Amundsen
Athletics Foundation
VIKINGS

Team Purchase Procedures Using AAF Managed Funds

To make a purchase through Amundsen Athletics Foundation (AAF) you must have funding in your team account
that is managed by AAF or have incoming revenue from an active fundraiser that AAF is representing for your team.

When making a purchase you must follow these steps:

1. Discuss your purchase with the Athletic Director and obtain permission to proceed.

Once the Athletic Director approves your purchase you must obtain a quote from the respective vendor
and provide them with a copy of the AAF Tax Exempt Documents.

a. For an Amazon or Costco purchase (Costco purchases are reimbursement only) you will need to
do an online search for the products and generate a screen shot with pricing information. Your
order will be placed using an existing AAF tax exempt account.

3. Complete the top two sections of the AAF Team Requisition Form (Purchase Information, Vendor
Information). Be sure you are using an Adobe account or Adobe Reader when completing the form.

4. Save the form and submit with quote or screen shot to treasurer@amundsenathleticsfoundation.org for
purchase and funding verification.

5. Upon verification the AAF Treasurer will route the requisition for approval sign-offs by an AHS admin
representative and an AAF board representative. You will be cc’d through this process.

6. Once AHS and AAF sign-offs are secured you will be notified of this and able to place your order with the
respective vendor. If there is a price difference from the amount on the approved requisition form you
will need written approval from the AAF Treasurer before proceeding with your purchase.

a. If an Amazon purchase, AAF will place this order for you.

b. If a Costco purchase, you will be issued an AAF membership card by the Athletic Director to make
your purchase; purchase must be made and card returned within 48 hours of issuance.

7. Upon receipt of your purchase confirm that all is in order and submit invoice to
treasurer@amundsenathleticsfoundation.org

8. Treasurer will process payment with funds from your team’s AAF managed account.
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Department of the Treasury Date:
Internal Revenue Service 10/13/2021

P.O. Box 2508 87-1816808
Cincinnati, OH 45201 Person to contact:

Name: Customer Service

Effective date of exemption:
July 01, 2021
Contribution deductibility:
Yes
Addendum applies:
No
DLN:
26053607003651

Dear Applicant:

We're pleased to tell you we determined you're exempt from federal income tax under Internal Revenue Code
(IRC) Section 501(c)(3). Donors can deduct contributions they make to you under IRC Section 170. You're also

letter could help resolve questions on your exempt status. Please keep it for your records.

Organizations exempt under IRC Section 501(c)(3) are further classified as either public charities or private
foundations. We determined you're a public charity under the IRC Section listed at the top of this letter.

If we indicated at the top of this letter that you're required to file Form 990/990-EZ/990-N, our records show
you're required to file an annual information return (Form 990 or Form 990-EZ) or electronic notice (Form
990-N, the e-Postcard). If you don't file a required return or notice for three consecutive years, your exempt

_ status will be automaticallv revoked.

If we indicated at the top of this letter that an addendum applies, the enclosed addendum is an integral part of
this letter.

For important information about your responsibilities as a tax-exempt organization, go to Www.irs.gov/charities.
Enter "4221-PC" in the search bar to view Publication 4221-PC, Compliance Guide for 501(c)(3) Public

Charities, which describes your recordkeeping, reporting, and disclosure requirements.

Sincerely,

rfece a - pehlat

Stephen A. Martin
Director, Exempt Organizations
Rulings and Agreements
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