LASHADPAC Membership Campaign 2009
January 2009

PAYROLL/PERSONNEL INSTRUCTIONS


I. A sample letter explaining the Louisiana Sheriffs’ and Deputies’ Political Action Committee (LASHADPAC) has been prepared for the Sheriff.  Simply transfer it the Sheriff’s letterhead, have him/her sign and copy it, and distribute it to the Deputies in your office.

II. Enclosed is a three (3) part membership form.  It should be used to enroll any employees who wish to contribute to LASHADPAC and to make any changes to existing participants’ membership information.

III. For Deputies who wish to join LASHADPAC, please have them complete and sign the enclosed membership forms.  The top copy (original) should be returned to LASHADPAC office in Baton Rouge, the middle copy (yellow) is for your records and the bottom copy (pink) is for the Deputy.  Please verify that all of the information being submitted is accurate.

IV. The membership forms authorize the withdrawal of a minimum of $1 per pay period, or $2 per month, for each Deputy who voluntarily wishes to participate in LASHADPAC. Deputies may contribute more if they wish to do so. Additional membership forms have been provided for new employees who may be hired and wish to participate.

V. Payroll deductions may immediately begin to be deducted from the payroll of each Deputy who has agreed to participate in the program and has completed and signed the necessary forms.

VI. At the end of each month, please disburse the total amount of contributions collected from your office to LASHADPAC, by check (Sheriffs’ contributions should be written in a separate check), with a report containing each contributing Deputy’s name, address, and amount and date of their contribution.  Your report and total disbursement check to the LASHADPAC office must reconcile with each other.  This information must be submitted on a monthly basis and is required by the Federal Elections Commission, Louisiana Office of Campaign Finance and the U. S. Internal Revenue Service. 
 
	Please mail your report and total disbursement check to:
		Louisiana Sheriffs’ and Deputies’ Political Action Committee
		Attention: Cindy Butler
		1175 Nicholson Drive
		Baton Rouge, LA 70802

Should you have questions regarding the payroll contribution process or require additional forms, please contact Cindy Butler at 225.343.8402.
