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POLICY/

PROCEDURE
I.
PURPOSE:

To establish guidelines for disclosure of information, due to the fact that as part of our tax-exempt status, the Internal Revenue Service requires that the financial records of a not-for-profit organization be available to the public for review.
II.
POLICY:
The following records are available for public access:

1.
Form 990, Return of Organization Exempt from Tax (including all schedules) for the three preceding years.

2.
Form 1024, Application for Recognition of Exemption (including all correspondence submitted by GLCVB supporting this form)

 The following records not available for public access are as follows:

1.
Form 990-T, Exempt Organization Income Tax Return, Unrelated Business Income

III.
PROCEDURE:

The location of the review is to be at our corporate office located at 1223 Turner St., Ste 200, Lansing, MI 48906.   These records are available during normal business hours, Monday through Friday between the hours of 8.30 am until 5.00pm. It is the policy of the GLCVB to have a representative present in the room during the review.   It is not required by the GLCVB to provide copies of the documents to the reviewer.  The reviewer has the right to take notes during the review and can photocopy the documents if the reviewer brings their own copying equipment.  As a convenience to the inspector the GLCVB will provide photocopying services at a charge of $1.00 for the first page and $0.25 for subsequent pages.
Copies of the returns are easily accessible by GLCVB staff as they are located in an envelope that has been placed the pencil drawer of the reception desk.
