La Paz Keene, Calif. 93531
805-822-5571

STATE CITIZENS’ PARTICIPATION COMMITTEE
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SCPC NOTICE 8-76=-1

TO: "UFW of America, AFL-CIO YES on 14 Committee'' Campaign
Director and Cost Center Directors (for action)
SCPC Board of Directors (for information)

FROM: Mack C, Lyons
State Citizens' Participation Committee Executive Director

DATE OF ISSUE: 23 August, 1976
EFFECTIVE DATE: 1 August, 1976
EXPIRATION DATE: 15January, 1977

SUBJECT: "UFW of America, AFL-CIO YES on 14 Committee' (YES on 14
Campaign)

Purpose

To provide all concerned with direction in sufficient detail to assure:

1, Accurate and timely accounting for our management purposes; and

2, Accurate records, with a proper audit trail as needed to pre=-
pare and submit, on time, the various 'Proposition 9" reports
relative to our YES on 14 Campaign.

Background

We have started our campaign to alert the voters of California of the
vital need for their YES vote on Proposition 14, on November 2, 1976,
and to communicate to them that Proposition 14 is essential to guarantee
farm workers the opportunity to exercise their right to vote, in secret
ballot elections in the fields; and that experience has proven that the
existing law, while providing the right to vote, does not assure that
ballots will be printed or elections actually held,

Tn running our YES on 14 Campaign it is essential that we fully comply
with both the letter and spirit of the 'Proposition 9'" reporting re-
quirements of the State of California,
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The follecwing actions have already been taken:

1, The SCPC Bank Account has been opened,

2. Income from qualifying the Initiative has been deposited in
the SCPC account,

3, Money raised from mass mailings from April to August 3, 1976,
has been deposited in the SCPC account (income after August 4
goes to the SCPC lock box for deposit in the SCPC account),

Much of the information that follows may be repetitious to many of you,
but PLEASE read and comply carefully, It is critically important to

the success of the YES on 14 Campaign that accurate records are kept and
that all of our books and records are in order so that we can easily com=

ply with the detailed requirements of 'Proposition 9'when reports are due
in September, October and January to the California State government,

Some points that you might have been overlooking in the past in filling
out expense vouchers include:

You ABSOLUTELY MUST fill out the complete name and address of
each person or business to whom checks are written, We can keep
track of this information for '"Proposition 9" reporting in the
computer ONLY IF YOU GIVE THE COMPUTER THE INFORMATION ON THE
VOUCHERS, It only takes you a second to do it when you write

the voucher, It would take days and a lot of headaches and risks
to have to go back and attempt to gather the information later,
when we are preparing the report to the government,

On income it is always important to know who gives us contribu-
tions so we can go back to the same people in the future for more
help; BUT IT IS EVEN MORE IMPORTANT DURING THIS CAMPAIGN, We
have to report the name and address and occupation and employer
of ALL CONTRIBUTORS WHO GIVE MORE THAN $50 during the whole
Tnitiative campaign (April through November), The computer can
keep track of each donor and each contribution so that we can tell
when a person has accumulated donations of $50 or more, but ONLY
IF YOU FILL OUT THE RECEIPTS AND CODE CHECKS SO THAT THE COMPUTER
IS GIVEN THE INFORMATION TO KEEP TRACK OF, This would be almost
impossible to go back and gather later, so PLEASE be sure the
donor's name and address appears on the check and that the code
is completely filled out on each check and cash receipt.

Scope and Application

The policies and procedures detailed in this Notice are to be closely
followed by all persons connected with the Farm Workers movement. The
details of the Notice essentially apply to activities within California;
no changes are made to policies and procedures now in effect outside
California,

Policy —
Mack Lyons, SCPC Executive Director, is responsible for budget review,

funds disbursed, financial accounting, auditing and 'Proposition 9"
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reporting, Marshall Ganz, YES on 14 Campaign Director, is responsible
for and in charge of the entire program planning and execution.

All detail questions relative to these accounting policies and procedures
from within the YES on 14 Campaign organization will be funneled to
Marshall Ganz of the YES on 14 Campaign Administration Division who, if
need be, will contact Mack Lyons,

All detail questions, relative to either program or these accounting
policies and procedures, from within the UFW Contract Administration
Department will be funneled to Eliseo Medina, Contract Administration
Department Head, who, if need be, will contact Marshall Ganz on program

or Mack Lyons on financial management,

~-All money raised for the Initiative/Proposition 14 after August 4,
1976, will be processed through the YES on 14 Campaign (State
Citizens' Participation Committee) lock box.

~-A1l TG materials used in the campaign in California will be
bought by SCPC and all income from their sale will be processed

through the YES on 14 Campaign lock box,

-SCPC will purchase the entire California boycott inventory of TG
currently on hand,

-Contract Administration Department is to appropriately code and
process funds, UFW or SCPC, in accordance with the purpose for

which they are raised,

-Except for Initiative or Proposition 14 mass mailings from La Paz,
funds raised outside California are to be for the UFW Union to
support ongoing Union operations, unless specifically designated
for the YES on 14 Campaign,

-All "Proposition 9" reports/reporting questions will go to the
respective Division and Department Head and then, if need be, to

Mack Lyons,

-An accountant (Paul Hammond) will circuit ride the Campaign Ore
ganization and Accounting Division as an internal auditor reporting
to Mack Lyons, His function will be to test/assure the timeliness,
accuracy and adequacy of the financial management process both for
internal management and "Proposition 9" reporting purposes.

-0On campaign staffing arrangements involving personnel now with
Boycott Department, Nick Jones gives leave of absence permission,
Money will normally be advanced for travel, with ad justment made

when the travel expense report is submitted.

~-Campaign budget is made and updated by Marshall Ganz and submitted
to Mack Lyons for review and approval action,
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