Stephenson High School Band

“The Sonic Sound”

BY-LAWS

Article I:
Membership

1. Membership in the SHSBB, INC. organization is open to any person in the school community who is interested in developing and maintaining an active, quality band program at SHS.

2. Full membership in Good Standing of the SHSBB, Inc. requires all budgeted student honorariums be paid in full.  Only members in good standing (student honorarium paid in full) will  have the right to the following:

A.
Right to vote on all organization matters.

B.
Hold office in accordance with the constitution and by-laws of the organization.    
C.
Serve as Committee Chairs, for either Standing or Special Committees.

3. A Sponsor Membership shall be open to organizations, Institutions, and Business firms who wish to contribute $100 or more to the Organization.

Such membership entitles the organization, institution or business firm the right to attend the meeting without voting rights or eligibility to hold office.

4. Honorary Life Membership shall confer by vote of the Organization recognition of distinguished service to Stephenson High School Band Booster, Inc.

Honorary Life membership shall not be required to pay honorariums.  Honorary Life members will not have voting rights or be eligible to hold office.

5. Membership honorariums will be established by the Finance team, based on the Band’s projected financial needs for the upcoming band year.  The budget will be based on prior year income and expenses.  They shall present the budget to the Executive Board, for approval.  Once reviewed and approved by the Executive Board, the budget will be presented to the Membership for acceptance by a majority vote of Full members, at a regularly scheduled meeting.

Article II: 
Committees

1.
 Standing Committees

A. 
Chaperone

B. 
Communications

C. 
First Aid

D. 
Fund raising

E. 
Hospitality

F. 
Corporate Sponsorship

G. 
Security/ Jaguar Dads
H. 
Uniform

I. 
Transportation
2.
Chairperson for the Standing Committee shall be elected among the volunteers of each committee group.  If a Chairperson cannot be elected among the committee, then the President shall appoint the Chairperson.

3. 
Membership of the Standing Committees shall be volunteers from the SHSBB, Inc. membership.  The band director or his designee shall be an ex-officio member of each standing committee.

Special Committees

A.
Special Committees:

1.
Nominating
2.
By laws

3.
Teller

B.
Special Committees shall be selected by the President from volunteers, from the membership in full standing as the need arises.

C.
The Chairperson of any Special Committee shall be appointed by the President.

D.
Members of the Special Committee shall be volunteers from the SHSBB, Inc. membership.
E.
The band director or his designee shall be ex-officio member of any special committee.

Article III.
Booster Club Officers (See Organization Chart)
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Article IV:
Financial (Operation) Procedures

1. The SHSBB, Inc. will develop a written yearly budget, with input from the sponsor and the school’s principal.  The booster club’s budget will be designed to support the program needs that cannot be met by the school.  The prior year’s Budget vs. Actual will serve as a starting point for the creation of the new budget.

2. The SHSBB, Inc. Student Honorariums will reflect the amount needed from each participating student as Income to meet the budgeted expenses.

3. The SHSBB, Inc. will designate in its Constitution procedures for an annual financial accounting audit.  The principal and the booster club members will receive from the booster club, a written copy of the booster’s annual financial report, as well as a financial report to be submitted, at a minimum, on a quarterly basis. The superintendent may order, at any time, that the booster clubs financial records be audited, at the school district’s expense, by an independent accounting firm or accountant designated by the superintendent.

4. The SHSBB, Inc. shall apply for, and maintain once approved by the IRS, as a 501(c)(3) non-profit, charitable status. Prior to funds being collected at the start of the school year, the SHSBB, Inc. shall ensure that its officers and employees are adequately bonded.  Deficit financing and deferred payments are not allowed.
5. The SHSBB, Inc. is responsible for its own tax filings and accounting and will obtain its own federal tax identification number.  SHSBB, Inc. funds will never be commingled with student activity funds or other school or school district funds.  All funds collected from a SHSB, Inc. fundraiser or otherwise obtained by SHSBB, Inc. will be deposited into the booster club's bank account.  Disbursement from the booster club's bank account will be by check only and all disbursements will be properly documented, i.e., receipts, invoices, etc. Each check written by a booster club must contain the signatures of two booster club officers -- (1) the president and (2) the treasurer. The SHSBB, Inc. authorizes in these by-laws and it’s constitution, that the vice president's signature may be substituted for the president's signature on a booster club check when the president is unavailable.  SHSBB, Inc. may donate funds to a school or to the school district.  When these funds are deposited in a school or school district account, the booster club relinquishes all control over these funds.

6. Budget Procedures

A.
Any expense over $500 that is not a budgeted line item must come before the executive board and the full membership for approval before being funded.
B.
A line item will be reflected in the budget to accommodate an annual audit to be conducted at the end of each fiscal year.

7.
Operation and Procedures

A..
The Financial Team will consist of the VP of Finance and the individuals listed under this position on the Organization Chart.
B. Only those individuals that are bonded and insured will be responsible the collection of monies, requiring a receipt, on behalf of the SHSBB, Inc. organization. 
i.
Money will not be accepted the day of actual Band Performances, i.e. football games, Jamboree, Festivals, and/or Travel Dates.

ii
Executive Committee members should pay any out of pocket monies in the form of a cashier’s check or money order.

a.
The Treasurer will provide a receipt for monies received from other members of the Finance Team, at the time the money is turned over to the Treasurer.

b.
Each Cash Box will be cashed out separately, starting with that of the Treasurer, whose monies will be verified by another member of the Finance Team.  A receipt for the monies in the Treasurer’s box will be written and signed by either, the VP of Finance, Financial Secretary, Business Manager, and/or the President.

c.
Any other Financial Team Member maintaining a Cash Box, other than the Treasurer, will be cashed out after the Treasurer’s cash box, and the Treasurer will provide the receipt as indicated above.

d.
The white copy of the Cash Box receipts will be given to the Financial Secretary.  The yellow copy will be filed with the VP of Finance, and the remaining copy will remain in the Receipt book, which will remain with the Treasurer.

e.
Reimbursements should be made by check to maintain a clear and accurate representation of monies spent.

C. To maintain proper checks and balances, all checks require two signatures.  The signatures should be that of the President and the Treasurer.  Authorization is also given to allow the VP of Finance to be substituted for the President’s, when the President is not available.

D. All invoices to be paid by the SHSBB, Inc. will be directed to the PO Box.  No invoices are to be addressed to anyone other than the SHSBB, Inc.  No invoices should be mailed directly to the school, or the Band Directors.

Any invoices directed to the Band Director and the school, needs to be presented to the SHSBB, Inc. within 30 days of receipt otherwise any late payments becomes the responsibilities of the person receiving the invoice.

E. All official communications for the SHSBB, Inc. will be directed to the PO Box.  

F.  After the approval of the Executive Board the President and Business Manager are the only individuals that can enter into a binding contract regarding travel obligating SHSBB, Inc. funds after consulting with the Band Director.   

G.  Once SHSBB, Inc. has entered into a contract, received merchandise and or services the Treasurer is required to make payment.
H. In the event that monies are either less than or greater than originally budgeted, the Budget will be adjusted to reflect the necessary changes to bring it in line with the monies received.
I. The budget can also be adjusted to change the funding of individual line items, and/or to include, and/or delete line items as deemed necessary.  

J. All budget changes must be presented and voted upon by the Executive Board, and then presented and voted upon by the membership before they become effective.

K. In the event of the dissolution of the SHSBB, Inc., the assets of the organization will be disbursed as follows:

i.
Monies received directly from the parents will be prorated and returned to them via check.

ii.
Monies received as the result of a fundraiser and/or corporate sponsorship will be donated to the Stephenson High School Band account.
Article V:
 Order of Business


Agenda


A.
Greetings


B.
Reading of Minutes


C.
Director’s Report

D.
Financial Report

E.
Committee Reports

F.
Business

G.
New Business

H.
Open Forum: Questions, Closing Remarks


I.
Adjournment
Article VI:
DUTIES OF OFFICERS

1.
PRESIDENT
A.
The President is responsible for conducting the Executive and Membership Meetings.
B.
The President will only vote in the event of a tie breaker.
C.
The President will select the chair person and members for the Special Committees.

D.
The President will sign all binding contracts regarding SHSBB, Inc., business.

E.
The President will sign all checks for payment of bills regarding SHSBB, Inc.

F.
The President will attend all committee meetings if deemed necessary and have the power to remove any chairperson from a committee who is not conducting business in SHSBB, Inc., interest.

G.
The President has the authority and the last word regarding SHSBB, Inc., business when a vote from the membership is not needed.

H.
The President has the authority to give assignments to other members of the executive board when deemed necessary.

I.
The President is overall responsible for making sure that the SHSBB, Inc. is conducting the business in the proper manner at all times.
2.
VP OF OPERATIONS
A.
The VP of Operations is responsible for the Chaperone, Communication, First Aid, Hospitality, Security, Transportation/Equipment, and Uniform Committees regarding the SHSBB, Inc., except for Special Committees.

B.
The VP of Operations is responsible for all communications with the Standing Committee Chairs, including the person in charge of the Band Managers.

C.
The VP of Operations is responsible for conducting the Executive Board and Membership meetings in the absence of the President.

D.
The VP of Operations is to work at the direction of the President at all times.

3.
VP OF FINANCE 
A.
The VP of Finance is responsible for ensuring that proper Bonding and Insurance is obtained yearly.
B.
The VP of Finance is responsible for producing Monthly Reconciliation and Budget vs. Actual Reports, based on Monthly Treasurer’s Report.

C.
The VP of Finance is responsible for producing Trip Reconciliation Reports.

D. 
The VP of Finance is responsible for reviewing all Monthly reports produced by the Treasurer and Financial Secretary prior to submission to other members of the Executive Board and the Membership of the SHSBB, Inc.

E.
The VP of Finance is responsible for assisting in collecting monies for the Marching Band students.

F. 
The VP of Finance is responsible for making sure new Signature Cards are on file at the bank.

G. 
The VP of Finance is responsible for signing checks in the absence of the President.

H.
The VP of Finance is responsible for transferring monies monthly from Pay Pal to any of SHSBB, Inc.bank accounts.

I.
The VP of Finance is responsible for monthly Pay Pal customized dump for Treasurer and Financial Secretary.

J.
The VP of Finance is responsible for conducting meetings and assuming all responsibilities in the absence of the President and VP of Operations. 


4.  
TREASURER
A.
The treasurer is responsible for receiving and disbursing all monies in accordance with the local unit bylaws and the approval budget.

B. 
The Treasurer is responsible for receipt of deposits from VP of Finance, Financial Secretary, Business Manager, or other individuals that are responsible for collecting funds.

C.
The Treasurer is responsible for depositing collected funds within 3 business days.

D.
The Treasurer is responsible for producing monthly Treasurer’s Report.

E. 
The Treasurer is responsible for consolidating information necessary to complete the yearly audit of the books.

F.
The Treasurer is responsible for keeping all records up to date.

G.
The Treasurer is responsible for preserving all check requests, receipts, paid bills, bank statements and canceled checks for annual audit.

H.
The Treasurer is responsible for reconciling the bank statement every month as soon as it is received.

I.
Pays all authorized bills by check for items in the budget.

J.
The Treasurer is responsible for keeping funds separate from school funds and never deposit any SHSBB, Inc. funds in anyone’s personal account or the school’s account.

K.
The Treasurer is responsible for filing Form 990 and Schedule A for previous fiscal years when applicable.

5.
BUSINESS MANAGER

A.
The Business Manager is responsible for registering every student in the SHS Marching Band and providing that information when needed.

B. 
The Business Manager is responsible for updating the registration list of all the band students and parent information and passing that on to the Communication Chairperson.

C.
The Business Manager is responsible for organizing all trips that the SHS BAND STUDENTS takes whether in town or out of town.

D.
The Business Manager is responsible for communicating with the Chaperone Chair or VP of Operations regarding departure times for Chaperones to report to the school to prepare for departure on anytime the SHS BAND STUDENTS need to leave the school.
E.
The Business Manager is responsible for negotiating and arrange the details of a contract for the SHSBB, Inc., to enter into regarding travel. However the Business Manager can not sign the contract without first consulting the President and Band Director.

F.
The Business Manager is responsible for ordering all Spirit Wear items for the SHS BAND PROGRAM AND keeping an inventory on those items. 
G.
The Business Manager is responsible for asking for volunteers to assist them in selling and collecting all monies involved with the Spirit Wear and turning in that money to the Treasurer on a weekly basis.
6.
FINANCIAL SECRETARTY
A.
The Financial Secretary is responsible for collecting money for the SHS BAND PROGRAM student’s whether it’s for honorariums, trips, or any other monies associated with students accounts.

B.
The Financial Secretary is responsible for updating all Student accounts with receipted funds from PayPal, cash, and fundraisers.

C.
The Financial Secretary is responsible for providing Pay Pal procedures for individuals making payments to student accounts.

D.
The Financial Secretary is responsible for providing Student account reports requested by parents via email.

E.
The Financial Secretary is responsible for providing Reports detailing payment types (honorarium, trips and fundraisers).

7. RECORDING SECRETARY
A.
The Recording Secretary is responsible for keeping the Meeting minutes from the Executive Board and Membership Meetings.

B.
The Recording Secretary is responsible for keeping a copy of all documents that are given out at all Membership Meetings.

C. 
The Recording Secretary is responsible for reading the minutes of the previous month Membership Meeting. 

D. 
The Recording Secretary is responsible for keeping a copy of all contracts that the SHSBB, Inc. has entered into.
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