee chairs and board members need 
to make every effort to find volunteer assignments appropriate to a member’s ability. 
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3.7 JUNIOR PROGRAMS OVERVIEW 

JR Pistol, JR Rifle, JR Shotgun, JR Archery, and SASP 

● The Junior Programs will teach organized shooting with a view toward safe gun handling, use and care of 
firearms and archery equipment, as well as marksmanship 

● The Junior Programs will help develop self-discipline, team play, and self-reliance essential to good 
sportsmanship 

● The Junior Programs are open to AVGC members and Non-Members 
● The Junior Programs are for children 8 years to 18 years of age 

1. The child must be physically capable of safely operating the equipment 
2. The child must be of a maturity level to follow all directions and handle the equipment in a safe manner 
3. The Program Director will have the final say in the decision for any child to 

participate 
● Parent or Guardian must remain present on the range with their minor child 
● Parent or Guardian will sign-in on the AVGC JR Event Sign-In Log. Parent or Guardian will fill out and 

execute the following waivers and consent forms: 
1. Permission for Minors to Use Firearms and Ammunition 
2. Waiver and Release of Liability, Assumption of Risk, Photo Release, and Indemnity Agreement 
3. Waiver and Release of Liability, Assumption of Risk, Photo Release, and Indemnity Agreement for Use 

of Club by Minors 
● Parents are not allowed on the firing line except in the event they are a coach or RSO for the Junior 

Program. Parents will remain in the spectator area. 
● There will be Coaches/Instructors on the firing line at all times. 
● Range Safety Officers will always be present. 
● Approved eye and ear protection will be worn by the participants and spectators. 
● The JR Pistol Program will provide .22 firearms. Participants may not bring their own firearms. 
● The JR Rifle Program will provide .22 firearms. Participants may bring their own .22 bolt- action rifle that 

has not been modified in any way and has been inspected by qualified range personnel prior to use. 
● The JR Shotgun Program will provide 12GA or 20GA Shotguns. Participants may bring their own shotgun as 

long as it has been inspected by qualified range personnel prior to use. 
● The JR Archery Program will provide recurve bows of an appropriate draw weight and arrows of 

appropriate length and spine weight as long as the club’s inventory will accommodate. Participants may 
bring their own equipment as long as it is inspected by qualified range personnel prior to use. 

● All volunteer Coaches, RSOs, and any other volunteers in the Apple Valley Gun Club’s Junior Programs will 
complete a comprehensive background screening and a training course in Sexual Abuse Awareness 
Training in compliance with the federal Safe Sports Act (See detailed policy on background checks below). 

● All volunteer Coaches, RSOs and any other volunteers in the Apple Valley Gun Club’s Junior Programs will 
be made aware of the mechanism in place to communicate and report any child abuse. 
1. The reporting person will call San Bernardino County Children and Family Services at (909) 

384-9233 or (800) 827-8724 or call the local law enforcement. If you believe the child is in 
imminent danger, call 911. 

2. The reporting party will notify the Director of the Junior Program and either the President or 
Vice President of Apple Valley Gun Club immediately. 
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After all required forms and liability waivers (see Appendix) have been completed and signed, the Junior 
participant will be given an activity card. The card entitles the Junior shooter to participate in the junior 
program for a period of one year. Upon the expiration of the card, all forms and liability waivers must once 
again be completed and signed before the junior activity card is renewed. 
 
The Junior Program activity card is separate and distinct from the membership cards issued to all current AVGC 
members. The activity card grants the Junior shooter the opportunity to participate in the junior programs. 
The activity card does not entitle the holder of the card to any rights or privileges afforded to current Apple 
Valley Gun Club members. 

 
Policy On Background Checks 

 
I. PURPOSE AND SCOPE 

A. Purpose: To establish minimum standards for the appropriate acquisition and use of 
background records to support safe and secure programs involving minor children. 

 
B. Scope: Applies every 2 years to all Board of Directors, Range Chairs, Directors of 
Junior Programs, Range Safety Officers participating in Junior Programs, and any other 
individuals regularly volunteering in events that consistently have minor participation 
where there could be an on-going relationship with potential for grooming. Requests 
for special consideration can be made to the Board (See Appendix, Matrix for 
Background Checks). 

 

II. DEFINITIONS 
 

A. Commercial Background Check: A background check completed by a commercial 
entity through a review of publicly available law enforcement, court, and other records 
as appropriate. A commercial background check typically, is based upon identifying 
information regarding the individual, but does not utilize fingerprints. 

 
B. Minor: An individual under the age of 18. 

 
C. Permissive Background Check: A commercial background check that is not required 
by law but is permitted at AVGC’s discretion. 
 
D. San Bernardino County CCW: This permit is given (and renewed biannually) by the 
San Bernardino County Sheriff’s Department after completion of a detailed law 
enforcement background check. 

 
E. Program Involving Minors: For the purposes of this policy, a program or event hosted 

by or closely associated with AVGC in which: 
 

1. The program’s purpose is to provide benefit, service, or activity to or for minors; 
2. AVGC personnel have significant roles or regular contact with minors; and 
3. Not including spontaneous gatherings or single social events open to and attended 
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by both minors and adults. 
 
 

III. ACQUISITION OF BACKGROUND RECORDS 

A. Mandatory Background Checks. Under state and federal law, institutions are 
required to obtain and review criminal background checks under the following 
circumstances: 
1. Certain Programs Involving Minors. As of January 12, 2021, California mandates 

background checks of non-school associated activities for volunteers of youth 
sports and athletics. 

 
Bus. & Prof. Code § 18900 

 
A “community youth athletic program” must provide written notice to the 
parent or guardian of a youth participating in the program regarding the 
program’s policies relating to criminal background checks for volunteers and 
hired coaches in the program. If criminal background checks are obtained for 
hired or volunteer coaches, the written notice shall contain both of the 
following: (A) a statement regarding whether the criminal background check 
includes state and federal criminal history information and whether the 
program obtains subsequent arrest notification for those individuals and (B) 
contact information regarding where the parent or guardian of a child 
participating in a “community youth athletic program” can obtain additional 
information about the program’s background check policy, such as the entity 
providing the criminal background check or the nature of the type of offenses 
the program searched. Written notice is satisfied by a posting on the 
“community youth athletic program’s” website. A “community youth athletic 
program” is defined as an organization that: (A) has a primary purpose of the 
promotion or provision of athletic activities for youth under 18 years of age 
and (B) has adult employees who have supervisory or disciplinary power of 
children. 

 
 

B. Permissive Background Checks. In addition to the circumstances under which AVGC 
must obtain and review a background check, described in section III.A, above, AVGC also 
has the discretion to require background checks of other volunteers. 

1. AVGC may elect to obtain background checks with respect to any position. 
Examples include: 
a. Volunteers in facilities and programs other than those for which such 

background checks are mandatory, if the volunteer’s duties involve contact 
with minors, and 

b. Volunteers who have access to minors in AVGC’s activities and programs. 
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IV. PROPER USE OF BACKGROUND CHECKS 

A. Background Check Considerations. AVGC’s use of background checks in making 
volunteer decisions must be tailored to meet legitimate business needs, taking into 
consideration at least: 

1. The nature and extent of the volunteer’s past criminal activities; 
2. The time elapsed since the activities took place; and 
3. The nature, duties, and functions of the volunteer work. 

 
B. Nondiscrimination. The use of background checks in AVGC’s volunteer decisions must 
be impartial, with no difference in their acquisition or use based on race, sex, religion, 
ethnicity, sexual orientation, gender identity, or other factors that might promote or 
imply discriminatory practice. 

1. Even a neutral policy or practice regarding background checks that has the 
potential to have a disparate impact on a class of individuals must be: 
a. Related to specific job duties, and 
b. Consistent with business necessity. 

2. No volunteer may be excluded from participation based upon generalized 
institution policies or practices regarding the use of background checks without 
an individual assessment that includes the factors described in this section. 

 
C. Commercial Background Checks. If AVGC denies a volunteer based upon background 
check information provided by a commercial vendor, AVGC shall: 

1. Notify the volunteer, and 
2. Provide the volunteer with a copy of the report. 

 
D. San Bernardino County CCW permits will be accepted for fulfilling the background 
check requirement. 

 
 
 

RANGE SAFETY AND MANAGEMENT 
 
 

4.1 ADHERENCE TO AFFILIATED GOVERNING BODIES 
The Apple Valley Gun Club generally adheres to the following governing bodies for the establishment of 
Policies and Procedures and Range Regulations: 

1. National Rifle Association 
2. United States Practical Shooting Association 
3. National Field Archery Association 
4. Amateur Trapshooting Association 
5. National Muzzle Loading Rifle Association 
6. International Hunter Education Association 
7. California Rifle and Pistol Association 
8. National Shooting Sports Foundation 
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4.2 SAFETY COMMITTEE, RANGE SAFETY OFFICERS, AVGC CHIEF RANGE SAFETY OFFICER 

The Safety Committee shall meet at such time and place as determined by the Vice President as Chair. 
 
Safety Committee Mission and Composition 
 
The primary purposes of the Safety Committee shall include: 

1. Maintain the Apple Valley Gun Club Range Safety Regulations; published as Apple Valley Gun Club 
Range Safety Regulations. 

2. Act as the primary means of developing guidelines for overall Safety. 
3. Review all Close Call and Incident Reports (See Close Call and Incident Reports in Section 7.4). 

 
The Apple Valley Gun Club Safety Committee shall consist of the following voting members: 

1. Archery Range Chair 
2. Indoor Range Chair 
3. Big Bore Range Chair 
4. Trap Range Chair 
5. Pistol Range Chair 
6. Chief Range Safety Officer 
7. Vice President or their designee (chairs the meeting, provides the agenda, and votes to resolve any ties) 

 
Consistent participation by each appointed member of the Safety Committee is strongly encouraged. In the 
event a range chair or the CRSO is unable to attend, they may designate an alternate voting delegate by 
notification to the Vice President prior to the meeting. 
 
Range Safety Officers 
 
Range Safety Officers shall be assigned as the Safety Committee Chair directs. Range Chairs, Match Directors, 
and Event Coordinators must identify RSO requirements to the Safety Committee Chair as part of any match 
or event planning process. The assignment of Range Safety Officers for events is the responsibility of the 
Safety Committee Chair and may be delegated to the AVGC CRSO. 
 
AVGC Chief Range Safety Officer (CRSO) Duties and Responsibilities: 
 
The Apple Valley Gun Club (AVGC) Chief Range Safety Officer (CRSO) shall have charge of the Range Safety 
Officers (RSO’s) of this Club and shall be in charge of scheduling, training, coordinating, and supervising all 
RSO’s. 

The AVGC CRSO will screen and qualify candidates nominated by the Range Chairs for Range Safety Officer 
training and have the final approval of all candidates nominated for training. After Club RSO Training, the 
AVGC CRSO will have a 90-day period to evaluate the new RSO. If within the 90 days it is determined that the 
new RSO is not performing to NRA RSO Standards, the AVGC CRSO will have the full authority to suspend or 
remove the RSO from duty. 
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The AVGC CRSO will provide resolution of conflicts or concerns that involve safety on the range or Range 
Safety Officers and will provide that resolution to the Club’s Safety Committee or Board of Directors if needed 
or requested. 

The AVGC CRSO will identify needed maintenance/repair of any equipment that is determined to be safety 
related, and when needed, request appropriate action be taken. 

The AVGC CRSO will coordinate with the Range Chairs or Match Directors on which range(s) or events Club 
RSO’s are needed and will provide them as needed. 
 
The AVGC CRSO may develop Range Safety Regulations as directed by the Board of Directors or Safety 
Committee. The AVGC CRSO may also be responsible for the implementation of the Range Safety Regulations 
at the direction of the Board or Safety Committee. 

The NRA requirement of an RSO’s: Must possess the Knowledge, Skills and ATTITUDES essential to organizing, 
conducting and supervising shooting activities and range operations. 
 
 

Range Safety Certification 
 
All persons serving as Range Safety Officers must hold a current certification as a Range Safety Officer as issued 
by the National Rifle Association. I t  i s  h i g h l y  e n c o u r a g e d  t h a t  Range Safety Officers be currently 
certified in CPR/First Aid and attend annual Range Safety Officer orientations as well as assigned match safety 
briefings. 
 
First time and renewal of First Aid/CPR training expenses will be reimbursed by the club for those members 
who volunteer their services to the club on a regular basis. Proof of active volunteerism is required and can be 
shown by presenting the membership card to the President, Vice President, or CRSO. The member requesting 
reimbursement is to complete a reimbursement form and have either the President, Vice President, or CRSO 
sign off on the reimbursement form. This is the pre-authorization needed for the club to reimburse for a 
class. The member can only take a class from a vendor that has been authorized by the Board of Directors. 
Once the class is completed, the member is to turn in the reimbursement form, with the receipt for the class, 
to the Treasurer. The Treasurer will then reimburse the member for the expense. 

 
Range Safety Officer Duties: 
 
Range Safety officers that have been certified through funding by the Apple Valley Gun Club have agreed to 
perform the below listed duties as a minimum: 

1. Attend a minimum of 4 monthly club meetings per year. 
2. Randomly visit the premises and monitor each activity while wearing an RSO shirt/jacket a minimum of 

4 times per year. 
3. Attend a minimum of 4 regularly scheduled club events, challenges, matches, or Club sponsored 

classes and two Women on Target events per year while serving in an RSO capacity. This does not apply 
to those that are involved in recurring scheduled events, the time spent conducting those events will 
satisfy this requirement. 
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4. Become thoroughly familiar with the AVGC Policies and Procedures for each range. 
5. If a person that has been certified as an RSO at the expense of AVGC fails to perform duties as 

described in this directive within the first year that person must reimburse the AVGC for the cost of the 
RSO training. 

6. RSOs must possess the Knowledge, Skills and Attitudes essential to organizing, conducting and 
supervising shooting activities and range operations. 

 
 
4.3 TRAINING DIRECTOR, TRAINING COORDINATOR, INSTRUCTORS 
 
Training Director and Training Coordinator 
 
The Training Director facilitates the operational effectiveness of the Club’s Sponsored Training Events. 
 
The Training Director’s responsibilities include creating the calendar for the year for AVGC NRA classes, 
scheduling instructors for those classes, presenting the training calendar and material funding to the Board of 
Directors, as well as, presenting upcoming classes and events to the general membership at monthly 
meetings. 
 
The Training Coordinator manages the AVGC Eventbrite website for registration for all the Club’s Sponsored 
Training Events. Additionally, the Training Coordinator updates Club Sponsored Training Events on Eventbrite, 
manages waiting lists, and provides additional information to instructors and students as needed. 
 
The Training Director’s duties also include, but aren’t limited to, contacting the AVGC’s CRSO for RSO’s range 
preparation and live fire safety, correspondence with attendees, ordering supplies and materials for the Club’s 
Sponsored Training Events, and classroom preparation. 
 
The positions report directly to the AVGC Vice President. 
 
Instructors 
 
The Training Director shall oversee all trainers/instructors using range facilities. Any coach or instructor 
participating in an event or class at Apple Valley Gun Club will be a member of Apple Valley Gun Club. At no 
time will an outside coach or instructor be permitted to participate in an event or class without prior 
permission from the Board of Directors. All trainers/instructors who want to use AVGC as a training facility 
shall present themselves to the Training Director for review and approval of their certifications and insurance 
(if applicable). All trainers/instructors shall maintain a copy of their current certification and insurance 
certificates in the Trainers and Coaches Notebook in the clubhouse. 
 
Trainers/Instructors conducting any for-profit classes must maintain insurance at their own expense. The 
trainer/instructor shall provide a current General Liability and Professional Liability Certificate of Insurance 
with minimum limits of $1,000,000 per occurrence/$2,000,000 aggregate, and naming Apple Valley Gun Club 
as an Additional Insured, and including an endorsement entitled “Transfer of the Rights of Recover” (Waiver of 
Subrogation). 10-day Notice of Cancellation for Non-Payment; 30-day Notice of Cancellation for any other 
reason must also be indicated on the Certificate. 
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For both club classes and for-profit classes, there shall be no reloaded ammunition allowed for live fire 
courses. Participants in all live fire courses shall only use factory ammunition. While 
class is in session, no live ammunition is allowed in a classroom. All instructors are encouraged to attend the 
quarterly instructors meeting. All beginner courses shall have an instructor to student ratio of 1 
instructor/trainer to 2 students during all live fire exercises. All advanced courses shall have an instructor to 
student ratio of 1 instructor/trainer to 4 students during all live fire exercises. 

All member trainers/instructors must schedule courses/training using an event request form and process, 
including Board of Director approval (see Section 4.5). The event request application must include a copy of 
the instructor’s credentials and insurance with the form at the time of submission. All events must be 
coordinated for range/venue needs with the affected Range Chair and by placing the course/training in the 
Trainers and Coaches Notebook in the clubhouse. Upon approval, all events must be placed on the Club’s 
calendar. Event flyers and advertising are permitted at the clubhouse and on the ranges with the permission 
of the Range Chairs. All flyers and advertising for courses offered for-profit and outside/non-member trainers 
must not reference AVGC for any purpose other than location. 
 

Outside & Non-Member Trainers 
 
Non-member instructors who desire to use the Apple Valley Gun Club as a training facility shall submit an 
event request to the Event Chairman using the event request process (see Section 4.5). Once the event is 
approved by the Board, the outside non-member trainers shall be required , at their own expense, to provide 
a current General Liability and Professional Liability Certificate of Insurance with minimum limits of $1,000,000 
per occurrence/$2,000,000 aggregate, and naming the Apple Valley Gun Club as an Additional Insured, and 
including an endorsement showing the trainer/instructor’s insurance is Primary Insurance along with an 
endorsement entitled “Transfer of Rights of Recovery” (Waiver of Subrogation). 10-day Notice of Cancellation 
for Non-Payment; 30-Day Notice of Cancellation for any other reason must also be indicated on the Certificate. 
The Board of Directors may require a club RSO to be present at any event or course conducted by an outside 
trainer. Range fees shall be collected as required on the Range Fee section. 
 

Range Fees 
 
Club sponsored courses are those instructional courses approved by the Board of Directors and conducted for 
the benefit of the club with all net proceeds going to the club. Range fees are not collected for club sponsored 
courses. All other instructional courses conducted (for-profit, non-member instructor, etc.) shall charge a 
range fee payable to the Apple Valley Gun Club in the amount of $5 per club member participant per day, or 
$10 per non-member 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 Income form, attendance rosters and waivers, in the black box in 
the clubhouse and are due on the first day of the course. 
 
 
4.4 REMOTE VIDEO RANGE MONITORING 
 
Remote Range Monitoring is to be used for the protection and safety of the membership and guests. 

Access to Remote Range Monitoring is password protected by the Secretary and will be limited to the 
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President, Vice President, Secretary, CRSO, and Range Chairs (not alternates). Access will be granted and 
removed by the Secretary yearly at the Board of Directors Organizational Meeting in March where the old 
password will be retired, and a new password will be generated. Should an unsafe event be seen while 
remote range monitoring, the viewer may complete an incident report and notify the Vice President or 
President. See Video Copy Policy below. 
 
Video Copy Policy 

If any of the individuals permitted to remote range monitor see an incident, every attempt should be made to 
reach the individual directly to discuss the incident. If resolution cannot be reached, or there was 
unsportsmanlike conduct in the conversation, they may fill out an incident report. The incident report must 
contain the date, time, and range location. The incident report must be filed in one of the red boxes at the 
club, located in the trap classroom or at the adobe clubhouse. Next, the Vice-President must be notified of the 
report if placed in the red box, so that it may be retrieved timely. The Vice-President will retrieve the report 
and associated video of the incident if required. The Vice President will review the video and copy it to a 
removeable storage device, if not already saved. After the copy is made, the video is to be reviewed at the 
next Safety Committee meeting only by the meeting Chair, the voting members of the Safety Committee 
present, and the reporting secretary. Upon review, the Safety Committee will decide by consensus whether to 
hold a separate, formal hearing. For a report to be considered, it must be signed. As currently configured, 
there is no audio capability. 
 

4.5 RANGE MANAGEMENT 
 
Range Committees Mission and Composition 
 
Each Range at Apple Valley Gun Club shall 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 Chair 
shall supervise a committee of members consisting of no fewer than 5 members, and that Chair may nominate 
an alternate to act in his or her absence. The Chairs and/or alternate of each range committee shall also serve 
on the Range Safety Committee, however the alternate shall have no vote unless in the absence of the Chair. 
 
Range Chairs and the composition of the range committees shall be as the Board of Directors authorizes. 
Range Chairs and alternates are appointed by the Board of Directors. Members of the range committees are 
nominated by the range chairs and approved by the Board of Directors. Range Chair and Committee 
assignments shall be reviewed and approved each March by the newly formed Board of Directors, and at 
other times as determined by the President. 
 
Range Committees are the first level of management for each range, provide the on-site supervision of range 
facilities and property, plan for routine maintenance, coordinate with the Facilities Manager and Building and 
Grounds Committee for maintenance days, material requirements and contracting and purchasing. 

Range Committee Chairs and their alternates acting in their 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 shall 
act as the principal advocate for their facility as well as the primary point of contact for any matter or request 
affecting their range. They shall be consulted concerning competitive, recreational, and educational events on 
their ranges, and shall develop programs and events to advance the marksmanship skills of members using 
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their ranges. They 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 and guidelines and keep the Club Range Regulations current 
with any changes to those regulations. 
 
 

4.6 RESERVATION AND SCHEDULING OF RANGES AND FACILITIES 

Competitive, Recreational, and Educational Events 
 
All events, whether routine or non-routine, shall submit a request using the event request form for approval 
and scheduling by the Board of Directors. Standard range fees apply unless otherwise approved by the Board 
of Directors. Event Income Report form must be submitted regardless of participation to include cancellation. 
 
The Apple Valley Gun Club (AVGC) provides not-for-profit educational courses consistent with its mission. In 
general terms, "mission" means a strongly felt aim, ambition, or calling. It defines the basic reason for an 
organization's existence. Not only does it describe the organization's core competencies and goals, but it also 
identifies the organization's guiding principles and values. The mission of the AVGC, as described in the 
Bylaws, is to encourage and teach organized shooting among members and the community with a view 
toward increasing knowledge of the safe handling, use and care of firearms as well as improving 
marksmanship and developing traits of honesty, good fellowship, self-discipline, team play and self-reliance 
essential to good sportsmanship. It is also to promote and teach safety and sportsmanship in connection with 
the use of firearms and archery. This specific mission has created a public image and distinguishes the AVGC 
from its peers. Non-profits are organized and operated to benefit some greater good. As with any non-profit, 
there is a balance between margin and mission. They must remain profitable in order to carry out their 
mission, and therefore the AVGC finds itself in competition for profits with a variety of outside players for 
these 
resources. For-profit entities, whose main goal is profit maximization, create commercial activity that draws 
attention away from the AVGC's chief goals. As such, it is the policy of the AVGC to not allow for-profit entities 
to provide education courses of any kind, nature or description which competes directly or indirectly with the 
courses offered by AVGC, without express written consent and approval by the Board of Directors. 
 
Special Event Chairpersons and Committees 
 
Special Event Chairperson, Vice Chairs and committee members shall be appointed by the Board of Directors 
at such time that an Event is approved. The Special Event Committee is an execution committee, not the 
facilitation committee. Special Event Committees shall use the standard checklist for planning and execution 
contained below under Special Events and Event Planning and Execution. 

Special Events and Event Planning and Execution 
 
Virtually all activities conducted on the club premises that are not recurring / posted on the monthly calendars 
qualify as special events and must adhere to this policy. 

A written request stating all the details of the proposed event will be submitted to the board for review and 
approval using the Event Request Form. (See Appendix) 
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The written request will contain, as a minimum: 
 

1. The name of the organization that is proposing the event. 
2. The proposed date of the event. 
3. The start time and the complete time of the event. 
4. The estimated number of attendees. 
5. The scope and the purpose of the event. 
6. The exact ranges / facilities of the AVGC that will be utilized. This will be in the form of a written impact 

statement included in the request. 
7. The name of the key contact person. 
8. The names of the person / persons that will be on hand at the event and be orchestrating / directing 

the event. 
9. A complete and thorough list of club support that is being requested. This is to be very detailed to even 

include the time that a lock is to be opened and closed or access to a building be provided. This also 
would include any consumables such as targets etc. 

10. A copy of the required insurance policies of liability naming the Apple Valley Gun Club as an additional 
insured. Proof of insurance must be received by Apple Valley Gun Club no later than 7 days prior to the 
event. The Liability Certificate of Insurance will have minimum limits of $1,000,000 per 
occurrence/$2,000,000 aggregate. 

A responsible person that is authorized to answer questions and make decisions regarding the details of the 
proposed event must appear before the board. The written proposal will be provided to the board a minimum 
of 7 days before a Board Meeting. The AVGC Board of Directors shall make their decision based upon the 
benefit to the membership. The gain to the community and to the club will be weighed in the decision-making 
process. The Board of Directors shall establish the fees that will be charged if appropriate. 

If the Board feels they need to have more time, and in fact delays their decision as stated above, they should 
provide a timely decision, so that any necessary planning can proceed. 
 
After a decision is made, the Board of Directors will take the appropriate action to ensure adequate support is 
provided as needed by the AVGC. If support is required, those personnel that will be involved will be notified 
as soon as is practicable. 

There will be at a minimum of one planning meeting conducted so that support personnel will have a clear 
understanding of their responsibilities. 

The Board of Directors should task the Requesting Party to provide a Critique of the success of the event. This 
critique should be in writing and include what the AVGC needs to do to help improve any event in the future. 

Standard range fees apply unless otherwise approved by the Board of Directors. Event Income Report form 
must be submitted regardless of participation to include cancellation. 
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4.7 EVENT CHAIRPERSONS AND COMMITTEES 
 
Event Committee 
 
The Event Committee (EC) is the point of contact for all special events to be conducted at Apple Valley Gun 
Club or for the members of Apple Valley Gun Club (AVGC) at off-site locations. The committee consists of a 
chairperson and two subcommittees: Women’s Programs and Special Events. These subcommittees must 
consist of no fewer than five appointed members to include a Chair and Vice Chair. The EC is not the execution 
committee for events but is the facilitation committee with the expertise to assist each special event 
committee in planning and executing their special event. 

The responsibilities of the EC include: 

● Review all internal and external events requests 
● Make recommendations to the Board of Directors for approval or denial. 
● Work with outside organizations to assure that AVGC policies, procedures and rules are complied with 

during execution. 
● Update the AVGC Calendar of Events 
● Assist the Board of Directors in overseeing events during execution. 
● Review after-action evaluations for lessons learned and providing recommendations for future events 

at AVGC. 
● Maintain a file of applications, liability insurance face (policy coverage) sheets, actions taken on the 

application, evaluations of executed events, and checklists used in the planning and execution of the 
events. 

● Additional duties as assigned by the Board of Directors. 
 

4.8 RANGE SAFETY REGULATIONS 

Published separately as Apple Valley Gun Club Range Safety Regulations. 

 
FINANCE 
 
 

5.1 INTERNAL CONTROLS FOR FINANCE, ACCOUNTING AND CONDUCT 
 
Policy Statement on Conflict of Interest 
 
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. 
 
Members may be compensated for goods or services benefiting the Apple Valley Gun Club providing the Board 
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of Directors has determined the competitive value to be in the best interest of our membership and provided 
specific approval in Board actions 
 
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 on 
such matter. 
 
Any member of the Board, any Committee, board member, a committee 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 board action specifically 
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 Committee, 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. 
 
5.2 PROCUREMENT AND CONTRACTING 

Any discretionary non-recurring expenditure exceeding $1,000.00 shall be approved by the 
membership at a general membership meeting and the specific item shall be listed on the agenda for 
that meeting. The Range Chairs and Facilities Manager are budgeted $200.00 monthly for routine 
expenditures excluding facilities tasks. The Training Coordinator is budgeted $300 monthly for 
training materials and supplies. Range and Committees Chairs, Event Directors, and Board of 
Directors must submit next year’s budget requests to the Finance Committee no later than end of 
third quarter. 
 
Discretionary, non-recurring expenditure exceeding $1,000.00 must be submitted to the Finance 
Committee for review a minimum of 24 hours prior to being placed on the agenda for a Membership 
Meeting. The Finance Committee’s review will include, but not be limited to, a determination if the 
Facility Manager or Range Chair (as appropriate to the request) has approved the expenditure, if 
three bids (if required) have been obtained, if supporting documentation is attached and available 
for review, and if monies are available for the request from the appropriate fund. Based on the 
results of their review, the Finance Committee will forward the expenditure request to the Board for 
approval. The request must be approved by the general membership present only if a quorum 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. 
 
The Board of Directors or Membership may require more than one bid or estimate prior to 
considering any procurement or contract for approval. 
 
The only exempt payments or disbursements that can be made without following the procedures noted above 
are: taxes; fines; levies; assessments; payments on insurance policies previously approved; payments on 
installment plans or progress payments previously approved; and any occurrence where the Apple Valley Gun 
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Club is legally bound by contract or by law to make payment. 
 
5.3 CASH FLOW AND DEPOSITS 

The Treasurer and a minimum of two other members of the Finance Committee shall meet at the Clubhouse at 
minimum of once a month to process funds acquired from all sources. 
 
Necessary deposit 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. 
 
Files will be maintained containing the following, but not limited to: 

● Bank Deposit forms attached to a Deposit Reconciliation Form 
● Paid Bills with check copies attached to the invoice. 
● Banks Statements: Checking, Money Market (Capital Account) and Scholarship Fund. 

 
Financial data stored in a computer by the Treasurer and Finance Committee will be backed up by an off-site 
entity for retrieval in case of computer failure or natural disaster. 
 
 

5.4 FUNDS FOR SUPPLIES 
 
The Facilities Manager is authorized to spend up to $300.00 for each facilities project that is undertaken. 
Projects with an estimate of over $300.00 must be vetted through the Finance Committee and approved by 
the Board of Directors. 
 
Fuel used in personal vehicles for trips must be beyond a 50-mile radius from the club. Reimbursable trips 
must be approved by a Director prior taking the trip and GSA Per Diem Rates will be used for reimbursement. 
 
 

5.5 EVENT INCOME 
 
Generally, no participants will receive a free game, round, match etc. Exceptions will be Apple Valley Gun Club 
Junior Programs participation and issued member recognition cards. Fees 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 generate appropriate income to offset the expense of the match. The 
minimum identified charge for such events shall be established by the Board of Directors from time to time as 
they see fit.  
Additional amounts may be charged for prize money or awards as 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 House. The deposit shall be done as soon as it is practical to do so upon completion of the 
event, but no later than the 3rd day of the next 
month. The documentation submitted will include: 

● Number of members participating 
● Number of non-members participating 
● Total amount collected 
● Event Sign-In Sheet which includes the waiver of liability even if the event is canceled. 
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● Chart of Accounts income name. 
 

Match and Trap Cards 
 
Apple Valley Gun Club’s (AVGC’s) purpose of offering prepaid MATCH and TRAP CARDS is to provide members 
and guests a convenient method of paying their shooting fees.  
 
AVGC’s MATCH CARD can ONLY be used with any match found on the website page, 
https://applevalleygunclub.com/shooting-matches/. This list currently is: 

• CMP GSM Rifle Match 
• Mojave Steel 
• Personal Defense and Carry 
• Practical Pistol 
• PRS Rifle 
• PRS Rimfire 
• Steel Plate Rack Practice 
• Three Gun 
• Two Gun Centerfire Pistol/Pistol Caliber Carbine (PCC) 
• Two Gun Rimfire 

   
The MATCH CARD cannot be used for payment of any AVGC course and program (including SWAG) attendance. 
 
TRAP CARDS are specifically for rounds of trap. Trap cards cannot be used for any other AVGC matches or 
program. 
 
CARD PURCHASE 

• Match cards will be available for CASH purchase during matches (at the discretion of the Match 
Director) at the Pistol Shack.   

• Either before the match begins or after the match is over.  At the discretion of the MATCH DIRECTOR. 
• Trap cards will be available for purchase at Open Trap events.  

 
LOST or STOLEN CARDS 
AVGC will NOT replace LOST or STOLEN cards. 
 
CARD REFUNDS 
AVGC will not issue any refunds for cards previously purchased. 
This includes, but not limited to, the following situations: 

1. Shooters that are no longer participating in matches OR open trap at AVGC. 
2. Non-renewing members 
3. Guests that become members (lower shooting fee) 

 
CARD STORAGE 

• Match cards should be bundled in 20s (no more than two bundles) in the card tackle box that is stored 
in the pistol shack safe. 

https://applevalleygunclub.com/shooting-matches/
https://applevalleygunclub.com/shooting-matches/cmp-gsm-rifle-match/
https://applevalleygunclub.com/shooting-matches/mojave-steel/
https://applevalleygunclub.com/shooting-matches/personal-defense-and-carry/
https://applevalleygunclub.com/shooting-matches/practical-pistol/
https://applevalleygunclub.com/shooting-matches/prs-rifle-match/
https://applevalleygunclub.com/shooting-matches/steel-plate-rack-practice/
https://applevalleygunclub.com/shooting-matches/three-gun/
https://applevalleygunclub.com/shooting-matches/two-gun-centerfire-match/
https://applevalleygunclub.com/shooting-matches/two-gun-rimfire/
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• Trap cards should be bundled in 20s (no more than 5 bundles) card tackle box that is stored in the 
secure cabinet in the trap shack. 

• This will reduce the degree of loss in case of a misplacement.   
• The bulk card inventory should be stored in the Secretary’s Office. 
• When cards are received from printer, the corresponding log file will be printed and kept with those 

cards.   
• Cards will be given from the bulk storage inventory to the Match and Merchandise inboxes in the 

Adobe. 
• Match cards will be issued in quantities of 20 with the corresponding log sheet. 
• Trap cards may be issued in quantities of 100 with the corresponding log sheets. 

 
 
CARD SALES PROCEDURE AT THE RANGE 
At Trap and Match events 

1. Match cards will be stored inside the “left” pistol shack safe there will be a “LOCKED” small tackle box 
labeled MATCH CARDS. 
a. Inside will be NEW cards, Card Log sheets, and blank Card Receivables receipts. 
b. The cards will be bound in sequential order, please keep them in order. 

2. Trap cards will be stored in a secure cabinet in the trap shack. 
3. Take out the card log and the next available NEW card. 
4. On the log sheet complete all the requested information for that card’s serial number. 
5. Card sales will be noted on the Match or Trap Sign In sheet for that event for that shooter. 
6. When the event is over, complete the totals and grand total sections on the sign in sheet.  
7. All cash collected (shooting fee and card sales) gets put in one envelope and deposited in the black box. 
8. If NEW blank card quantity is less than TEN in the card box, contact the secretary’s office, and inform 

that a new bundle of 20 cards (MATCH) or 100 cards (TRAP) is needed in the card box. The cards and 
corresponding log sheet will be provided to the requestor. 

9. Once a CARD LOG SHEET is completely filled it is to be placed in the match inbox in the adobe building. 
 
USING THE MATCH CARD 

1. Printed on the card are 10 targets or clays, punch a hole in an unpunched target or clay.   
a. A hole punch will be available on the pistol, rifle, and trap shack bench and a second one in the card 

box. 
b. If this is the last punch for a card, the director keeps the card and puts it in the envelope with the 

event cash collected. 
2. On the sign in sheet complete the information for the shooter indicating the card number used(match) 

or the number of rounds the card was used for trap. 
 
 
5.6 INSURANCE AND RISK MANAGEMENT 
 
The club 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. Insurance policies are 
reviewed and renewed annually. The Club shall also maintain a general property/casualty policy as 
recommended by local brokers and that policy shall be put to competitive bid prior to renewal. The Treasurer 
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and Facilities Manager shall act as the primary agents in procuring bids and presenting options to the board. 
The Board of Directors may 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 provisions of law relating to self- dealing (Section 
5233 of the California Corporations Code), asserted against or incurred by the agent in such capacity or arising 
out of the power to indemnify the agent against such liability under the provisions of Section 7237 of the 
California Corporations Code for Mutual Benefits Corporations.. 
 
 
5.7 SCHOLARSHIP FUND ADMINISTRATION 

The Apple Valley Gun Club maintains a scholarship/grant fund in order to fund academic scholarships to 
college-bound members and associate members under the age of 24 who have demonstrated personal 
characteristics and habits consistent with the statements contained in our Bylaws, Article II, Section 1, 
Paragraphs (b) (1) and (2). The applicant must also complete and submit the Apple Valley Gun Club Scholarship 
Application (See Appendix). Applications will be accepted between December 1st and March 1st for review. 
This scholarship/grant fund shall be funded by the 50/50 drawing held at monthly membership meetings and 
the proceeds from the NRA Recruiting activity of the Club. Periodic contributions to the scholarship fund may 
be made from the general club revenues as directed by a majority action of the Board of Directors or by the 
membership following the procedures set forth in this manual. 
 
A scholarship committee chairperson shall be named/appointed at the Apple Valley Gun Club Board of 
Directors formation meeting and will be the contact person for the applicants. The chairperson shall form a 
scholarship application review committee to review all applications. The committee will suggest candidates of 
the AVGC scholarship/grants to the Board of Directors for ultimate selection of successful candidates. 
 
Distributions from the scholarship/grant fund shall only be made by a majority vote of the Board of Directors 
or membership approving an applicant’s submission of the Apple Valley Gun Club Scholarship form and essay 
as reviewed and recommended by the Scholarship Committee. Funds shall be distributed to the successful 
candidates upon submission of proof of enrollment in a four-year college, university, community college, or 
trade school. Scholarship awards will be presented to the successful candidates during regular General 
Membership meetings between the months of June to September. If the student is away at school and unable 
to attend an Apple Valley Gun Club General Membership meeting, other arrangements, such as mail, can be 
made. 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 $3,000 per recipient 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 
amount, purpose and recipient. At no time, and under no circumstances, shall Apple Valley Gun Club general 
funds and scholarship/grant funds be co-mingled, and funds transferred must be approved following the 
procedures set forth in this document. Funds maintained in the Apple Valley Gun Club Scholarship/grant Fund 
shall be maintained in a savings account at a FDIC insured financial institution and shall be held separate from 
general, reserve and operating funds. 

5.8 GRANT PROGRAM 
 
Competitive Cost Subsidy Grants are available to Associate Members under the age of 19 in order to defer the 
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costs associated with competitive shooting and the travel and lodging costs associated with such events. The 
grant allocation will be funded from the scholarship/grant funds. The grant allocations shall follow the same 
procedures as the scholarship procedures in all matters as stated in the scholarship section. 
 
5.9 CAPITAL IMPROVEMENT ACCOUNT 
 
Capital Improvement Account -  2023 Initial Funding $70,000. 
 
This account should contain available cash resources specifically reserved for Capital Improvements.  Capital 
Improvements includes the acquisition or improvements of physical assets for use in furthering our long-term 
business goals and objectives.  (Examples of capital investments are land, site improvements, buildings, 
machinery, equipment, or software.) 
 
The Capital Improvement account will be funded by New Member Initiation Fees and supplemented from 
other accounts as directed by the Board of Directors. 
  
The Capital Improvement Account is maintained in a FDIC insured financial institution. Funds shall be dispersed 
in accordance with membership approvals.  
 
5.10 RESERVE FUND 
   
Reserve Account & Investment Profile – 2023 Initial Funding $150,000. 
  
Cash Reserves of just over 6 months of expenses to be held for cash management and unexpected 
circumstances.  This money is recommended for certificates of deposit with maturities not more than 12 
months.  The BOD shall designate the Treasurer and one of the authorized checking account signers (acting 
together) to transact on behalf of the Apple Valley Gun Club.  Interest gains will be retained and reinvested in 
this account. 
 
The AVGC Reserve Fund is maintained in a certificate of deposit or other such account as determined by the 
board of directors at a FDIC insured financial institution. 
 
5.11 GENERAL BUSINESS OPERATING ACCOUNT (BUSINESS CHECKING) 
 
2023 Initial Funding $120,000.00 
 
This account is our primary business checking account and is subject to significant variations throughout the 
course of the year.  A large amount of our revenue is derived from Annual Membership Renewals and Work 
Buyouts received in January of each year.  This account should target an average balance of $15k/month for 
the remaining months of the year but not less than $60k.  At any time if the remaining balance drops below 
the target minimum, the Board of Directors shall be notified for consultation. 
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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 in this 
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 painting, water leaks, etc. which will have a cost of less than $200.00 that must have the approval of the 
Range Chairman of that range or of the Facilities Manager if it is a “common area” of the club. The Range 
Chairman/Facilities Manager has the sole authority for this approval and does not involve/require Board 
approval. 
 
Any major repair/expenditure that exceeds $300.00 but is less than $1,000.00 must have the approval of the 
Board of Directors. This must be presented with the knowledge and approval of the Range Chairman or 
Facilities Manager whichever is appropriate and is determined by the area of the facility that is affected. 
 
Any major repair/expenditure, excluding emergency expenditures, that exceeds $1,000.00 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 
opinion of 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 set forth 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 
with California Corporations Code, particularly Section 5233 as pertaining to “self-dealing”. 
 
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 Facility Manager/Building and Grounds 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 Manager or 
the Board of Directors. 
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6.2 APPLE VALLEY GUN CLUB MEMBERSHIP ACCESS 
 
Purpose: To 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 subject to pilferage/theft will have a locking device to 
preclude such activity. 
 

1. The Range Chairman has direct responsibility for all such items on their respective range. 
2. The Facilities Manager will have the responsibility for following these procedures for all items 

considered to be in “common areas”. 
3. The Range Chairman/Facilities Manager will be responsible to record names of members that have 

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

4. Keys will not be loaned to anyone by the responsible key holder. 
5. Keys will not be reproduced or copied. 
6. Lost / replacement keys will be issued at a cost of $5.00 per key to the member. 
7. Locks will 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. 
8. Prior to any lock being changed, the Range Chairman will present a plan of notification as well as 

justification to the Board of Directors and request a vote. No lock change will be made without a 
consensus approval of the Board of Directors. 

9. If anyone observes a security breach, they will make a report to the Board of Directors within 4 hours. 
10. If a security breach is observed, the Range Chairman / Facilities Manager will take whatever steps are 

necessary to compile a list of what has been taken as accurately as they possibly can. This will be called 
an “After Action Report” and will be made available to the Board of Directors. Action will also be taken 
to secure the building, room, or structure that has been compromised. The report will include date and time of 
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 responsibility for theft or 
damage of unauthorized personal assets stored at the Club.  There is a lost and found in the Adobe Clubhouse.  
Items will be kept for at least 30 days before being discarded.  Items with significant value will be locked in the 
secretary’s office and must be described with specificity to reclaim. 
 
 

6.4 INVENTORY 

An inventory of all firearms owned by Apple Valley Gun Club is maintained. All records are kept in accordance 
with applicable Federal and State law. 

All locks and combinations for firearm storage will be changed at a minimum of each year. Only those needing 
access will be issued combinations. If a Club firearm needs to be taken off the property for service or repair, it 
will be transported by one of the Club’s FFLs. If firearm(s) need to be shipped for service or repair, this will be 
completed by one of the Club’s FFLs. If any of the programs are participating in a match/event off-site, the 
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Director of that program will coordinate with one of the Club’s FFLs to sign the firearm(s) out and back in. No 
firearm(s) will be taken off the property at any time unless authorized by one of the Club’s FFLs. 
 

6.5 EMERGENCY PLAN 

Published separately, posted in the clubhouse and at each range. 
 
 

SAFETY AND CONDUCT 
 
 
7.1 CONDUCT OBJECTIVES OF ELECTED AND APPOINTED OFFICERS AND REPRESENTATIVES 
OF THE CLUB 

 
Vision and Leadership 

The ability to see the big picture, and to help create and, if necessary, re-set strategy 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 an objective of all members of the Apple Valley Gun Club. 

 
Advocacy, Stewardship and Integrity 
The ability to serve and promote the interests and goals of the organization without forgetting the interests of 
the public and the organization’s intended beneficiaries. 
 
Knowledge 
The willingness to become thoroughly familiar with the mission and how the organization actually carries out 
the mission day-to-day through its organizational structure and operations. 
 
 
Personal Commitment and Diligence 
The willingness to take the necessary time and make the necessary effort to fulfill membership and leadership 
responsibilities, including understanding strategic, financial and operational issues facing the organization, 
asking questions and following up as needed, 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 organization. 
 
 
Sportsmanship and Collegiality 
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 
stockholders, and we operate as a team. Sportsmanship is defined in Section 7.2. 
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7.2 SPORTSMANSHIP & ETHICAL CONDUCT 
 
Sportsmanship 
 
Sports-man-ship\ n \: conduct becoming to a sportsman (as fairness, courteous relations, and graceful 
acceptance of results). Further; Sportsmanship is a set of behaviors to be exhibited by athletes, coaches, game 
officials, administrators and fans in athletics competition. These behaviors are based on values, especially 
respect and integrity. 
 
Ethical Conduct 
 
Eth-i-cal\ adj.\: 1: of or relating to ethics. 2: conforming to accepted esp. professional standards of conduct. 
Ethical conduct is a set of guiding principles with which each person follows the letter and spirit of the rules. 
Such conduct reflects a higher standard than law because it includes, among other principles, fundamental 
values that define sportsmanship. 
 
Apple Valley Gun Club is committed to providing a safe environment for all its members free from sexual 
harassment. Sexual Harassment Prevention Training must be completed every 2 years for AVGC leadership 
positions.  See Matrix in Appendix for personnel requirements.  AVGC will operate a zero-tolerance policy for 
any form of sexual harassment, treat all incidents seriously, and promptly investigate all allegations of sexual 
harassment. Any person found to have sexually harassed another will face disciplinary action, up to and 
including dismissal from the Club. All complaints of sexual harassment will be taken seriously and treated with 
respect and in confidence. No one will be victimized for making such a complaint. Additionally, reference 
Apple Valley Gun Club’s full EEO Policy in the Appendix. 
 
Sportsmanship and ethics as pertain specifically to the AVGC is further defined below. This is certainly not 
intended to be a complete list, only some of the important items that are intended to establish a behavior: 
 
 
Members Responsibility 
 
All members shall: 
 

● Always be considerate of others. 
● Always be courteous to others. 
● When observing others having difficulty, offer help. 
● Treat others like you would like to be treated. 
● Always respect others’ ideas / opinions. 
● Do not make a public display of your disappointing performances. 
● Do not make excuses for your losses. 
● Always congratulate the winners – do so promptly and with genuine sincerity. 
● Be a “good winner” as well as a “good loser”. 
● Always follow the rules of the sport. 
● Always respect the judgment of officials. 
● Avoid bragging about your accomplishments. 
● Do not humiliate opponents. 
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● Share your knowledge with others but present the information in such a manner that it will 
not be perceived as a “put down” to the recipient. 

● Test your behavior, by asking if you would expect / accept the same behavior from your 
child—if not, then it is likely inappropriate behavior of you as well. 

● Show genuine appreciation to those that have offered to or in fact have helped you. 
● When scheduled for an event, always show up on time so as not to cause 

inconvenience/delays for others. 
● When leaving an event, do not leave early thereby avoiding cleanup. 
● Do nothing that would cause any distraction when others are shooting / competing, to 

include talking to others. 
● Be willing to clean and organize the area after you have participated. 
● Share your sport with others and be proud of your accomplishment when you have 

successfully brought someone new to the shooting fraternity. 
 

Sportsmanship typically 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, and dignified manner even when others do not play fairly. It includes respect for others 
including team members, opponents and officials. Character refers to dispositions, 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 shaking 
hands after a match. An individual is believed to have a “good character” when those dispositions and habits 
reflect core ethical values. 
 
 
7.3 SPORTSMANSHIP AND CONDUCT POLICY IMPLEMENTATION 

Signing-In for Event 
 
Signing in prior to any activity on the range is required per the Range Safety Regulations and is necessary to 
comply with insurance requirements. Signing in prior to any activity is of such importance to the Club that any 
member or guest identified as not having signed in (including waiver form in the case of a guest) prior to 
participating in any activity, will be required 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. 
 
AVGC is committed to making every reasonable effort to accommodate access for adaptive shooters. 
Members in wheelchairs or with extreme difficulty entering or exiting their vehicles may fulfill their signing in 
requirement by notifying the club secretary of their destination range(s) prior to their arrival via phone call, 
text or email. 
 
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 or safety hazard and a suggested way to resolve such violations. If you observe an action that 
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you consider a rule violation, you should approach the individual, introduce yourself, show your own AVGC 
membership card and question if the other party/parties are a club member. Then ask if the person that you 
are addressing would mind showing you their membership card. 

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

1. Next, point out that you observed what the AVGC considers a violation of Rules or Policies/Procedures. 
Then inform the individual of the correct way for them to conduct themselves/their actions in order to 
be compliant with the Club Policy/Procedure that they violated. 

2. If the violation was what you consider minor in nature and you do not believe any further action is 
necessary, inform the individual/individuals that you really appreciate their response, their cooperation 
and their attitude. 

3. If you feel that the violation is significant and warrants further action or if the person/persons that you 
are addressing have not responded well then inform that you are required to provide a written report 
to the Vice President for Safety Committee using the Incident and Close Call Report Form. 

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

 
 

7.4 PROCEDURES FOR INQUIRIES AND MEMBER DISCIPLINE 
 
Incident and Close Call Reports 
 
The Incident and Close Call Report Form (See Appendix) is to be used by any member when observed 
violation(s) cannot be resolved on the spot. As soon as possible after the Incident or Close Call occurs, the 
report shall be completed by a single author and contain all infraction(s), along with a telephonic or email 
notification to one or all of the following individuals: Club President, Club Vice President, and/or AVGC’s CRSO. 
Each range is equipped with copies of the Incident and Close Call Report Form. The completed form shall be 
deposited in one of the drop boxes located in the Adobe Clubhouse and in the Trap Club House, or emailed 
directly to the Vice President. 
 
Both incidents and close calls are to be reported. An incident is any accident where injury or property damage 
has occurred. A close call is any unsafe situation or hazard that has a potential for injury or property damage 
to have occurred, but no actual injury or property damage has occurred. 
 
Following review of the submitted report to the Vice President, it will be taken to the Safety Committee for 
review. The Safety Committee will determine if any further action is necessary, including if the report 
necessitates a phone call, or if a safety hearing is necessary. If a hearing is deemed necessary, the Vice 
President will notify all parties involved and set an appropriate time for the safety hearing. The Vice President 
shall advise the accused of their rights to provide evidence or witnesses in rebuttal. If a single incident report 
lists more than one offender, each member will be afforded an individual hearing. The Vice President will 
offer to provide the report and set a time to view the video with the accused prior to the hearing. 
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Conduct of Hearings 
 
The Safety Committee, under the Board of Directors, will take responsibility for reviewing each case 
individually and decide on what action should be taken. Present at the hearing shall only be the Chair of the 
Safety Committee, the voting members of the Safety Committee present, the recording secretary, the author 
of the report, and the accused member. Witnesses may be called into the room as needed. Persons accused 
shall have the right to examine evidence, witnesses presented, and shall have the right to hear all findings, and 
present a rebuttal. Subsequently, the hearing will be closed, the accused and the author excused, and 
deliberations shall commence with only the voting members of the Safety Committee present, the Chair of the 
Safety Committee, and the recording secretary. Once a decision has been reached, the accused member and 
author of the report will be invited back into the hearing and informed of the Safety Committee decision. If 
the accused member or the author of the report do not agree with the Safety Committee’s recommendation, 
then either can appeal to the Board. The Board, in closed session, can: 

1. Choose to hear the appeal and uphold the Safety Committee decision; 
2. Choose to hear the appeal and; 

a. Take no action and the decision stands 
b. Change the decision 

3. The decision of the Board is final and not subject to appeal 
 
In matters involving proprietary or pending legal matters, the meetings may be restricted to the Executive 
Board of Directors or Board of Directors. 
 
Actions by the Safety Committee and Board of Directors 
 
The Safety Committee, under the Board of Directors, may impose suspensions of privileges, letters of caution, 
and letters of censure and may suspend or revoke memberships for violations of the AVGC Policy on 
Sportsmanship and Conduct Policy. The Safety Committee shall adhere to a THREE STRIKES POLICY as follows: 
 

1. First Incident Report: Strike 1-Letter of Caution; 
2. Second Incident Report: Strike 2-May result in suspension of privileges; 
3. Third Incident Report: Strike 3-Will result in termination of membership. 

 
Issuance of more than one strike per Incident Report requires Board approval. In extraordinary circumstances, 
the Board of Directors reserves the exclusive right to impose additional strikes up to and including expulsion. 
 
Each strike shall expire in 2 years. Accumulation of 3 unexpired strikes will result in expulsion. Any expired 
strike will be dropped from the record but remain in the file of the offending member. At all times, California 
Corporations Code for Mutual Benefits Corporations shall dictate the conduct of proceedings and shall guide 
the board in all actions. Members shall have the right to present their case, witnesses and evidence, and shall 
have the right to confront accusers, evidence and present a defense. 
 
Sanctions Imposed for Member Misconduct 
 
California Corporations Code for Mutual Benefits Corporations governs the sanctions that any corporation may 
impose on a member, specifically, Sections 7341. 
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As such, the Apple Valley Gun Club, as a Mutual Benefit Corporation chartered in the State of California, shall 
abide by the current section as referenced above. Sanctions imposed for member misconduct focus on 
suspension, restriction, and termination of membership in the Apple Valley Gun Club. 
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APPLE VALLEY GUN CLUB 

CONFLICT OF INTEREST & CONFIDENTIALITY DECLARATION 
 

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. 

 
2. 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. 

 

3. Any member of the board, any committee, or staff who is an officer, board member, a 
committee member, or a 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 board action specifically directed that agency, she/he shall 
not participate in the decision affecting that agency and the decision must be made and/or 
ratified by the full board. 

 

4. 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. 

 

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

 

6. Now this is to certify that I, except as described below, am not now nor at any time during the 
past year have been: 
. 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 CLUB which has resulted or could result in personal benefit to me. 

A. 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. 

 
0. 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 I 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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Exceptions: 
 
 
 
 
 
 
 
 

POLICY STATEMENT ON CONFIDENTIALITY 

Nonprofit organizations deal with confidential information on a regular basis. It is critical that the 
Board Members and volunteer staff understand the importance of the confidentiality of information 
that have access to while working on the programs. 

In general, all communications with the APPLE VALLEY GUN CLUB from any outside agency or 
individual seeking business or information about any transactions shall be made directly through the 
Apple Valley Gun Club, Inc. corporate office. The official representative in such matters is the 
corporate secretary. No contact shall be made with individual board members, committee members, 
or other volunteer staff working in an official capacity with access to controlled 
information. Individuals may be named and authorized to represent the Apple Valley Gun Club in 
official matters by their specific duties as delineated in the Bylaws and Policies and Procedures of the 
Apple Valley Gun Club or actions of the Board of Directors or Executive Committee as recorded in the 
official minutes of meetings. 

 

Information of particular concern and considered confidential is as follows: 

1. Financial records, transactions and contracts 
2. Membership lists or documents containing member contact information and other 

privileged personal information. 
3. Internal communications between board members, committee chairs and committee 

members concerning internal policy discussions of the corporation. 
4. Any information, electronic, printed or verbal, concerning ongoing matters before the 

Executive Committee relating to internal personnel matters, financial decisions or 
proprietary subjects. 

 
 

Printed Name   
 

Signature  Date  
 
 
 
 
 
 
 
 

03/01/21 DLM 
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APPLE VALLEY GUN CLUB MEMBERSHIP APPLICATION 
MEMBERSHIP APPLICATION INSTRUCTIONS 

 
 

MISSION 
 
General Purposes: 
 
 This corporation is formed for the following social, educational and recreational purposes, which shall 
not allow for the distribution of gains, profits, or dividends to the members. 
 
Specific Purposes: 
 

1. To encourage and teach organized shooting among members and the community with a view towards 
increasing knowledge of the safe handling, use and care of firearms as well as improving marksmanship 
and developing traits of honestly, good fellowship, self-discipline, team play and self-reliance essential 
to good sportsmanship. 
 

2. To promote and teach safety and sportsmanship in connection with the use of firearms and archery 
items. 

 
 

APPLICATION INSTRUCTIONS 
 

1. Application must be submitted to the Board of Directors at the membership meeting conducted on the 
SECOND WEDNESDAY of each month.  Please be at the meeting place at 6:30 p.m.  See the club 
calendar for specific dates and locations. 
 

2. Please complete all section of page 1.  You must sign the application. 
 

3. Applicants must appear at the Membership Meeting in person in order to be granted membership.  
Approved membership applications will grant you a probationary membership.  During that period, you 
will complete the necessary requirements for full membership status.  Your initiation fee will be a one-
time payment of $225.00.  Your dues for the year in which you apply for membership will be prorated 
based upon the months remaining in the current calendar year.  The pro-ration rate will be $10.00 per 
month for members under the age of 65, and $4.00 per month for seniors 65 and over. 

 
4. All members of the Apple Valley Gun Club must be current members of the National Rifle Association.  

You much present your membership card or other proof of current membership prior to being 
considered for membership. 

 
5. If you join in October, November, or December you will pay the proration plus the applicable 

membership dues for the following year. 
 

 
Rev 24/06/30 DLM 
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