FCCLA Area Staff Stipend Form Guidelines

In preparation for our FCCLA area meetings this year I have prepared this information about FCCLA area staff stipend form.  This form is to be used to pay those FCCLA advisors who volunteer to help with your area meetings.  Please note the following:

· It is recommended that you have these stipend forms filled out ahead of time before your area meeting.  You can email these forms ahead of time to your advisors and request them to mail them back to you by a deadline date and not even take them to the area meeting.  One less thing to worry about.  You will know what works best for your group.  

· Check each stipend form and make sure your advisors provide their home address, SS# and signature.
· Before you send bring them to the March advisory board meeting, you as the area representative must sign the coordinators approval line and date it at the bottom of the form.  

· At our March FCCLA advisory board meeting you will turn the completed stipend forms into me as a group with a cover sheet showing the duties performed by each advisor, name of the advisor and the amount you are paying that person.  At this meeting we approve these state staff expenses as a board.  The stipend forms are then sent to the BATC our funding agent for payment.  If you do not have your area stipend forms ready to turn in you delay everyone in the state being paid for their work.
· Each of the area’s budgets for this year is $740.  

NOTE:  Please do not put anywhere on the stipend form the word “gifts”.  The funds you are spending for your area meetings judge’s gifts or thank you gifts are FCCLA funds.  But when the word thank you “gifts” shows up on the stipend form as a job they did for your area the state finance people has in the past assumed it is part of the “state/federal” dollars to be paid on the stipend form.  This is against the state/federal guidelines.  So we just ask that you not use the word “gifts” anywhere on the form and save us extra paperwork.  Thank you.
