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5905 Sovereign Drive, Houston, TX 77036 Tel:(713) 772-1133;Fax:(713) 772-1399

Board Resolution

WHEREAS, Media and Public Relationship Committee, Grants and Public Policy Committee, Donation
Management Committee, Internal Policy Committee, Finance and Budget Committee, Building
Management Committee, Gift Management Committee, Volunteer Management Committee, Business
Development Committee, Special Events Committee, Jin Bao Shan Library Committee, Senior Club
Committee, Administration, HR and Legal Committee, and Document Control Committee were
established to perform specific functions on behalf of the executive committee;

And

WHEREAS, the provisional procedures of the said function committees were submitted to the board
meeting on January 13, 2007 and were reviewed and discussed,

It is RESOLVED, that the form of the provisional procedures of the said function committees submitted to
the board meeting on January 13, 2007 be, and the same hereby is, adopted as the provisional procedures
(first version) of the said function committees, effective on January 15th, 2007, and a copy of such
provisional procedures shall be filed with the minutes of the board meeting.

Date: 13th day of January, 2007

Jun Yang, Chair of the Board
Attest:

Zhong Xie, Secretary of the Board
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Chair of the Board / President)

The chairperson shall be the chief volunteer officer of the corporation. Subject to the direction of the
board of directors, the chairperson shall guide the long-range planning process and development of
policies and give oversight to the execution of the policies and programs of the board of directors. The
chairperson along with the president shall represent the corporation in the community. The chairperson
may appoint from among the directors, with approval of the board of directors, the officers of the
corporation. The chairperson of the board shall perform other duties prescribed by the board of directors
and all duties incident to the office of chairperson of the board. The chairperson shall preside at all
meetings of the board of directors, the executive committee, and if this corporation has members, at
annual meeting of the members.

Unless another person is specifically appointed as the president of the corporation, the chairperson shall
also perform the duties of the president.

The President shall be responsible for the execution of the policies and programs of the Board of Directors
and for the administration of the affairs of the Corporation. The President may execute any deeds,
mortgages, bonds, contracts, or other instruments that the Board of Directors authorizes to be executed
unless execution of such instrument is expressly delegated to another officer or agent of the Corporation by
law. The President may authorize any officer or agent of the Corporation to execute deeds, mortgages,
bonds, contracts, or other instruments in the name of and on behalf of the corporation. The President shall
make and present the corporation’s budget to the Board of Directors for approval before the start of each
fiscal year.

Vice Chair of the Board)

The Board of Directors, upon the recommendation of at least two members of the Board and with the
approval of the Board of Directors, may appoint one or more Vice Chairpersons, to perform such duties and
functions as the Chairperson may from time to time prescribe, including without limitation, the
responsibility to preside over any meeting at which the Chairperson of the Board will be absent.

Treasurer)

Have charge and custody of, and be responsible for, all funds and securities of the corporation, and deposit
all such funds in the name of the corporation in such banks, trust companies, or other depositories as shall
be designated by the Board of Directors. Receive, and give receipt for, monies due and payable to the
corporation from any source whatsoever.

Disburse, or cause to be disbursed, the funds of the corporation as may be directed by the Board of
Directors, taking proper vouchers for such disbursements. Keep and maintain adequate and correct
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accounts of the corporation's properties and business transactions, including accounts of its assets,
liabilities, receipts, disbursements, gains and losses.

Exhibit at all reasonable times the books of account and financial records to any director of the corporation,
or to his or her agent or attorney, on request therefore. Render to the President and directors, whenever
requested, an account of any or all of his or her transactions as Treasurer and of the financial condition of
the corporation. Prepare, or cause to be prepared, and certify, or cause to be certified, the financial
statements to be included in any required reports. In general, perform all duties incident to the office of
Treasurer and such other duties as may be required by law, by the Articles of Incorporation of the
corporation, or by these Bylaws, or which may be assigned to him or her from time to time by the Board of
Directors.

(Secretary)

Certify and keep at the principal office of the corporation the original, or a copy, of these Bylaws as
amended or otherwise altered to date. Keep at the principal office of the corporation or at such other place as
the board may determine, a book of minutes of all meetings of the directors, and, if applicable,

meetings of committees of directors and of members, recording therein the time and place of holding,
whether regular or special, how called, how notice thereof was given, the names of those present or
represented at the meeting, and the proceedings thereof. See that all notices are duly given in accordance
with the provisions of these Bylaws or as required by law. Be custodian of the records and of the seal of the
corporation and affix the seal, as authorized by law or the provisions of these Bylaws, to duly executed
documents of the corporation. Exhibit at all reasonable times to any director of the corporation, or to his or
her agent or attorney, on request therefore, the Bylaws, and the minutes of the proceedings of the directors
of the corporation. In general, perform all duties incident to the office of Secretary and such other duties as
may be required by law, by the Articles of Incorporation, or by these Bylaws, or which may be assigned to
him or her from time to time by the Board of Directors.

Executive Committee

The Board of Directors may establish a standing committee of the Board of Directors known as the
Executive Committee which is authorized and empowered to perform, on behalf of the Board of Directors,
the following functions: (i) act on behalf of the Board of Directors in all matters with the exception of the
matters from which the Executive Committee is prohibited from acting in as set forth below; (ii) coordinate
the work of other committees for the Board of Directors; (iii) stay apprized of the activities of other
committees and to recommend board action when needed; (iv) oversee the execution of policies established
by the Board of Directors; and (v) coordinate the review of the performance of the President. The Executive
Committee shall not have the power to (a) amend the Articles of Incorporation; (b) adopt a plan of merger
or of consolidation with another corporation; (c) authorize the sale, lease, exchange, or mortgage of all or
substantially all of the Corporation’s property and assets; (d) authorize voluntary dissolution of the
Corporation; (e) revoke proceedings for voluntary dissolution of the Corporation; (f) adopt a plan for
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distribution of the Corporation’s assets; (g) amend, alter, or repeal the Bylaws or adopt new bylaws for the
Corporation; (h) elect, appoint or remove a member of a committee or a Director or officer of the
Corporation; (i) approve any transaction to which the Corporation is a party and that involves a potential
conflict of interest; (j) appoint advisors; or (k) take any action outside the scope of authority delegated to it
by the Board of Director.

Function Committee

The committees generally include one to five Board members, and frequently non-Board members are appointed
for their expertise in relevant areas. All committee members are appointed by the chairman of the Board/president
of CCC.

Duties of Members Emplo
Name of Committee Type . Chair Members (BOD) P
Committee (Non BOD) vyee

Government Relationship

Community Relationship

Loaner Relationship

Media and Public Relationship
v.1

Grants and Public Policy
v.l

Donation Management
v.1l

Internal Policy
v.l
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Building Management

Gift Management

\olunteer Management

Business Development

Special Events

Jin Bao Shan Library

Senior Club

Finance & Budget

Administration, HR & Legal

Document Control

v.l
v.l
v.l
v.l
v.l
v.l
v.l
v.l
v.l
v.l
14
Project Team
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Name of the Team Team Leader Other Members Period

6/27/2006
10/21/2006
Ifest
10/21/2006
BY LAW
, 10/21/2006
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281-856-3249
832-755-5289
832-816-4270
832-433-2751
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(Provisional Procedure) (try out procedure)

procedure 4
2
v.1l
v.1l
v.1l
v.1l
v.1l
v.1l
v.1l
v.1l
v.1l
v.1l
v.1
v.1
v.1
v.1
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Cco2
CO03
Co4
CO05
CO06

Co7

Co08

C09

C10

C11

C12
C13

Cl4

C15

Cl6

C17

C18
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10 e mail
11
12

13

14

15

16
17

18
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19

20

21

22

23
24

25

26

27

28

29

30
31

32
33

34

35

http://www.chineseciviccenter.org

17/78



36
37

38
38

40

31

180
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31

180

14
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10

11

12

31

EXCEL

ACCESS

30

180
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13

14

15

16

17

18

19

20

21

22

23

24

25

26

27

30

30

30

90

30

180

15

15

15
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28

29

30

31

EMAIL

14
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14

15

16

17

18

19

20

21

22

23

24

25

26

27

28

14

W9

30

10

30
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29

30

31

32

33

34

35

36

37

38

39

40

41

42

10

30

12

$10.00

14

48
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43

44

45

46

47

48

49

50

51

52

53

54

55

30

200 500
500 2000

REMODEL 2000

500

200

2000
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56

57

58

59

60

61

62

63

64

65

66

67

68

31
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69

70

71

72

73

74
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17
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19
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21
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12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

23.

24.
25.

26.

27.

UPC

14

$0.10/

EMAIL

$0.25/

$0.10/
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28.

29.

30.

31.

32.

33.

34.

35.

36.

37.
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39.
40.

41.
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14
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By-Law Section 2.3
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Rules of Chinese Civic Center Facility Usage

Chinese Civic Center (CCC) huilding is established by all those donors. And, it is open to community for their use. All
room tenant or hourly renter should be following these rules.

10.

11.

12.

13.

14.

15.

16.

A $100 refundable clean-up/damage deposit required. Only group, company, and personal checks accepted.
No money orders, cashiers checks or cash will be accepted.

A fee is required for occupancy and usages (see short term and long term usage fee structure).
Reservations must be made through the Facility Manager of the Center.

No person or group shall use any area or facility of the center for any purpose other than for which it is
designed or assigned.

Some functions may require uniformed security officers for additional security purposes.
Tenants/ renter shall be considerate of other Tenants/ renter, and not interfere with other groups’ activities.

The facility manager assigns rooms to maximize center capacity each day. Center reserves the right to
change rooms to accommodate other groups’ needs.

Rooms reserved shall be cleaned and returned to its original set up after use. Center reserves the right to
deduct cost of cleaning from deposit.

Children must be supervised by teachers or parents at all times.
No smoking is allowed within the CCC building. A fine of $50 will be imposed for each such violation.

No cooking is permitted within the CCC building unless otherwise specified. No food shall be left behind
after use of building. A fine of $50 will be imposed for such violations.

No alcoholic beverage shall be served to persons under the age of twenty-one.
Tenants/ renter have no right to duplicate keys without the prior written approval from the Center.

In case Center decides in its sole discretion to hire a temporary security guard, Tenants/ renter shall share
the cost of security guard according to its usage of the facility.

Each tenant can place one business sign above its door. The size of which shall not exceed 16 (inch) by 32
(inch), with black background and red characters.

Each tenant is allowed to place one poster with size not exceeding 36 (inch), x 36 (inch), the poster shall be
placed on the wall of its rented facility. Any unauthorized posters placed elsewhere will be removed without
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17.

18.

19.

20.

21.

22.

future notice.

Without Center’s prior written approval, nobody shall post anything of any kind within and outside the facility
of the Chinese Civic Center Building. Any such posting will be removed immediately without further notice.

Without Center’s prior written approval, nobody shall remove, alter, or damage posters that are authorized to
be posted within and outside the facility of the CCC Building.

Rest room supplies and cleaning supplies are the property of the Chinese Civic Center and for the use of
public only; nobody including tenants shall remove or take them for personal use. A fine of $100 will be
imposed for any such violation. Moreover, CCC has the right to publish such violations within the facility of
the Chinese Civic Center Building.

All prices are subject to change with 30 days notice to users.

User group hereby releases Center from (and center shall not be responsible for) damages and claims of
every kind, whether to person or to property, arising during the use of the facilities. User group agrees to
indemnify and hold harmless Center from any and all claims of any kind which may be asserted against
Center arising from or incident to user’s use of the premises or arising during the use of the premises.

User may use the address of the Chinese Civic Center, 5905 Sovereign Drive, Houston, TX 77036 on users’
publicity. CCC Building Phone Number (713) 772-1133, Office hours: Wed 2 pm — 6 pm; Saturday 10 am — 6
pm; Sunday 10 am — 6 pm.
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CHINESE CIVIC CENTER

5905 Sovereign Drive, Houston, TX 77036 Tel:(713) 772-1133:Fax:(713) 772-1399

Receiving Bank:

ABA Routing No.:

Bank Address:

Beneficiary:

Address:

Account Number:

WIRE TRANSFER INSTRUCTIONS

Metro Bank N.A

113017346

9600 Bellaire Blvd., Suite 252 Houston, Texas 77036

Fax: 713-414-3663; Tel: 713-776-3876

Chinese Civic Center
5905 Sovereign Drive, Houston, TX 77036
Fax: 713-772-11399; Tel: 713-772-1133

1147784

If you have any questions, please call Mr. Jay Kwan at 713-414-3554..
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1.
2.
3.
4.
5.
6.

10.

B A E B R D
CHINESE CIVIC CENTER

5905 Sovereign Drive, Houston, TX 77036 Tel:(713) 772-1133;Fax:(713) 772-1399

(#130)

#130

$30/ : $100

30 $120

$60.00/ $30.00
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B A E B R D
CHINESE CIVIC CENTER

5905 Sovereign Drive, Houston, TX 77036 Tel:(713) 772-1133;Fax:(713) 772-1399

Leave Policy

Purpose

The purpose of this policy is to ensure the timely reporting and accurate recording of absences, to provide a framework for the granting and

administration of leave and to manage absences in line with the CCC’s operational requirements.
Application
This policy applies to all employees, e.g. clerks and supporting staff.
Contents

1. Vested vacation points
After three full calendar months of working at CCC, a clerk (including supporting staff) has one day vacation point per month or 12 days per
year. An employee can use this vested vacation point per month or defer several vacation points for future one-time use. When taking these
vested vacation points, an employee’s salary will not be deducted.
Taking vacation day off does not require CCC’s approval. However, if the vacation period is more than 6 business days, advance notice to
the HR is required.

2. Additional leave

In addition to the vested vacation points, an employee can also ask additional leave to take care of his/her personal issues with pay deducted

accordingly. The additional leave falls into the following three categories:
1)  Arequest of leave for no more than three business days is generally granted unless in some extremely busy situations.

2) Employee who asks leave for more than three business days but less than seven business days shall obtain his/her supervisor’s

written approval in advance.

3) Avrequest of leave for more than seven business days is normally not granted, unless there is a personal or family emergency, and in

this case, HR department’s written approval is required.

While recognizing unexpected features of some events, CCC requests an employee to inform his/her supervisor or HR department as early as

possible before taking any kind of leave. Failure to do so may result in the denial of a leave request.
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CHINESE CIVIC CENTER

5905 Sovereign Drive, Houston, TX 77036 Tel:(713) 772-1133;Fax:(713) 772-1399

Clerk Attendance Policy

Purpose:

The purpose of this policy is to provide a guideline to all clerks regarding work procedure so as to make CCC a
professional and efficient place to work. And this policy will also be used for performance evaluation in the future.

Guidelines
CCC requires that all clerks follow the following rules:
(1) CCC’s work time is 10:00am-6:00pm, Tuesday-Sunday.

(2) Any clerk who is late for more than five (5) minutes or leave earlier than 6:00pm should report to XXX in
writing.

(3) 12:30pm-1:30pm is lunch break. Any clerk who takes this break more than one hour should report to XXX in
writing.

(4) If anyone leaves office for personal or business purpose during work hours, he/she should report to XXX in
writing.

(5) A clerk has the discretion to spend two hours to take care of personal issues during working hours without pay
deduction. However, CCC wishes this privilege to be used in a proper and fair way. CCC will also take this into
account when conducting performance evaluation and distributing annual profit sharing.

(6) CCC does not encourage that clerks work overtime. Clerks should make good use of working hours to finish the
assigned task. Overtime is defined as any hour over the regular 8 hours per day and any weekend over the
regular 40 hours per week. If a clerk wants to work more than 8 hours on any work day or more than 40 hours in
one week, he/she should get the advance approval from his/her supervisor.

(7) If any clerk wants to ask a leave which exceeds three consecutive work days, he/she should get the advance
approval from Chair of Board.
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B A E B R D
CHINESE CIVIC CENTER

5905 Sovereign Drive, Houston, TX 77036 Tel:(713) 772-1133;Fax:(713) 772-1399

Overtime Policy

Purpose:

The purpose of this policy is to provide guidelines to all clerks and supporting staffs (Clerk, hereafter) regarding
overtime procedure so as to make CCC a professional and efficient place to work.

Guidelines
CCC requires that all clerks have the following guidelines in mind:

(1) Overtime is defined by the Federal Labor Regulations as any work time over the regular 8 hours’” work per day
and any work time over the regular 40 hours’ work per week.

(2) Except for those clerks who they work on Saturdays as a regular arrangement, CCC neither requires nor
encourage that clerks work overtime as a general rule. Clerks should make good use of working hours to finish

the assigned task.

(3) Ifaclerk wants to work more than 8 hours on any work day or more than 40 hours in one week, he/she should
get the advance approval from his/her supervisor.

(4) Please fill in the attached overtime request form when a clerk wants to do so.
(5) After signed by supervisor, overtime records should be submitted to XXX monthly.

(6) CCC pays 1.5 times of the regular pays to any over time per the Federal Labor Regulations.
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I support Chinese Civic Center with my total pledge of $

( 30 $ , 2007-2010 $ )

My Gift is payable by __ Company Check, ___ Personal Check, __ Bill to me.

Name: Company Name
Address: City State Zip
Telephone Fax Email
0 Unrestricted
0 Restricted
0 Restricted for Loan Return for Building Purchase
0 Restricted for various programs
0 Restricted for Jin Bao Shan Library Program
0 Restricted for Senior Club Program
0 I wish to be an anonymous donor.
0
Signature . Date

Check payable to : Chinese Civic Center
Mail to: 5905 Sovereign Drive, Houston, TX 77036  T: (713) 772-1133  F: (713)772-1399

$1,000,000 $20,000-$49,999
$500,000 - $999,999 $1,000-$9,999
$50,000-$99,999 $100-$999

( , )

Chinese Civic Center is a 501 (C) (3), non-for-profit-tax exempt organization
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B A E B R D
CHINESE CIVIC CENTER

5905 Sovereign Drive, Houston, TX 77036 Tel:(713) 772-1133;Fax:(713) 772-1399

CREDIT APPLICATION

NAME OF COMPANY REQUESTING CREDIT:

Billing Address PAYMENT SOURCE ADDRESS
Contact Contact

Address Address

City/State/ZIP City/State/Zip

Phone Phone

Fax Fax

Ownership [ Corporation [ Partnership [ Individual

Federal Tax ID Dun & Bradstreet Number
Name of Principal Date on Which Company was Established
Address

Phone Fax

Bank Information

Bank Account Bank
Bank Address Bank Contact
Bank Telephone Bank Fax

TRADE REFERENCES (Minimum of 3 product-related references must be provided)

Company City/State Phone Fax contact
Company City/State Phone Fax contact
Company City/State Phone Fax contact
Company City/State Phone Fax contact

** Credit Application must be signed by a member of Company Management. ***

Signature Date
Print Name Title
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B A E B R D
CHINESE CIVIC CENTER

5905 Sovereign Drive, Houston, TX 77036 Tel:(713) 772-1133;Fax:(713) 772-1399

Credit Information Request
Date:
To:
Attn: CREDIT DEPT
Fax:
Applicant:
Address:
City/State:

The above applicant has submitted your name as a reference for the purpose of obtaining a credit account with National
Commodities Company.

Please provide us with the information as indicated below:

Date Opened:

Checking Account:

Current Balance:
NSF History:
Credit Line:

Outstanding Loan:

Payment History:

Comments:

Be assured that the above information submitted will be held in utmost confidence. We will gladly reciprocate at any
time. Please fax this information to 713-772-1399 or call 713-772-1133.

Thank you in advance for your cooperate in this matter.
Sincerely yours,

Julie Zhu
Finance and Budget
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CHINESE CIVIC CENTER

5905 Sovereign Drive, Houston, TX 77036 Tel:(713) 772-1133;Fax:(713) 772-1399

Date:

To:
Attn: CREDIT DEPT
Fax:

Applicant:
Address:
City/State:

The above applicant has submitted your name as a reference for the purpose of obtaining a credit account with
Chinese Civic Center.

Please provide us with the information as indicated below:

Date Opened:

Terms:

Date of Last Sale:

Recent High Credit:

Present High Credit:

Amount Past Due:

Payment History:

Comments:

Be assured that the above information submitted will be held in utmost confidence. We will gladly reciprocate at
any time. Please fax this information to 713-772-1399 or call 713-772-1399. Thank you in advance for your
cooperate in this matter.

Sincerely yours,

Julie Zhu
Finance and Budget
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CHINESE CIVIC CENTER

5905 Sovereign Drive, Houston, TX 77036 Tel:(713) 772-1133;Fax:(713) 772-1399

Letter of Acknowledgement
12/13/2006
Name of Loaner

Address of Loaner, Line 1
Address of Loaner, Line 2

Dear )

The Chinese Civic Center gratefully acknowledges the receipt of your donation in the form of non-interest
bearing loan interest of for the calendar year 2006.

The Chinese Civic Center is a tax exempt public charity organized in accordance with Internal Revenue
Code Sec. 501.(C).(3) (Federal Tax ID: EIN 76-0501683). The Chinese Civic Center did not provide any
goods or services in consideration, in whole or in part, for any donation received stated above. Please
keep this letter of acknowledgement for claiming your charitable contribution tax deduction for the tax
yearof

I sincerely appreciate your generous donation and support for the Chinese Civic Center.

Sincerely yours,

Zhong Xie
Chair, Loaner Relationship Committee
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B A E B R D
CHINESE CIVIC CENTER

5905 Sovereign Drive, Houston, TX 77036 Tel:(713) 772-1133;Fax:(713) 772-1399

Letter of Acknowledgement

12/13/2006

Name of Donor
Address of Donor, Line 1
Address of Donor Line 2

Dear )

The Chinese Civic Center gratefully acknowledges the receipt of your donation:

The Chinese Civic Center is a tax exempt public charity organized in accordance with Internal Revenue
Code Sec. 501.(C).(3) (Federal Tax ID: EIN 76-0501683). The Chinese Civic Center did not provide any
goods or services in consideration, in whole or in part, for any donation received stated above. Please
keep this letter of acknowledgement for claiming your charitable contribution tax deduction for the tax
yearof .

I sincerely appreciate your generous donation and support for the Chinese Civic Center.

Sincerely yours,

Jet Liu
Chair, Fundraising Committee
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B A E B R D
CHINESE CIVIC CENTER

5905 Sovereign Drive, Houston, TX 77036 Tel:(713) 772-1133;Fax:(713) 772-1399

Letter of Acknowledgement
12/13/2006
Name of Donor

Address of Doner, Line 1
Address of Doner Line 2

Dear )

The Chinese Civic Center gratefully acknowledges the receipt of your donation:

The Chinese Civic Center is a tax exempt public charity organized in accordance with Internal Revenue
Code Sec. 501.(C).(3) (Federal Tax ID: EIN 76-0501683). The Chinese Civic Center did not provide any
goods or services in consideration, in whole or in part, for any donation received stated above. Please
keep this letter of acknowledgement for claiming your charitable contribution tax deduction for the tax
yearof .

I sincerely appreciate your generous donation and support for the Chinese Civic Center.

Sincerely yours,

Howard Xu
Chair, Gifts Management Committee
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Monthly Tracking Form for Function Committees

Function Committee Name: Time Period:

(MM/YYYY)

Describe what your committee has done and current work status during this time period:

Estimated Total Hours Committee Member Served: —— Hours
Estimated Total Hours Non-Member Volunteer Served: —— Hours
Estimated Total Hours Employee Worked: —— Hours

Please describe short-term goal for your committee:

Name: Date:
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