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Important note to future Board of Directors and/or club members:
These policies and procedures were written to apply exclusively to the Henry Ford II Instrumental Music Boosters Club.  They are meant to compliment the Henry Ford II Instrumental Music Boosters By-laws adopted 7 June, 2004.  These by-laws were written to be in compliance with the Internal Revenue Service 501C3 guidelines and should not be changed without first consulting a certified public accountant qualified in not-for–profit organizations.  Additionally, to avoid potential problems or discrepancies, no part of this document should be modified to be in conflict with any part of the by-laws.  
ARTICLE 1

NAME AND ADDRESS

1.1 Name of the Organization
The name of this organization shall be the Henry Ford II Instrumental Music Boosters, hereinafter called the Music Boosters.

1.2 Principle Office
The principle office of the organization for the transaction of its business shall be:

Henry Ford II High School

11911 Clinton River Road

Sterling Heights, MI  48313

Henry Ford II High School is located in Macomb County, Michigan.

ARTICLE 2

PURPOSE AND OBJECTIVES

2.1 Purpose of the Organization

The purpose of the Henry Ford II Instrumental Music Boosters Club shall be to serve and support the students and promote the activities of the Henry Ford II Instrumental Music program in cooperation with the band directors and school administration.  Henry Ford II Instrumental Music Boosters Club is a non-profit organization and intends to remain non-profit forever.
2.2 Objectives of the Music Boosters
2.2.1 To lend all possible financial, moral, organizational, logistical and personnel support to the Instrumental Music program.
2.2.2 To advance the education of the students enrolled in the Instrumental Music program by promoting and encouraging musical excellence, teamwork and cooperation in an environment of mutual respect and dignity.
2.2.3 The contribution by the Music Boosters of time, goods, services and/or finances to the Instrumental Music program is intended to augment the program and not to serve as a substitute for the legal financial obligations of the State of Michigan, the County of Macomb, or the Utica Community School District to provide for the basic needs of the program.
2.2.4 In pursuit of these objectives, the Music Boosters will neither seek to direct the administrative activities of the program or control its policies. 
2.2.5 To operate in full compliance with the Internal Revenue Service 501C3 guidelines.
ARTICLE 3

MEMBERSHIP

3.1 Members
3.1.1 The dues of the corporation shall be One Dollar ($1.00) per member per year and shall be collected as seen fit by the Board.
3.1.2 All records of the corporation excluding those of a confidential nature (i.e. records of financial assistance or scholarships given to students of need) shall be open for inspection to all members in good standing.
3.1.3 Classes of Membership. The Music Boosters shall have two (2) classes of membership: Active members and Associate Members. Membership in the Music Boosters is open to any individual satisfying the criteria of either class of membership.
3.1.4 Active Members: Parents or guardians of students actively enrolled in the Henry Ford II Instrumental Music Program, who are willing to subscribe to the purpose, Bylaws and Organizational Policies/Procedures of the Music Boosters, and are not excluded as defined in this section. These active members shall have all rights and privileges of membership including the right to vote and/or serve on the Board of Directors. Families are limited to two active members. Each active member shall have one (1) vote. Active members are identified for each student and are recorded in the Membership Directory.  Parents or guardians of incoming freshmen will be considered active members as of the completion of the Freshmen Meeting typically held during the 1st quarter of the calendar year.
3.1.5 Associate Members: those individuals who are interested in promoting the purposes and functions of the Music Boosters, but who are not eligible to vote or serve on the Board of Directors.
3.1.6 Membership Directory. The Music Boosters shall keep a membership directory containing the name and address of each member. Termination of the membership of any member shall be recorded in the directory.
The record of names and addresses of the active members of the Music Boosters and associate members who request shall constitute the membership list of the corporation and shall not be used, in whole or in part, by any person for any purpose not reasonably related to a member’s interest as a member.
3.2 Meetings

3.2.1 All meetings shall be conducted according to the “Roberts Rules of Order”, as revised.
3.2.2 The regular meeting of the Corporation shall be the first Monday of each calendar month based on the school calendar during the regular school year and at the discretion of the Executive Board.
3.2.3 The annual members’ meeting shall be held during the regular members’ meeting in April of each year.
3.2.4 Special meetings of the members may be called by the President, majority vote of the Board of Directors, and shall be called by the President at the request of no less than fifty (50) percent of the members.
3.2.5 No members of the Corporation shall receive any salary or any other compensation for their services. Legitimate expenses incurred on behalf of the Corporation shall be reimbursed after approval of the Board of Directors. Request for reimbursement must be submitted with receipts.  This is in accordance to the organizational policies/procedures documented in Article 8.
3.2.6 At the monthly booster meeting, audience comments shall not exceed three (3) minutes per individual. The time shall be kept by the Chairperson of the meeting, or his or her designated person.
3.3 Notice of Meetings

3.3.1 Written notice of regular membership meetings shall be contained in the monthly newsletter.  The newsletter is the official minutes of the regular membership meeting.
3.3.2 Notwithstanding the foregoing, no notice need be given if the same is given pursuant to Section 3.2.2.
3.3.3 Emergency cancellation of regular membership meetings will be handled using the Music Booster phone tree.
3.4 Proxies
A member may authorize other persons to act for him/her by proxy.  A proxy shall be signed by the member himself/herself and is not valid after the expiration of the meeting for which it is given. A proxy is revocable at the pleasure of the member, except as otherwise provided by law.

ARTICLE 4

BOARD OF DIRECTORS

4.1 Duties

Except as specifically provided in the Corporation’s Articles of Incorporation or these organizational policies/procedures, all rights, powers, duties and responsibilities related to the management and the control of the Corporation’s property, activities, and affairs are vested in the Board of Directors. In addition to the power and authority expressly conferred upon it by these organizational policies/procedures and Articles of Incorporation, the Board of Directors may take any lawful action on behalf of the Corporation, which is not by law or by Articles of Incorporation or by these organizational policies/procedures required to be taken by some other party. The Board of Directors shall have general supervision of the affairs of the Corporation. 

4.2 Goals and Projects
The Instrumental Music Instructor(s) as employed by Utica Community Schools shall submit to the Board of Directors a proposed list of goals, projects and projected annual expenses by the first day of June, each school year.

4.3 Number.
The Board of Directors shall consist of the officers of the Corporation and the last past President of the Corporation. The Instrumental Music Instructor(s) at Henry Ford II High School shall serve as Ex-officio members of the Board.
4.4 Directors

The Directors of the Corporation shall be the President, Vice-President, Corresponding Secretary, Recording Secretary, Treasurer, Ways and Means Committee Chairperson and the most recent Past President of the Music Boosters. 
4.5 Duties of the Directors

It shall be the collective duties of the Board of Directors to: 1) Review and approve the annual expense budget submitted by the Instrumental Music Department Instructor. The approved budget must be submitted to the general membership at the first general meeting of the fiscal year for ratification; 2) Perform any and all duties imposed on them collectively or individually by law, by the Articles of Incorporation of the corporation, by the Bylaws or by these Organizational Policies/Procedures; 3) Supervise all officers and agents of the corporation to assure that their duties are performed properly; 4) Meet at such times and places as required by the Bylaws or these Organizational Policies/Procedures; 5) Approve the appointment of chairpersons for all committees.

4.5.1 President

The president shall preside at all meetings of the Board of Directors and of the members, shall act as chief executive officer of the Corporation, and subject to the direction of the Board of Directors, shall have general power of supervision and management of the affairs of the Corporation. The President shall appoint, with the approval of the Board of Directors, the chairman and members of all committees, and shall be an ex-officio member of all committees.

4.5.2 Vice-President

In the absence or disability of the President or in the event of (and during the period of) vacancy in that office, the Corresponding Secretary or Vice-President may assume the powers and perform the duties of the President; in addition to being ex-officio member of all committees; and, shall be in charge of scheduling and coordinating the chaperones on all official Club outings during the school year.

4.5.3 Corresponding Secretary

In the absence or disability of the President or in the event of (and during the period of) vacancy in that office, the Corresponding Secretary or Vice-President may assume the powers and perform the duties of the President.  The Corresponding Secretary shall attend to the correspondence of the Club; shall be responsible for coordinating all public relations material submitted by anyone from the Henry Ford II Instrumental Music Booster Club on behalf of the Henry Ford II Band and coordinate the maintenance of the Music Booster phone tree.


The Corresponding Secretary shall coordinate the maintenance of the Henry Ford II Instrumental Music Booster Web site. The web site maintenance shall include, but is not limited to, coordinating with the Instrumental Music Instructor(s), dates and times of upcoming events, posting the dates and times of those events, posting the dates and times of Band Booster meetings and events, posting any special notices or changes in event schedules. Post any other information deemed necessary to be provided to the students or general membership. 

4.5.4 Recording Secretary


The Recording Secretary shall cause a record to be kept in permanent form of all the meetings of the Board of Directors and of the members; shall format and mail the Club’s monthly newsletter; and shall send out notices of all members and Board of Directors’ meetings.

4.5.5 Treasurer

The Treasurer will have the general charge of the finances of the Corporation; shall receive all funds due the Corporation, and deposit same in a local financial institution as directed by the Board of Directors of the Corporation in the name of the Henry Ford II Instrumental Music Booster Club. When necessary and proper, he/she will endorse, on behalf of the Corporation, together with the signature of one other officer, all checks, notes and/or other obligations.  The Treasurer will deposit all drafts, deposits and/or evidences of payment of money to the Corporation, together with all other funds of the Corporation coming into his/her possession, in such financial institution as may be selected by the Board of Directors. He/she will keep full and accurate account of all receipts and disbursements of the Corporation in books belonging to the Corporation, which will be open at all times to the inspection of the Board of Directors. He/she shall make reports to the members at each monthly members meeting or from time to time as may be required by the Board of Directors. All entries shall be deposited into one of two separate accounts:

A. Checking

This account is to include on the average not more than twenty percent (20%) of the Corporation assets and to be used, as necessary, for motional and optional expenses for Corporation projects or for the expenditures approved by a majority vote of the members present at a regular meeting of the Corporation. This is and shall remain the sole property of the Corporation.

B. Savings
This account is to include on the average not less than eighty percent (80%) of the Corporation assets. This fund is to be set aside and used for expenses of a band planned activity or project only. The Treasurer shall have all expenditures on a written order to be signed by a combination of any two current officers of the Corporation. A minimum of ten ($10) dollars shall be maintained in the account at all times.

a. Booster Account

This fund shall include interest accrued on all accounts, booster fund raisers, miscellaneous donations, and money transferred from outgoing students. This is and shall remain the sole property of the Corporation.

b. Student Account.

These funds include money earned through fund raisers, which is and shall remain the sole property of the Corporation, or through personal donations, which is and shall remain the property of the student but which shall be handled and invested by the Corporation as that which was raised through fund raisers.

The Treasurer shall be responsible for coordinating the preparation of the Annual Federal Income Tax Return and all associated forms and documentation, including those establishing the tax-exempt status of the Corporation.

The Treasurer shall be responsible for coordinating an audit committee on an annual basis and reporting the results of the audit to the general membership.
The Treasurer shall be responsible for securing any insurance on behalf of the Corporation, with approval of the Board of Directors for cost and coverage.
4.5.6 Ways and Means Committee Chairperson
The Ways and Means Committee Chairperson shall be responsible for coordinating all fund raising activities for the Corporation; and, be responsible for forming fund raising ideas and submitting them to the Board of Directors for approval; and, as projects are developed, shall form committees to arrange for their completion.

4.5.7 Past President (most recent)
The most recent Music Booster President will be responsible for assisting the Board in performing any additional duties as deemed necessary by the Board of Directors.

4.5.8 Additional Duties
Any officer of the Corporation, in addition to the powers conferred upon him/her by these organizational policies/procedures, will have such additional powers and perform such additional duties as may be prescribed from time to time by the Board of Directors.
4.6 Director Qualifications and Restrictions

1) All directors shall be active Music Booster members during the years they serve. 2) No individual may hold more than one (1) position on the Board of Directors; however, Directors may chair committees while still maintaining the vote as Directors. 3) None of the elected officers may be related to another elected officer as brother, sister, ancestor, descendant, spouse, brother-in-law, sister-in-law, son-in-law, daughter-in-law, mother-in-law, or father-in-law.

4.7 Vacancies
Any vacancies occurring in the Board of Directors, with the exception of the Treasurer, for any reason may, but need not, be filled by the remaining directors (even though less than a quorum) or the members. Any person elected by the general membership to fill a vacancy shall serve for the balance of the unexpired portion of the term.

4.8 Resignation
A director may resign by giving written notice to the Secretary of the Corporation. Unless otherwise specified in the tendered resignation, the resignation shall take effect upon receipt, and the acceptance of the resignation shall not be necessary to make it effective.

4.9 Voting
The vote of the majority of the Board of Directors present at a meeting at which quorum is present shall be the act of the Board of Directors unless a greater vote is required by law, by the Articles of Incorporation, the Bylaws or by these Organizational Policies/Procedures. Each director present shall have one vote. No director shall be entitled to vote by proxy.

4.10 Compensation
Each member on the Board of Directors shall be compensated a total amount or annual salary of $0.01 which shall then be immediately donated back into the Booster account from which it came.  Legitimate expenses incurred on behalf of the Corporation shall be reimbursed after approval by the Board of Directors. Request for such reimbursement shall be submitted with receipts.

4.11 Removal of Officers
4.11.1 By a two-thirds vote of the Board of Directors, an officer, coordinator, or chairman may be recommended for removal from office for failure to perform duties or for conduct (either word or deed) which is damaging to the stated purposes of the Henry Ford II Instrumental Music Boosters or the Henry Ford II High School Instrumental Music program.
4.11.2 Such recommendation shall be first communicated to the person involved, who will be promptly given an opportunity to appear before the Board of Directors and appeal the recommendation. If, after such appeal, or in its absence, the Board of Directors shall communicate to the general membership in writing at least two (2) weeks prior to a regularly scheduled meeting of the general membership. If a two-thirds majority of the members present at the next general membership meeting confirm the recommendation for removal from office, the officer will be relieved of all authority and responsibilities as an officer of the Corporation, and their office will be declared vacant.
4.12 Board Meetings
4.12.1 The Board shall meet at the discretion of the President prior to each regular membership meeting to determine the policies of the Corporation. Meetings of the Board may be requested at any time by any member of the Board with the approval of the President.
4.12.2 Meetings of the Board of Directors may be held any place within or without the County of Macomb, State of Michigan.
4.12.3 A majority of the members of the directors shall constitute a quorum for the purposes of conducting business at any meeting of the Board of Directors.
4.12.4 A majority of the directors present, whether or not a quorum, may adjourn any meeting to another time and place. Notice of such adjourned meeting shall be given though the time and place thereof are announced at the meeting at which the adjournment is taken.
4.12.5 Any action required or permitted to be taken pursuant to authorized vote at any meeting of the Board of Directors or a committee thereof, may be taken without a meeting, if before or after the action, all members of the Board of Directors or the committee consent thereto in writing. Written consent shall be filed with the minutes of the proceeds of the Board of Directors or committee. Such consent shall have the same effect as the vote of the Board of Directors or committee for all purposes.
4.12.6 A member of the Board of Directors or of a committee may participate in a meeting by means of conference telephone or similar communications equipment by which all persons participating in the meeting can hear each other. Participants in a meeting pursuant to this Section constitute presence in person at the meeting.
4.13 Notice of Meetings
4.13.1 Special meetings of the Board of Directors shall be held pursuant to notice of the time, place and purpose thereof either delivered personally, communicated by telephone, email or sent by U.S. mail to each director not less than five business days prior to the meeting, and if by telephone, confirmed in writing before or after the meeting.
4.13.2 Notwithstanding the foregoing, no notice need be given to any person who submits a signed waiver of notice before or after a meeting, or who attends a meeting without protesting any lack of notice.
4.14 Elections
4.14.1 A nomination committee shall be appointed by the President at the regular March meeting each year. Nominations may be from the floor after the report of the nomination.
4.14.2 Officers are to be elected or renewed at the annual meeting in April by written ballot.
4.14.3 The term of offices shall be two (2) -1 year terms from June 1st of the first year, through May 31st, of the second year.  At the end of the any year, ½ of the Board of Director’s offices will be up for election and the other half will be up for renewal.  Per approval from the general membership in attendance at the February 7, 2011 meeting, the election and renewal terms shall be alternated with the President, Treasurer, and Corresponding Secretary being elected in one year and renewed in the next year; and, the Vice-President, Recording Secretary and Ways and Means Chairperson being renewed in one year and elected in the next year.  
For the years 2011 and 2012, the election cycle will be modified as follows to implement this decision and minimize the impact to the organization:  
· 2011   President - 2 year term, Treasurer - 2 year term, Ways & Means - 1 year term
· 2012   Vice  President  - 2 year term, Recording Secretary - 2 year term, Ways & Means - 2 year term, Corresponding Secretary - 1 year term
· 2013 and future elections:  President, Treasurer, Corresponding Secretary - 2 year terms
· 2014 and future elections: Vice President, Ways & Means, Recording Secretary - 2 year terms
4.14.4 A majority of the vote of the members present at the annual members’ meeting or represented by proxy shall constitute an election.
4.14.5 Vacancies of the officers of the Corporation shall be filled by a majority vote of all Board of Directors and each person so elected shall be an officer until their successor is elected by the membership at the next annual members meeting in which the office is to be elected.
4.14.6 Officers up for renewal at the annual meeting will have their names automatically added to the ballot.
ARTICLE 5

COMMITTEES

5.1 Appointment of Committees
The Board of Directors may designate one or more committees, each of which will consist of at least one committee chairperson and one or more committee members. Committee members may be members of the Board of Directors or members at large. The chairperson and the members of the committee will be appointed by the Board of Directors. Each such committee may exercise all powers and authority delegated to it in the Board resolution establishing the committee, except as restricted by applicable law.

5.2 Reports of Committees
The studies, findings and recommendations of all committees will be reported to the Board of Directors for the consideration and action, except as otherwise ordered by the Board of Directors. Committees may adopt such rules for the conduct of business as are appropriate and as are not inconsistent with the Bylaws or these Organizational Policies/Procedures, the Articles of Incorporation, or state law.

5.3 Return of Property
All records, receipts, materials, and/or supplies (purchased with Music booster funds) shall be considered property of the Organization and be returned in a timely manner after the committee is dissolved.

ARTICLE 6

INDEMNIFICATION
6.1 Actions in the Best Interest of the Corporation
The Corporation shall have the power to indemnify any person who was or is a party or is threatened to be made a party to any threatened, pending or completed action, suit or proceeding, whether civil, criminal, administrative or investigative (other than an action by or in the right of the Corporation) by reason of the fact that he/she is or was a director, officer, employee or agent of the Corporation or is or was serving at the request of the Corporation as a director, officer, partner, trustee, employee or agent of another foundation, corporation, business corporation, partnership, joint venture, trust or other enterprise, whether for profit or not, against expenses (including legal fees), judgment, penalties, fines and amounts paid in settlement actually and reasonably incurred by him/her in connection with such action, suit or proceeding if he/she acted in good faith and in a manner he/she reasonably believed to be in or not opposed to the best interest of the Corporation or its members and, with respect to any criminal action or proceeding, had no reasonable cause to believe his/her action was lawful. The termination of any action, suit or proceeding by judgment, order, settlement, conviction or upon a plea of nolo contendere or its equivalent, shall not of itself create a presumption that the person did not act in good faith in a manner in which he/she reasonably believed to be in or not opposed to the best interest of the Corporation or its members and, with respect to any criminal action or proceeding, had reasonable cause to believe that his/her conduct was lawful.

6.2 Action by or in the Right of the Corporation
The Corporation shall have the power to indemnify any person who is threatened to be made a party to any threatened, pending or completed action or suit by or in the right of the Corporation to procure a judgment in its favor by reason of fact that he/she is or was a director, officer, employee or agent of the Corporation or is or was serving at the request of the Corporation as a director, officer, partner, trustee, employee, or agent of another foundation, corporation, business corporation, partnership, joint venture, trust or other enterprise, whether for profit or not, against expenses (including attorney fees) and amounts paid in settlement actually and reasonably incurred by him/her in connection with the defense or settlement of such action or suit if he/she acted in good faith and in a manner he/she reasonably believed to be in and not opposed to the best interests of the Corporation or its members, except that no indemnification shall be made in respect of any claim, issue or matter as to which such person shall have been adjudged to be liable to the Corporation except to the extent that the Court in which such action or suit was brought, or another Court of competent jurisdiction, shall determine upon application that indemnification is consistent with applicable law and any restrictions which may be contained in the Corporation’s Articles of Incorporation, the Bylaws or these Organizational Policies/Procedures and that, despite the adjudication of liability and in view of all relevant circumstances, he/she is fairly and reasonably entitled to indemnification for such reasonable expenses incurred which the Court shall deem proper, whether or not he/she has met the applicable standard of conduct set forth in Section 6.2.

6.3 Expenses
To the extent that a director, officer, employee or agent of the Corporation has been successful on the merits or otherwise in defense of any action, suit or proceeding referred to in Section 6.1 and 6.2 or in the defense of any claim, issue or matter therein, he/she shall be indemnified against expenses (including attorney fees) actually and reasonably incurred by him/her in connection therewith.

6.4 Determination of Indemnification
Any indemnification under Section 6.1 and 6.2 (unless ordered by a court) shall be made by the Corporation only as authorized in the specific case upon a determination that indemnification of the director, officer, employee or agent is proper in the circumstances because he/she has met the applicable standard of conduct set forth in Sections 6.1 and 6.2 and upon an evaluation of the reasonableness of expenses and aunts paid in settlement. Such determination shall be made (i) by the Board of Directors by a majority vote of a quorum (as defined in Section 2.5.3 of these Organizational Policies/Procedures) consisting of directors who are not parties to such action, suit or proceeding; (ii) if such quorum is not obtainable, by a majority vote of the committee duly designated by the Board (in which designation of all Board members may participate) and consisting of solely two or more directors not at the time parties or threatened to be made parties to the action (iii) by independent legal counsel, in a written opinion, selected by the Board or its committee in the manner described in the foregoing clauses (i) or (ii) or, if a quorum under clause (i) cannot be obtained and a committee under clause (ii) cannot be designated, by the Board (in which action all Board members may participate); or (iv) by majority vote of the members of other than directors, officers, employees or agents of the Corporation who are parties or threatened to be made parties to the action. Notwithstanding the failure or refusal of the directors or counsel to make provision therefore, such indemnification shall be made if a court of competent jurisdiction has made a determination that the director, officer, employee or agent has a right to indemnification hereunder in any specific case upon the application of such director, officer, employee or agent.

6.5 Advancement of Expenses
Expenses incurred in defending a civil or criminal action, suit or proceeding described in Sections 6.1 or 6.2 may be paid by the Corporation in advance of the final disposition of such action, suit or proceeding as authorized by the Board of Directors in the specific case upon (i) receipt of a written affirmation from the person seeking advancement of expenses of his/her good faith belief that he/she has met the standard of conduct set forth in Section 6.1 or 6.2; (ii) receipt of an undertaking by or on behalf of such person to repay amounts advanced if it shall ultimately be determined that he/she did not meet such standard of conduct; and (iii) a determination that the facts then known to those making the determination would not preclude indemnification. Such determination shall be made in the manner specified in Section 6.4.

6.6 Insurance
The Corporation shall have the power to purchase and maintain insurance on behalf of any person who is or was a director, officer, employee or agent of the Corporation or is or was serving at the request of the Corporation as a director, officer, employee or agent of another foundation, corporation, partnership, joint venture, trust or other enterprise, against any liability asserted against him/her or the Corporation and incurred by him/her or the Corporation in any capacity, or arising out of his/her status as such, whether or not the Corporation should have the power to implement the provisions of this Article.

ARTICLE 7

CONFLICT OF INTEREST
7.1 Statement of Policy
It is the policy of the Corporation that all officers, directors, committee members and employees of the Corporation shall scrupulously avoid any conflict between their own respective individual interest and the interest of the Corporation, in any and all actions taken by them on behalf of the Corporation in their respective capacities.

7.2 Dealing with the Corporation
A contract or other transaction between the Corporation and one or more of its directors or officers, or between the Corporation and a domestic or foreign corporation, firm or association of any type or kind in which one or more of the Corporation’s directors or officers are directors or officers, or are otherwise interested, shall not, because of the interest, or because such directors are present at the meeting of the Board of Directors or committee thereof at which such contract or transaction is acted upon or because their votes are counted for such purpose, be enjoined, set aside or give rise to an award of damages or other sanctions in a proceeding by a member or in the right of the corporation, if any of the following is satisfied:

7.2.1 The contract or other transaction is fair and reasonable to the Corporation when it is authorized, approved or ratified; or
7.2.2 The material facts of the contract or transaction and the director’s or the officer’s interest are disclosed or known to the Board of Directors or committee thereof and the Board of Directors or committee thereof authorizes, approves or ratifies the contract or transaction by a vote of the majority of the directors or the committee members who had no interest in the contract or transaction, even though less than quorum; or
7.2.3 The material facts of the contract or transaction and the director’s or officer’s interest are disclosed or known to the members, and the members authorize, approve or ratify the contract or transaction by a vote of the majority of the members who had no interest in the contract or transaction. Members holding a majority of the votes held by the members who had no interest in the contract or transaction shall constitute a quorum for any such vote.
7.3 Procedure in Event of Potential Conflict of Interest
In the event that any officer, director, committee member or employee of the Corporation shall have any direct or indirect interest in, or relationship with, any individual or organization which proposes to enter into any transaction with the Corporation, such officer, director, committee member or employee shall give the Board of Directors written notice of such interest or relationship and shall thereafter refrain from voting or otherwise attempting to exert any influence on the Corporation, its Board of Directors, or its committees, to affect its decision to participate or not to participate in such transaction.

7.4 Notice of Policy
Every officer, director, committee member or employee shall be advised of the policy set forth in this Article by the President immediately upon election or appointment. Each officer, director, committee member or employee shall be asked to submit a letter outlining any possible area of conflict of interest at the first meeting of the Board of Directors following his/her election or appointment, and the letter shall become a part of the permanent records of the Corporation.

7.5 Publication of Policy
The policy set forth in this Article shall be called to the attention of the Board of Directors, and each committee of the Corporation at a regular meeting thereof, not less than once each year, and such action shall be recorded in the minutes of such meeting. A copy of this policy shall be furnished to each officer, director, committee member and employee who is presently serving the Corporation, or who hereafter become associated with the Corporation.

ARTICLE 8

FINANCE

8.1 Annual Audits
There shall be an annual audit of the financial records of the Corporation. The audit will be conducted in June for the fiscal year just concluded.

An audit committee shall be established and consist of at least three (3) members: One (1) member shall be an elected officer from the Board of Directors and at least two (2) members shall be selected from the general membership. Those selected to the committee from the general membership shall not be a member of, nor related to, a member of the Board of Directors. No member of the audit committee shall be the Treasurer.

The audit committee shall review the accounting and financial records of the Corporation for the fiscal year just concluded. Satisfied that the accounting and financial records presented for audit are correct, the audit committee shall sign a statement of that fact at the end of their report.

The results of the audit shall be presented to the general membership at the October general membership meeting.

8.2 Fiscal Year
The fiscal year of the Corporation shall begin on the first day of June and end on the 31st day of May of each year.

8.3 Expenditure Approval
Any action within this section does not meet the Henry Ford II Instrumental Music Boosters By-Laws definition of an Action Without a Meeting (Article III, section 6).
8.3.1 Any new obligation or expenditure of the Corporation’s assets in excess of three hundred dollars ($300.00) but not in excess of one thousand four hundred ninety nine dollars and ninety nine cents ($1,499.99) requires the approval of the Board of Directors. 
8.3.2 Any new obligation or expenditure of the Corporations assets in excess of fifteen hundred dollars ($1,500.00) requires the approval of the general membership. 
8.3.3 Any obligation or expenditure of the Corporations assets three hundred dollars ($300.00) or less requires the approval of at least two members of the Board of Directors. 
8.3.4 A valid receipt per our current by-laws shall accompany all items submitted along with request form for reimbursement or checks. (i.e. no receipt = no reimbursement).
A receipt will be considered valid if it is the original business receipt or a legible photocopy of the original receipt.

A valid receipt shall document the following: name of business establishment or vendor, address and/or phone number, date, description of item(s) purchased and price.  (Examples of non-valid receipts would include generic hand written receipts, credit card statements, front copy only of personal check, etc).  For items purchased through the internet, a printed copy of the order confirmation containing the information noted above as well as the purchaser’s name and address must be present.

8.3.5 All fundraising or business receipts must be submitted for reimbursement for purchases pertaining to band booster fundraisers or business within 45 days of event to be considered for payment. 
8.3.6 All check requests to be submitted written on standard request form, and delivered to Treasurer with at least 48 hour notice (preferably) for processing.  Any payments over $300 to be approved by Board of Directors (unless by-law revision committee recommends differently) and accompanied by itemized invoice either with request form or upon delivery of check.
8.4 Student Accounts
8.4.1 Student accounts are established for all students active in the Henry Ford II Instrumental Music program. 
8.4.2 Funds are earned by students and/or family member’s participation in approved individual fundraisers. 
8.4.3 Funds placed into student accounts may only be applied to Instrumental Music program related expenses; they may not be used to pay for school activities not associated with the Instrumental Music program. Funds dispersed from student accounts shall only be applied to purchases that benefit the students directly. 
8.4.4 Student account funds may be used for the following items: student instrument purchases, student instrument repairs, accessories or cases, student band camp registration fees, student band trips sanctioned by the Henry Ford II Instrumental Music department and the Utica Community School District, band related uniform, student’s band banquet ticket, student’s Cedar Point ticket or band related video and professional photography purchases   Varsity jackets are not considered to be instrumental music related items.  Any items not specifically documented must be presented to the Board of Directors for consideration before a reimbursement form can be submitted.
8.4.5 Student account funds may be used to defray the cost of private music lessons for students currently enrolled in the Henry Ford II Instrumental Music program. The current Instrumental Music Instructor(s) shall deem the music lesson provider an approved source.  Only lessons provided by an approved source shall be eligible for reimbursement.  
8.4.6 Original receipts or legible photocopies of original receipts with a copy of the reimbursement request form shall be presented to the Treasurer, or member of the Board of Directors, no more than 90 after the original date of purchase to be considered for reimbursement.  No exceptions will be made.  The transactions from student accounts will be processed monthly, or more frequently, as deemed by the treasurer. 
8.4.7 It is the responsibility of the families to audit their student accounts and resolve any disputes in a timely fashion. All transactions are final at the close of the fiscal year in which they are recorded with the exception of any fundraisers still open at the end of the fiscal year.
8.4.8 Any monies remaining in a graduating student account not specifically designated for use (through communication with the Treasurer) by June 30 will be transferred to the general scholarship fund unless they have a sibling who is: enrolled in a 7th or 8th grade Instrumental Music class or an incoming freshman/sophomore/junior and will be participating in the Instrumental Music Program during the following school year. 
8.4.9 Any monies remaining in a graduating student account and not being held for the intended use by a sibling as stated in section 8.4.7 must be used by June 30 otherwise the money will be transferred to the general scholarship fund. 
8.4.10 Personal funds (cash/check) may be deposited into student accounts for the purpose of paying for band camp or a sanctioned student trip.  Parents/Guardians must request, in writing, that personal funds be placed into the student account if they anticipate replacement of the personal funds with fundraising dollars.  If this request is not made in advance, then the monies will be applied directly to the band camp/trip and the funds will not be reimbursable.  If money is then earned through fundraising; a reimbursement request for all or a portion of the personal funds that had been directly deposited into the student account may occur.  The replacement funds must be posted to the student account and a reimbursement request must be made before the event takes place.  Requests for reimbursement cannot exceed the amount of the personal fund deposits. 
8.5 General Finance Guidelines

8.5.1 All monies/checks collected from fund raiser/special events or sale items to be turned over to Treasurer for deposit on behalf of the corporation along with balanced report (with copy to Ways & Means Chairperson) within 30 day of event or event closing date.
8.5.2 All uniform or miscellaneous monies collected (i.e. socks, gloves, berets, lyres, etc.) shall be recorded in ledger or log fashion with date, description of item sold, student name/signature, seller’s signature and the funds received.
8.5.3 The Instrumental Music Boosters will obtain and maintain a computer for dedicated band booster business capable of safely recording and storing records, with suitable software for generating reports with back-up system.
8.5.4 All contractual employee agreements and all personal payments to be handled in accordance with UCS guidelines for recordable tax purposes. (W-2’s, 1099’s, etc.).
ARTICLE 9

MISCELLANEOUS PROVISIONS
9.1 Expenditure Approval
The Board of Directors shall designate officers to approve expenses, and sign checks, drafts or other obligations for the payment of money.

9.2 Borrowing

No loans and no renewals of any loans shall be contracted on behalf of the Corporation except when specifically authorized by the Board of Directors. The authority contained in this Section shall be express and confined to specific instances.

9.3 Method of Giving Notice
Any notice required by statute, by the Bylaws or by these Organizational Policies/Procedures to be given to the members, directors, or to any officers of the Corporation, unless otherwise provided herein or in any statute, shall be given by mailing to such member, director or officer at such member’s, director’s or officer’s last address as it appears on the records of the Corporation and such notice shall be deemed to have been given at the time of such mailing.

9.4 Corporate Seal
The Board of Directors may prescribe a suitable seal for the Corporation. If a seal is prescribed, it may be used by causing it or a facsimile to be affixed, impressed or reproduced in any other manner.

9.5 Amendment of the Organizational Policies/Procedures
All amendments to these Organizational Policies/Procedures and Articles of Incorporation shall be presented at the annual membership meeting and must be enacted by a majority vote of those members present. Any proposed amendment shall be submitted in writing to the Recording Secretary at least thirty (30) days prior to the annual members’ meeting. The proposal must refer to the section and article affected. Organizational Policies/Procedure changes presented at any members’ meeting must be voted on at the next annual members’ meeting. 

9.6 Cessation
9.6.1 The club may cease to function as the Henry Ford II Instrumental Music Booster Club following a concurring vote of the Board of Directors of the Instrumental Music Boosters, at least one member of High School Administration, and the majority of the members present at a regular meeting including the Board of Directors and Instrumental Music Instructor(s).
9.6.2 Funds
In the event the Club should cease to function as the Henry Ford II Instrumental Music Booster Club, all money shall be withdrawn within ten (10) days of such action and immediately approved for expenditure by the Board of Directors for the elimination of all current indebtedness. All remaining money and assets shall revert to the internal account of the Instrumental Music Department of the Henry Ford II High School.

9.7 The Lewis Dresch Memorial Scholarship
The Lewis E. Dresch Memorial Instrumental Music Scholarship was established in May 1988 for deserving student musicians. At that time, the Dresch family provided a plaque for the Henry Ford II High School Band Room, with nameplates for winners’ names to be engraved annually. Scholarships are to be presented annually at either the Spring Banquet or Spring Concert. 

9.7.1 Funding of the Scholarship
The Lewis E. Dresch Memorial Instrumental Music Scholarship is funded annually through ticket donations from the Winter & Spring Concerts, as well as concession sales from the concerts. The monies will be divided for (4) recipients, and the dollar amount will vary from year to year.

9.7.2 Scholarship
The Lewis E. Dresch Memorial Instrumental Music Scholarship may be used for the following:

· Any music camp, including Blue Lake, Interlochen, Henry Ford II Marching Band Camp, or other approved camps

· Private Lessons (with approved instructor)

· Approved music related purchase (Instrument, supplies, music)

9.7.3 Eligibility
The Lewis E. Dresch Memorial Instrumental Music Scholarship is open to any student who meets the following criteria:

· Is enrolled in an instrumental music class at Henry Ford II High School

· Participated in MSBOA Solo & Ensemble Festival

· Has not won previously- Can only be awarded once in the 4 years enrolled at Henry Ford II H.S.

· Audition with outside adjudicator. HFII Instrumental Music Instructor(s) will not adjudicate so no preferential treatment is given or assumed.  Applicant must provide a copy of their music for the judge.

A scholarship will be awarded to one (1) senior, junior, sophomore, and freshman at HFII. In the event that no one from a particular grade auditions, two (2) awards will be given to the grade that has the highest number of applicants. For example, if no seniors audition & four (4) sophomores audition, two (2) sophomores will be awarded a scholarship, with one (1) going to both a junior and a freshman.

Winners will be determined by the audition. Audition date & time will be announced by the Instrumental Music Instructor(s). Auditions will be first come, first serve. 

9.8 The Lillian Demas Scholarship
The Lillian Demas Instrumental Music Scholarship was established in May 2003 to honor former Henry Ford II High School Principal Lillian Demas, as a means of thanking her for her strong support of the Instrumental Music Program at Henry Ford II High School. The scholarship will be awarded at either the Spring Banquet or the Spring Concert.

9.8.1 Funding of the Scholarship

The Lillian Demas Instrumental Music Scholarship is funded annually through ticket donations from the Pre-Festival Concert, as well as concession sales from the concert. The Henry Ford II High School Instrumental Music Boosters will fund the balance for an annual award of $600 for one recipient per year. The Henry Ford II Instrumental Music Boosters purchased the plaque, with winner’s name to be engraved annually.

9.8.2 Scholarship

The Lillian Demas Instrumental Music Scholarship may be used for the following:

· Any music camp, including Blue Lake, Interlochen, Henry Ford II Marching Band Camp, or other approved camps

· Private Lessons (with approved instructor)

· Approved music related purchase (Instrument, supplies, music)

9.8.3 Eligibility

The Lillian Demas Instrumental Music Scholarship is open to any student who meets the following criteria:

· Is enrolled in an instrumental music class at Henry Ford II High School

· Participated in MSBOA Solo & Ensemble Festival and/or Chamber Ensemble

· Participated in one of the following MSBOA Events: 

· Band Festival, including Symphonic Band, Concert Band & Freshmen Band
· Jazz Band Festival

· Audition with outside adjudicator.  HFII Instrumental Music Instructor(s) will not adjudicate so no preferential treatment is given or assumed. Applicant must provide a copy of their music for the judge.

· May win more than once, but in non-consecutive years. I.E. win as a sophomore & as a senior, not in junior year.

· Past Dresch Scholarship winners are eligible, however both awards cannot be received the same year

Winners will be determined by the audition. Audition date & time will be announced by the Instrumental Music Instructor(s). Auditions will be first come, first serve. 

9.9 Financial Assistance for Students in Need

9.9.1 Petitions

Students petitioning for financial assistance from the Instrumental Boosters should come forward as soon as possible by submitting a written, dated letter to the Instrumental Music Instructor(s).  Students and/or their parents or guardians should be actively fundraising when possible. 

9.9.2 Review Committee

Letters will be reviewed by a committee of at least the Instrumental Music Instructor(s), 2 Board members and 1 school administrator.  Due to confidentiality, no active members or associate members shall be included in the selection process.  The review committee shall be responsible for contacting each student who submitted petitions with the final disposition of their request. 
9.9.3 Available Funds

Only monies from within the scholarship account shall be considered and used for students selected to receive financial assistance.  The distribution of available monies will be left to the selection committee.
9.10 Additional Rules

The Board of Directors may adopt additional rules and procedures for the conduct of their meetings, and additional rules and regulations for the conduct of the affairs of the Corporation, provided that no such additional rule shall be inconsistent with the Articles of Incorporation, the Bylaws or these Organizational Policies/Procedures.

ARTICLE 10
MODIFICATION LOG
10.1 Modification/Approval Log
	Version
	Changes
	General Membership Approval Date

	1.0
	Original baseline of the Organizational Policies/Procedures
	2 May, 2005

	1.1
	Per approval from the general membership in attendance at the 05/02/05 meeting:

-Changed verbiage in section 8.4.8 from “graduation day” to “June 30.  This is based on the approval of the general membership.


- Correct spelling and grammatical errors
	18 May, 2005

	1.2
	Per approval from the general membership in attendance at the 02/06/06 meeting to modify text in section 4.14.3:

- Original verbiage: The term of offices shall be two (2) -1 year terms from June 1st of the first year, through May 31st, of the second year.  At the end of the any year, ½ of the Board of Director’s offices will be up for election and the other half will be up for renewal.  The election and renewal terms shall be alternated with the President, Corresponding Secretary, and Ways and Means Chairperson being elected in one year and renewed in the next year; and, the Vice-President, Recording Secretary and Treasurer being renewed in one year and elected in the next year.


- Revised verbiage: The term of offices shall be two (2) -1 year terms from June 1st of the first year, through May 31st, of the second year.  At the end of the any year, ½ of the Board of Director’s offices will be up for election and the other half will be up for renewal.  The election and renewal terms shall be alternated with the President, Treasurer, and Ways and Means Chairperson being elected in one year and renewed in the next year; and, the Vice-President, Recording Secretary and Corresponding Secretary being renewed in one year and elected in the next year.


	6 February, 2006

	1.3
	Per approval from the general membership in attendance at the 05/07/07 meeting.

· 2.2.5 – Added text to comply with 501C3

· 8.3.4-8.3.6 – Incorporated text based on Policy Recommendations approved April 7, 2003.  The only addition to the original text is the definition of a valid business receipt found in paragraph 2 of 8.5.1 and modifications to 8.5.5. indicating that the boosters will purchase and maintain a computer for the sole purpose of managing booster business. 

· 8.4.4 – Enhanced definition of items that are eligible for reimbursement from student account

· 8.4.6 – Added text to clarify personal expenditures reimbursement window.  Included photocopies of receipts as a valid receipt.

· 8.4.7 – Added text to exclude fundraisers still open at the end of the fiscal year.

· 8.4.8 – Clarified transferring graduating student accounts to siblings.

· 8.4.10 – Added new text for personal donations to student accounts

· 8.5 – Incorporated text based on Policy Recommendations approved April 7, 2003.  The only addition to the original text is the modification to 8.5.3. indicating that the boosters will purchase and maintain a computer for the sole purpose of managing booster business.

· 10.0 – Separated Modification Log from Article 9.
	07 May, 2007

	1.4
	Per approval from the general membership in attendance at the 2/7/2011 meeting.

●    4.14.3 - Modify the election year cycle so that the Ways & Means and Treasurer board positions are not up for vote the same year.  This modification will better balance the board position work load change on any given election year.  The following is a description of how the change will take effect:
2011   President - 2 year term, Treasurer - 2 year term, Ways & Means - 1 year term
2012   Vice  President  - 2 year term, Recording Secretary - 2 year term, Ways & Means - 2 year term, Corresponding Secretary - 1 year term
2013 and future elections:  President, Treasurer, Corresponding Secretary - 2 year terms 
2014 and future election: Vice President, Ways & Means, Recording Secretary - 2 year terms


	7 February, 2011

	1.5
	Per approval from general membership in attendance at the 6/6/2011 meeting.
· 2.1

Previous wording 

             The purpose of the Henry Ford II Instrumental Music Boosters Club shall be to serve and support the students and promote the activities of the Henry Ford II Instrumental Music program in cooperation with the band directors and school administration.  

New wording

            The purpose of the Henry Ford II Instrumental Music Boosters Club shall be to serve and support the students and promote the activities of the Henry Ford II Instrumental Music program in cooperation with the band directors and school administration.  Henry Ford II Instrumental Music Boosters Club is a non-profit organization and intends to remain non-profit forever.


	6 June 2011
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