
Forms, Flowcharts, Giving, Fundraising, Annual Reports and 
more!  



 Which form do you use for International and State project donations?
 To whom do you make the check?  Can you make just one check for all projects?
 Where do you send this form?
 Which form do you use for donations to Marguerite Fund? Chapter House?
 To whom do you make the check?
 Where is this check sent?
 Where would you find information regarding the LC (Local Chapter) treasurer software?
 When fundraising, do we have a tax ID number?
 Does the treasurer order all supplies for the chapter?
 What are PIP (Partners in Peace) and Laureate chapters? 
 When are annual reports due to the state treasurer?
 Where can I find answers to most of these questions?



CSC Donation Form CPCC Donation Form





 The most asked question by Chapters 
is, “What is our Tax ID number?”  “Each 
entity has its own federal tax 
identification number assigned by the 
IRS.  These numbers are filed for and 
maintained by the P.E.O. Executive 
Office and are for IDENTIFICATION 
purposes only.” With that said, however, 
our Tax Status of P.E.O. in the U.S. 
(found on the Colorado P.E.O. Website) 
says, “A tax exempt classification by the 
IRS under section 501(c)(4) does NOT 
imply an exemption from sales tax, 
which is a separate issue determined by 
each state. Questions concerning sales 
tax liability should be directed to the 
state department of revenue BEFORE a 
fund-raiser is held.”

This Photo by Unknown Author is licensed under CC BY-SA
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You can find the fundraising policy on the 
Colorado P.E.O. website.  Why do we 
fundraise?  To support our philanthropies 
both Internationally and in our state. If a 
chapter is sending out a notice of their 
fundraising event to other chapters or 
entities, the following MUST be 
accomplished: 1.  Send a copy of the 
invitation to CSC Executive Board for 
approval; 2. It must include the following 
language, “P.E.O. chapters support the 
educational and charitable funds of the 
P.E.O. Sisterhood, but are not classified 
as charitable by the IRS.  Therefore, 
donations to individual chapters do not 
meet the IRS requirements for a 
charitable income tax deduction.  P.E.O. 
shall not be liable in any way for any 
goods and services supplied by third-
party vendors or public establishments.”



 Who orders chapter supplies?  YOU! The 
chapter treasurer.  Many supplies today, can be 
downloaded from, filled in online, or purchased 
from the International P.E.O. website. The CSC 
online donation form is fillable online! After you do 
this, you can print it directly. Treasurers can also, 
at the vote of their chapter, purchase the chapter 
treasurer software from International.  This is a 
one-time purchase and can be used year to year 
and receive tech support from International.  The 
Colorado State Treasurer DOES NOT do anything 
with the software, so if you have problems, you 
must contact International.



This form is also fillable online on the International 
P.E.O. website.



What is a Laureate Chapter?  It is a chapter that gives $500 or more 
to P.E.O. Scholar Awards or successfully sponsors a Scholar Award 
Candidate.  There is no form to fill out for Laureate Chapters like 
there is for a Partner in Peace (IPS donation)



 The Membership Worksheet for Treasurers is found on the 
Colorado P.E.O. Website under treasurer forms.  This is updated 
(with a new date) every year and it is a very helpful tool to keep 
track of initiates, reinstatements, transfers, deaths and inactives.  
This will be VERY helpful when doing your annual report!
 You are asked to turn this sheet in WITH your annual reports, 
so it is a great idea to print it out and use it as a working copy 
throughout your year as treasurer.  It is really an invaluable tool.



Our Executive Treasurer would like for 
you to know……

She is available for questions and 
gives wonderful answers!

Joanne Johnston

josie@frii.com

Help her help you!  

mailto:josie@frii.com


 Annual reports are DUE by March 10th to the 
Colorado State Chapter Treasurer.  This due date 
is very important as the Colorado State Chapter 
Secretary and Treasurer have to match their 
numbers before sending in their annual state 
report to International.  The state treasurer checks 
all math on the annual report as well as on the 
IRS-LC.  The IRS-LC is the IRS paperwork for a 
LC (Local Chapter).  



 This annual report is fairly self-explanatory.  
When the treasurer knows the active member 
number, she then calculates according to the 
numbers on the sheet, fills in 
initiates/reinstatements and calculates the 
monies for those, then adds it all up and sends a 
check made out to Colorado State Chapter.

 These forms are sent in a packet to the 
President who then distributes them to the 
treasurer.

 The chapter treasurer and president MUST sign 
the report before sending it in to the Colorado 
State Treasurer.







 P.E.O. giving is nothing short of phenomenal!
 Being the treasurer of your chapter is a heavy responsibility.
 If you have questions, please don’t hesitate to contact a state 
officer.
 Many questions can be answered by reading the P.E.O. 
constitution, asking questions or simply reading your IOLC 
(Instructions to Officers of Local Chapters).  The IOLC is found 
on the International and State websites.
 Thank you for your willingness to take the office of treasurer 
and may your year be wonderful!
 “It shall be the chief duty of each member to consider 
thoughtfully the full import of P.E.O.”  Be thoughtful as you do 
your job as a local chapter officer. Each sister is a part of who 
we are and the importance of what we do.
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