FESERAL ELECTION COMMISSION RQJ-2

WASHINCTOM, (100, AI4EA

JAN 29 1997

Dana Thompson, Treasurer

Sheet Metal and Air Conditioning
Contraztors” Political Action Committes

4201 Lafayette Center Drive

Chantilly, YA 22021

Identification Number: CO0G12951

. Referance: 30 Day Post-General Report (10/17/96-11/25/96)

Dear Mr. Thompson:

This letter is prompied by the Commission’s preliminary review of the report(s)
referenced above, The review mised questions concetning certain information contained
n the report{s}. An itermzation follows:

-You must make an attempt to obtain the full name, mailing address,
occupation and name of emplayer for all individuals who contribote mors
than $20{ in a calendar year, Please amend vour report to include the
omitted information.

A committee may demomstrate "best effors” to obtain the required
informetion by providing the Commission with a deseription of its
procedures for requesting the information and may also supply 2 copy of a
solicitation: the committes must request the contributor information in
mitial solicitations; make follow-up requests (if necessary);, Teport the
information; and file amendmemts to disclose previously unreportad
information. Each zolicitation must include a ¢lear and conspicuons request
for the information. If a committee receives a contribution that exceeds the
3200 threshold but lacks comtributor information, the committee mmst,
within 30 days, make an additional written or oral requesi for the
information. Please note that 3 written request may not include an
additional solicitation or material on any other subject, ather than thanking
the contributor for the donatien and must include a pre-addressed retum
post card or envelope for the contributer's respense. An oral request must
be documented in writing. Committees must also disclose information that
was not provided by the contbutor, but is available in any of the




commitiee’s records for that ecorrent election eycle.  Furthermors, if a
commiittes receives contributor information after the comtributions have
been reported, it must submit, with its next report, an amended memo
Schedule A listing all the contributions for which additiona! information
was received or file, on or before the next reporting date, amendments to
the previous reports on which the contributions were onginally disclosed.
See 11 CFR §104.3(a)(4)(i) and 11 CFR §104.7.

A written response o1 an amendment to your original report(s} correcting the above
problen(z) should be filed with the Federal Election Commission within fifteen {13) days
of the date of this lettet. TF you need assistance, please feel free to contact me on our
tall-free number, (300) 424-9530. My local number is {202) 219-3580.

Simcercly,

231 Reports Analysis Division
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