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Click the CONTINUE button. You will receive an email confirming your user profile was set up. 

 

 
 

Select Manage E-Postcard Profile 
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Chose Exempt Organization and click on CONTINUE. 

 

 
 

Put in YOUR EIN, choose Add EIN. This will look up your information and put in the Organization Name. If 

you are a member club under the AVA’s 501(c)(3) umbrella, the name will be AMERICAN VOLKSSPORT 

ASSOCIATION, INC. If you are an independent, your club name should appear. 

 

To submit the e-postcard, click on CREATE NEW FILING. 

 

Choose your EIN from the drop down list and click the CONTINUE button. 
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Select CONTINUE 
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The forms above and below are part of the same page. Use the scroll bars. If you are under the umbrella, you will 

add your club name in the DBA Name under Organization. Fill out the form with the club address information, 

and your responsible person (usually you that is filling out this information) all the way to the bottom. 
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SUBMIT FILING. On the next page, you will get an output certificate. Print that, preferably a screen print that 

puts it into a PDF file, then send it to IRS-E-990@ava.org so it can be recorded in your file.  

 

If you have any questions, you can send an email to the above address and someone will respond as quickly as 

we can, or contact the National Office at 210-659-2112 and ask for who can assist you with the Electronic 

Postcard. 
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Annual Financial Report and Worksheet 
For IRS Section 501(c)(3) Organizations 

 

Required each year by November 15 to maintain your club’s 501(c)(3) status. Form must be 
signed by President and Secretary. Both pages must be submitted to AVA Headquarters.  
 

Club Name:            AVA #:   

Official Club Address:             

City/State/Zip Code:             

Treasurer:          Daytime Phone:    

Email:               

 1. The financial report for fiscal year ending June 30, 20 , is summarized as follows: 

  GROSS INCOME  $          

  GROSS EXPENSES  $          

  NET GAIN / LOSS  $          

 

 2. IRS Form 990 was filed and a copy is attached.  

 Indicate reason for filing: 

  This is the first year under Group Exemption and IRS Form 990 is required. 

   This fiscal year gross receipts exceeded $50,000. 

   The IRS sent Form 990 even though gross receipts were less than $50,000. 

 _____ The gross receipts were less than $50,000, club must file a 990N annually (E-Postcard). 

   A confirmation copy sent to AVA by mail, fax or email is required. 

 Or 

  _____ Club is under another entity’s group exemption. 

    
 Name of Entity ______________________________________________________ 

 

3. The undersigned affirms that the club is in good standing with the AVA, is a non-profit 

organization, and has continued to comply with all requirements for inclusion under the AVA 

Group Exemption as stated in AVA Policy 1.02 and IRS Section 501(c)(3), Internal Revenue 

Code.  Clubs EIN# is: ________________________________ 

 

President Signature:           Date:    

 

Secretary Signature:           Date:    

Mail to:  
AVA HQ, 1001 Pat Booker Rd, Suite 101, Universal City, TX 78148-4147  

Fax: 210-659-1212  
Email: avahq@ava.org 

AVA Form 102C3F (June 2005) 
Revised November 16, 2015 
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Annual Financial Report and Worksheet 
For IRS Section 501(c)(3) Organizations 

 

Required each year by November 15 to maintain your club’s 501(c)(3) status. Form must be 
signed by President and Secretary. Both pages must be submitted to AVA Headquarters. 
 

Show negative amount in (  ). Use decimals in each column including zeros. 
  

GROSS INCOME 
 Club Member Dues   $   

 Donations    $   

 Event Fees    $   

 Fund Raisers    $   

 Sales     $   

 Other     $   

 TOTAL GROSS INCOME  $   

 GROSS EXPENSES 
 AVA Annual Dues   $   

 AVA Sanction Fees   $   

 AVA Participation Fees  $   

 Inventory Purchases  $   

 Donations    $   

 Administrative Supplies  $   

 Event Supplies   $   

 Miscellaneous Expenses  $   

 State Association Dues & Fees $   

 TOTAL GROSS EXPENSES $   

 NET (INCOME – EXPENSE) $    
Show negative amount in (  ). Use decimals in each column including zeros. 
      Beginning Bank Balance   $   

      Deposits & Additions +   $   

      Checks-Cash & Deductions -  $   

      Ending Bank Balance   $   

      Total Value of Other Accounts   

      (CDs, Savings, Secondary Checking) $   
 

Mail to:  
AVA HQ, 1001 Pat Booker Rd, Suite 101, Universal City, TX 78148-4147  

Fax: 210-659-1212  
Email: avahq@ava.org 

AVA Form 102C3F (June 2005) 
Revised November 16, 2015 
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c. Submit participation figures for YRE’s and events (YREs quarterly and 

events as required) 

Submitting Electronic Event Participation Reports 

Paragraph 4.11 of the AVA Policy Manual establishes parameters for After 

Action Reporting. It is highly recommended that clubs become familiar and stay 

current with the policy. The Policy Manual establishes that the Event Participation 

Report for Traditional Events must be received at AVA Headquarters by the 

thirtieth day after the last day of the event and that the last day of the reporting 

quarter. It is strongly recommended that the report be submitted quickly to 

minimize the possibility forgetting about it until the embarrassing late fee 

reminder is received and the club suffers the additional embarrassment of finding 

itself to be not in good standing. To submit an After Action Report, you must get 

to the Club Home Page by following the instructions in Getting Started – 

Accessing the Home Page.  

 

Submitting Electronic Event Participation Reports 

Paragraph 4.11 of the AVA Policy Manual establishes parameters for After Action Reporting. It 

is highly recommended that clubs become familiar and stay current with the policy. 

The Policy Manual, current as of June 2013, establishes that the Event Participation Report for 

Traditional Events must be received at AVA Headquarters by the thirtieth day after the last day 

of the event and that the quarterly participation report for Year Round and Seasonal Events must 

be received 30 days after the reporting quarter. It is strongly recommended that the report be 

submitted quickly to minimize the possibility of forgetting about it until the embarrassing late fee 

reminder is received and the club suffers the additional embarrassment of finding itself to be not 

in good standing. 

To submit an After Action Report, you must get to the Club Home Page by following the 

instructions in Getting Started – Accessing the Club Home Page. 

Briefly, 

1. From the AVA home page placing your mouse pointer over Club on the menu bar, move the 

cursor over Clubs only on the drop-down menu, move the cursor over Club Home Page-

ESR, and click. 

2. Click on the Clubs button of the Club Home Page. 

3. Enter Login ID and Password and click on the Login button of the Club Login page. 
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Figure 1 - Club Home Page 

1. From your AVA Club Homepage, click on the Events button to get to the ESR Navigation 

page. 

 

Figure 2 - Club ESR Navigation Page 

2. Click on the Check ESR button to reach the Club ESR Status Listing Page. 
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Figure 3 - Club ESR Status Listing Page 

3. Locate the correct Event ID number for the report, 95712 in this example, and note that in 

the bottom right corner of the box there are two buttons; click on the button labeled 

Participation Report to reach the Event Participation Updates page. 

 

Figure 4a - Traditional Event Participation Updates Page 

4. Check the Event ID to ensure that you are about to enter data for the correct Traditional 

Event. 

5. The values have already been set for zero, so you just need to enter the appropriate numbers 

in the five categories across the bottom of the form, double check, and then click the 

Submit Update button. 
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Figure 4b – Submit Confirmation Popup 

6. When you click on Submit Update a popup will appear asking for confirmation. This is yet 

another opportunity for you to verify the participation numbers. 

7. Click OK to submit your report, or Cancel if you want to make changes. 

 

Figure 4c - Traditional Event Participation Updates Page – Updates Confirmed 

8. Once the update information is submitted, a confirmation message will be displayed in the 

upper left of the Event Participation Updates page, and a Retract button will also be shown. 

9. If the numbers are not what you intended, click on the Retract button to reset the form to all 

zeros and try again. (See page 3, Figure 4a) 
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You must make the correction immediately. The ESR and the retract capability goes 

away once the billing report has been printed at Headquarters. In that case, you will need 

to call Headquarters. 

10. We urge you to use your internet browser’s print capability to print this page before leaving 

it (the message will vanish when you leave the page and the electrons will be recycled). 

11. An automatic e-mail notice is sent to the club POC showing the participation data that was 

entered. A sample email is shown on the page 8. Instructions on disposition of Free Walker 

Coupons can be found on page 9. 

12. Click on Club ESR Status Listing to make additional reports, or click on AVA Home to 

return to the AVA Home Page. 

13. Click on Club ESR Status Listing and we will see what it takes to submit a quarterly report 

for a Year Round Event. 
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Figure 5a - Year Round/Seasonal Event Participation Updates Page 

14. The values have already been set for zero, so you just need to enter the appropriate numbers 

in the five categories, double check and click on the Submit Update button. 

 

Figure 5b – Quarterly Report Error Message 

15. Make certain that you have checked the applicable Quarter, or you will receive an error 

message. 

16. Click OK and now check the Quarter box. 
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17. Click on the Submit Update button again. 

 

Figure 5c – Submit Confirmation Popup 

18. A popup will appear when you click on Submit Update, asking for confirmation. This is 

another opportunity for you to verify the participation numbers. 

19. Click OK to confirm the submission, or Cancel if you want to make changes. 

 

 

Figure 5d – Report Confirmation Message 

20. A confirmation message will be displayed in the upper left of the Event Participation 

Updates page after the quarterly report is submitted, and a Retract button will be shown 

with the quarter entry line. (Note in Figure 5d that the First and Second Quarter reports have 

been submitted for this Year Round Event and that billing has been accomplished. Also note 

that the Retract buttons have disappeared. The same will occur for subsequent quarterly 

reports.) 
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Figure 5e – Retract Confirmation Popup 

21. If the numbers are not what you intended, click on the Retract button to try again. You will 

then get a popup asking you if you really want to retract your report. 

22. Click on OK to retract your report and start all over at step number 14 on page 6. 

Note: You must make the retraction immediately. As shown in Figure 5d, the 

retract capability goes away once the billing report has been printed at 

Headquarters. In that case, you will need to call Headquarters. You can also 

"correct" errors by adjusting the participation numbers in the report for the next 

quarter. Of course you will need to maintain your records and remember to make 

the adjustments. 

23. Click on Club ESR Status Listing to make additional reports, or click on AVA Home to 

return to the AVA Home Page. 

Subject: Quarterly Event Participation Submission 

Date: Thu, 18 Apr 2013 12:52:53 -0500 

From: <avahq@ava.org> 

To: <sierragoldstriders@att.net> 

 
 

Club: AVA-0941 

Event ID: 93806 

 

Quarter 1 

Award: 0 

IVV Credit Only: 4 

Non-IVV: 0 

Free: 0 

Coupons: 0 

Total: 4 

Participants Fee: $5.00 

Minus Coupons: -$0.00 

Processing Fee: $5.00 

Billable Amount: $10.00 

Submitted: 4/18/2013 

Figure 6 – Automatic Email 

24. An automatic e-mail notice is sent to the club POC showing the participation data that was 

entered (see Figure 6). You might consider saving this email in an appropriately labeled 

folder in your email manager, Outlook or Outlook Express. You should consider using your 

internet browser to print this page before exiting the page (the message and Retract button 

will vanish when you leave the page). 
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25. Send no money now; just sit back and wait for the statement. 

 

AVA-0941 

#93806 

 

 

Figure 7 – Example Free Walker Coupon 

Free Walker Coupons received for Traditional Event participation must be submitted by mail to 

the AVA Headquarters along with the IVV Certification Stamp post-marked within ten days 

after the event. 

Free Walker Coupons received for Year Round and Seasonal Event participation must be 

submitted by mail to the AVA Headquarters no later than 30 days after the end of the quarter in 

which they are reported. However, clubs may elect to hold the Free Walker Coupons and include 

them in the fourth quarter for Year Round Events or the final report for Seasonal Events. These 

coupons must be mailed and post-marked within 30 days after the close of the season or calendar 

year. 

All Free Walker Coupons must contain the club number and the five digit AVA Event Number 

on the back of the coupon as illustrated in Figure 7. 

Do not send coupons to Headquarters unless they have been reported electronically. The club 

will not receive credit for coupons unless they are first entered on the participation report. This 

applies to both Traditional and Year Round/Seasonal Events. 
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  d.  Return event stamps to AVA (as required) 

        

When your traditional event is complete, the stamp must be returned to AVA 

(postmarked by the 10th day of after the final day of the event). The stamp and 

handle should be cleaned by using alcohol in a low dish and a soft bristle 

brush before being returned. YRE and seasonal event stamps must be returned 

to AVA within 30 days after completed on the YRE or seasonal event. Clean 

the stamp in the same manner described above.  

 

e.  Pay state incorporation fees 

 

 Usually your state’s Secretary of State requires a fee to operate as an 

incorporated entity in the state. Fees vary from state to state. When you 

incorporate, you will be required to submit Articles of Incorporation (VERY 

similar to your club’s BYLAWS). One of the requirements is that in the 

closing articles, you must designate that if your club goes out of business, the 

remaining funds will go to a nonprofit organization. Please contact your 

state’s Secretary of State for all requirements.  

 

f.  Pay annual AVA dues 

 

 Your club will be billed annually for AVA dues. When you receive that bill, 

write the check, authenticate it (if your club requires this), and submit it to 

AVA. 

4. Prepare an annual budget and present to Executive Committee Club. Track 

spending against budget. 

5. Enroll and renew members in the club (unless the club has a separate Membership 

volunteer) and collect dues. 

When you collect the annual dues, this will require a note in the Income ledger. In the 

Income Ledger, you must note any names of those who paid.  Then when you deposit 

these funds in your club account, all you will need is the total amount. The same is 

required for new members. For new members, be sure to get contact information which 

will be turned over to the secretary. 

6. Receive and distribute club funds as required. Advise the President regularly as to 

the adequacy of club funds to meet club obligations.  

Some clubs require that checks be authenticated – that is, in addition to your signature, 

the President’s signature may be required too. 
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7. Monitor club funds and assets operated by committees.  

Be sure that committees provide receipts for reinbursment. 

8. Record and maintain central records of all club assets and liabilities. (In concert 

with the salaried accountant, if one is employed.) 

One of the central records you must maintain are start cards from your club events and 

the registration pages for your club YREs. These must be maintained for 7 years. As 

shown in Para 1 above, all financial records must be maintained for 7 years.  

46



Bylaws 

Why does a club need Bylaws? Organizations generally need rules to govern themselves. Parts of 

AVA operate differently. Clubs usually have a Constitution or Bylaws (they are usually considered 

to be the same thing) for governance. Clubs usually create Standing Rules or some other rules to 

implement the Bylaws. AVA uses a Policy Manual to implement its Bylaws.  

Bylaws usually have the following Articles: 

A. Name 

B. Purpose (in AVA and AVA Clubs, the purpose is contained as a 501(c)(3) nonprofit 

organization. 

C. Membership – who can be a member and member rights and responsibilities. 

D. Officers -  this article spells out the duties of each of the four officers. 

E. Meetings – tells when membership meetings are held. 

F. Elections -  tells how nomination are received and election procedures. 

G. Is there a Board of Directors -  this is where those duties are delineated. 

H. Committees. Usually there are Standing Committees and Special Committees. Duties and 

expectations are shown here.  

I. Here is where the rules of order are spelled out. Usually Roberts Rules of Order Newly 

Revised. 

J. How the Bylaws are amended. Because Bylaws are considered to be more permanent, a 

2/3 majority is usually required to change Bylaws, but amendment can be anything you 

want it to be; just spell it out here. Standing Rules usually require only a 50% plus one 

majority for change.  

K. What happens to the Treasury if the club dissolves? AVA requires that the club’s treasury 

go to an AVA affiliated organization (another AVA club or a state association, or even 

AVA itself). 

Standing Rules implement the Constitution/Bylaws. An example of this might be spending limits 

for officers. Spending limits would be spelled out here. Bylaws might require that spending limits 

be in place for the President. Standing Rules would spell out the limits. The limits might change 

form time to time. That the amounts be in Standing Rules allows the Executive Committee/Board 

of Director to change the amounts, as necessary. 

Incorporation 

Many clubs find it advantageous to incorporate as a 501(c)(3) nonprofit organization. 

Incorporation requires Articles of Incorporation. There are two advantages to incorporating: 

A. If sued, the club officers are not liable beyond the limits of the club’s treasury. 

B. Because incorporation requires action with your state, it gives AVA an added bit of 

exposure/publicity.  

Even though clubs are covered under AVA’s umbrella incorporation, gives serious consideration 

to incorporating. If your club decides to incorporate, contact your state’s Secretary of State for 

details. It usually requires an initial fee to incorporate and an annul fee to continue as a corporation. 

There may be other requirements as well; depends on the state. 
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Start Cards 

Shown below are the three kinds of start cards/waiver forms used for participants to register for 

volkssport events. Although the forms are used as a waiver and release of liability, they are much 

more important. These MUST be maintained for by the club for seven years. Only the white copy 

of the completed start card is kept. The yellow copy is used for control purposes during the event. 

If someone were to sue AVA because of injuries sustained at a volkssport event, the club will be 

required to produce the start card. Further, if someone is injured at an event, there is an Incident 

Report form created at that time. Both the start card and the Incident Report form are forwarded 

through the Regional Director to AVA. The Statue of Limitations usually expires after the seven 

year retention period. Although this is very important, there is another important purpose for the 

start card: mining the data to get new participants and new members. This requires that the 

information be legible. An example of this would be if the club sees that a person has participated 

who is not a usual at AVA events, the club in should contact that person with a greeting such as: 

“Welcome to Volkssporting! There is a club in your area/neighborhood. The contact person for 

that club is _____. Here is a list of upcoming events in your area you may be interested in: _____.” 

It’s also a good opportunity to get legitimate criticism. New participants are a valuable asset to the 

growth of AVA. The Start Point at the event may have suggested the purchase of a New Walker 

Packet. If they haven’t already bought one, the follow-up contact is another opportunity to get 

them participating regularly. 

Although most events use the two part start card, sometimes it may be useful to use one of the 

sheets normally used for Year Round Events. An example would be if there were a start point 

bottle neck or a very narrow start window. Someone could walk along the line of those waiting to 

register with a clip board getting people to register on the sheet. Of course, the clip board would 

work with the regular start card too. 
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Page Number _____ 

Event Registration Log 
Club Name ___________________________________________ Club No. ______________ Event No. _____________ 

 

Amateur Athletic Waiver and Release of Liability 
In consideration of being allowed to participate in any way in American Volkssport Association (AVA) volkssporting programs and 
related events and activities, the undersigned: 
1. Agrees that before or during my or my minor child’s participation, if I believe anything is unsafe, I will immediately advise the event 

supervisor or other person in authority at the volkssporting program and the related events and activities of such conditions and 
refuse to participate; 

2. Acknowledges and fully understands that each participant will be engaging in activities that could involve risk of serious injury, 
including permanent disability and death and sever social and economic losses which might result not only from my own or my 
minor child’s actions, inactions or negligence of others, or the condition of the premises, the trail or any equipment used.  Further, 
that there may be other risks not known or not reasonably foreseeable at this time. 

3. Assumes all the foregoing risks and accepts personal responsibility for the damages following injury, permanent disability or death; 
4. Releases, waives discharges and promises not to sue AVA, its affiliated clubs, their respective administrators, directors, agents, 

volunteers or employees, other participants, sponsoring agencies, sponsors, and advertisers, and, if applicable, owners and 
lessors of premises used to conduct the event from demands, losses or damages on account of injury, including serious injury 
permanent disability or death, or damage to property, caused or alleged to be caused in whole or in part by the negligence of any 
such person or organization, or otherwise. 

5. Members, please be aware that when you share photos, via digital image or otherwise, with AVA, such photos or images become 
the property of AVA and AVA, its legal representatives and assigns, retain the right and permission to publish and such photo or 
image in any written or electronic publication, including Checkpoint or TAW, on social media, websites or in audiovisual 
presentations, promotional literature, advertising or in any similar method. 

The undersigned has read the above waiver and release, understands that I have given up substantial rights by signing it 
and sign it voluntarily. I further understand that if I place my name on the form upon which this waiver and release is 
printed, that I voluntarily agree that I understand that I have given up substantial rights. 

 
American Volkssport Association, 1001 Pat Booker Rd, Suite 101, Universal City, TX 78148-4147 
AVA Form 900A 
Revised 2/7/2018 

START 
NUMBER 

DATE 
NAME & ADDRESS OF 

PARTICIPANT 
(Please Print) 

PARTICIPATION 
CATEGORY 
(Mark One) 

SIGNATURE OF PARTICIPANT 

   (  ) Award 
(  ) Credit Only 
(  ) Free 

 

   (  ) Award 
(  ) Credit Only 
(  ) Free 

 

   (  ) Award 
(  ) Credit Only 
(  ) Free 

 

   (  ) Award 
(  ) Credit Only 
(  ) Free 

 

   (  ) Award 
(  ) Credit Only 
(  ) Free 

 

   (  ) Award 
(  ) Credit Only 
(  ) Free 

 

   (  ) Award 
(  ) Credit Only 
(  ) Free 

 

   (  ) Award 
(  ) Credit Only 
(  ) Free 

 

   (  ) Award 
(  ) Credit Only 
(  ) Free 

 

   (  ) Award 
(  ) Credit Only 
(  ) Free 

 

   (  ) Award 
(  ) Credit Only 
(  ) Free 
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