COLUMBUS CHARITIES –TOOTSIE ROLL PROGRAM

Helping People with Disabilities

REQUEST FOR MISSING DOCUMENTATION

	COUNCIL NO.  __________________________
	DATE:  _______________


Worthy Grand Knight:

Thank you for sending the material from your council’s Tootsie Roll Drive.  The required information submitted was not complete.  Before we can issue a check to the organization(s) you have selected, the following information is required.

	⁭
	Check to Columbus Charities – Tootsie Roll Program for the amount on the Council Drive Report Form.  $_____________

	⁭
	The Council Drive Report Form.

A new form is attached.  Please complete and submit.  Include receipts for claimed expenses.

	⁭
	The Request for Distribution Form.
A new form is attached.  Please complete and submit.

	⁭
	Copy of the IRS letter showing the Tax ID Number and confirming 501 C (3) status of the organization(s) you have selected.

	⁭
	The required receipts for the following expenses.  Note: a copy of front and back of cancelled check is acceptable.
⁭ Candy       
⁭  Aprons   
⁭ Direct Postage   
⁭  Direct Printing



	⁭
	Other: 



Please submit requested information to:

	Kim Washburn

	State Chairman Tootsie Roll Program

	6426 Alpine Dr SW

	Olympia, WA  98512


Fraternally, 

Kim Washburn
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