Hilliard Davidson High School Drama Boosters

Formal Bylaws – Adopted May 14, 2007
MISSION STATEMENT 

The Hilliard Davidson High School Drama Boosters is a non-profit, parent volunteer organization whose mission is to raise funds and implement programs to support and enhance the theater department at Hilliard Davidson High School.

ARTICLE I – GOVERNANCE
The Hilliard Davidson High School Drama Boosters shall be governed by a five member Executive Board consisting of a President, Vice President – Promotions, Secretary, Treasurer, and Head of Concessions.  
Section 1.1.
The roles and responsibilities of the Executive Board are generally defined as follows:

President:

Oversees organizational activities, schedules and conducts meetings, distributes beforehand by email the agenda for each regular meeting, represents organization to the community and, along with the other members of the Executive Board and parent volunteers, sets the direction and establishes goals for the organization.
Vice President – Promotions: 

Assists with setting and accomplishing fundraising goals and identifies new opportunities.  Conducts meetings in absence of President.  Works to promote the theater department within the community.  Recruits volunteers for these activities, monitors progress, and assists in resolving issues or concerns.

Secretary:

Keeps minutes and records attendance at Executive Board and monthly meetings.  Distributes by email before each regular meeting minutes from previous meeting.  Sends minutes to Davidson Theatre webmaster.  Generates a current list of parent volunteers each school year with contact information.  Maintains calendar of meetings and communicates to school administration.
Treasurer: 

Keeps account of the properties and business transactions of the organization in accordance with the procedures and policies outlined in Article VII.
Head of Concessions:
Determines concession needs, purchases and maintains concession supplies, organizes parent volunteers for concession sales activities.
Section 1.2.
The Executive Board shall consist of the persons who are initially appointed to it in the original Formal Bylaws and/or those subsequently elected pursuant to the terms of Article II of these Formal Bylaws.
Section 1.3.
Voting Rights.  All those present at meetings of the Executive Board of the Hilliard Davidson High School Drama Boosters shall be entitled to one full vote on each matter properly submitted for their vote, consent, waiver, release or action.  In this way, decisions of the Executive Board will be made with the input and support of the parent volunteers who give their time, energy and support to the organization.
ARTICLE II – EXECUTIVE BOARD
Section 2.1.
General Powers and Compensation.  Except as otherwise provided in these Bylaws, such as in Section 1.3, the organization shall be governed and all authority of the organization shall be exercised by the Executive Board.
No member of the Executive Board shall be required to furnish any bond or surety for the faithful performance of his/her duties.

No member of the Executive Board shall be entitled to or shall receive any compensation for attendance at meetings of the organization or other services rendered to the organization, however the Executive Board may authorize the reimbursement to any member of expenses necessarily incurred by him/her in the performance of his/her duties.
Section 2.2.
Election.  The Executive Board shall initially consist of the persons serving as officers of the Hilliard Davidson High School Drama Boosters for the 2006-2007 school year.  At each meeting of the Executive Board for the election of successor members, the nominees receiving the greatest number of votes shall be the elected to the Executive Board.
Section 2.3.
Authority of Executive Board Members.  Except where the law or these Formal Bylaws require that action be otherwise authorized or taken, such as in Section 1.3, all of the authority of the organization shall be exercised by the members of the Executive Board.
Section 2.4.
Number of Executive Board Members.  The number of members constituting the full Executive Board shall be such as fixed from time to time by the vote of all those present at meetings of the Executive Board, but in no event to exceed eight (8).  Such number shall be (i) the number fixed from time to time by resolution or other action adopted or taken by the vote or consent of not less than a majority of all those present in person at any annual meeting of the Board; (ii) if the number is not so fixed, the total number of persons elected and remaining as Executive Board Members in office immediately after (and giving effect to) any election of what purports to be a full Executive Board, or any election of additional members, by the unanimous vote or consent of all members entitled to vote for the election of Executive Board Members (whether at a meeting of all such Members or by their unanimous written consent in lieu of a meeting) provided, however, that no reduction in number of Executive Board Members in and of itself shall have the effect of removing any Member from office prior to the expiration of his/her term of office.

Section 2.5.
Term in Office.  The Executive Board Members shall have one-year terms and shall hold office until their respective successors have been elected.

Section 2.6.
Vacancies.  The office of any Executive Board Member shall become vacant upon his/her death, failure to qualify, or resignation.  Any Member’s office shall likewise become vacant if he/she shall be declared of unsound mind or otherwise incompetent by order of a court having jurisdiction.  Any vacancy or vacancies among the Executive Board Members, however caused, may be filled for the unexpired term by the vote at a meeting of the Executive Board of a majority of all those present.  Within the meaning of this section, a vacancy or vacancies shall be deemed to exist when and if those voting in the annual election of Executive Board Members fail to elect the full number of Members.
Section 2.7.
Annual and Special Meetings.  Annual meetings of the Executive Board shall coincide with the May meeting of the Hilliard Davidson High School Drama Boosters.  

Special meetings of the Executive Board may be called by the President or by the Vice President – Promotions or by any two Members.  Notice of the time and place of all special meetings shall be served upon or telephoned to each Member and current parent volunteers at least 24 hours, or mailed or emailed to each Member at his/her address as it appears on the records of the organization at least 48 hours, prior to the time of such meeting.  No notice of the time or place of any meeting of the Executive Board shall be required to be given if waived by every Member entitled to receive notice by (a) his/her written waiver filed with or entered upon the records of such meeting either before or after the meeting, or (b) his/her attendance at such meeting without protesting, prior to or at the commencement of the meeting, the lack of proper notice.

Section 2.8.
Quorum.  To constitute a quorum at any meeting of the Executive Board, there shall be present three of the Members then qualified and acting as such, but if at any meeting of the Executive Board there shall be present less than a quorum, a majority of those present may adjourn the meeting from time to time without notice other than announcement at such meeting, until a quorum shall attend.  The act of three of the Members present at any meeting and constituting a quorum shall be the act of the Executive Board.
Section 2.9.
Voting.  Each Executive Board Member shall be entitled to one vote on any matter properly submitted to the Board for their vote, consent, waiver, release or other action.

Section 2.10.
Executive and Other Committees.   The Executive Board may create and from time to time abolish or reconstitute an executive committee and any other committee or committees, each to consist of not less than one Executive Board Member, and may delegate to any such committee or committees any or all of the authority of the Executive Board, other than that of filling vacancies in the Executive Board or in any committee.  Each such committee shall serve at the pleasure of the Executive Board, shall act only in the intervals between meetings of the Executive Board, and shall be subject to the control and direction of the Executive Board.  The Executive Board may adopt or authorize the committees to adopt provisions with respect to the government of any such committee or committees that are not inconsistent with applicable law or these Formal Bylaws.  An act or authorization of an act by any such committee within the authority properly delegated to it by the Executive Board shall be as effective for all purposes as the act or authorization of the full Executive Board.  Except as otherwise expressly provided in these Bylaws, each right, power or authority conferred in these Bylaws to the “Members” or the “Executive Board” or to the “Board” shall also be deemed conferred to each committee or committees to which any such right, power or authority is delegated (expressly or by necessary implication) by the Executive Board.

Section 2.11.
Action in Writing in Lieu of any Meeting.  Any action which may be authorized or taken at a meeting of the Executive Board may be authorized or taken without a meeting with the affirmative vote or approval of, and in a writing or email or writings and emails signed by, a majority of the Executive Board Members and parent volunteers who would be entitled to notice of a meeting for such purpose, which writing or email or writings or emails shall be filed with or entered upon the records of the organization.
ARTICLE III – ADMINISTRATION OF FUNDS

Section 3.1.
Administration of Property.  The Executive Board Members, except as herein otherwise provided, shall have unlimited discretion in all matters relating to the acquisition, holding, management, control, investment and disposition of the property of the organization, notwithstanding any rule of court or statute now or hereafter in force to the contrary, and no Member or any other person acting by the direction of or with the approval of the Executive Board shall be liable to the organization or to any other person for any loss or damage resulting from any action taken or not taken, except for his own gross negligence or willful misconduct.  The following enumeration of specific powers of the Executive Board Members shall not be deemed a limitation of the generality of the foregoing, except as specifically provided.

Section 3.2.
Gifts, Donation, and Contributions.  Gifts, donations and contributions of cash, securities or other property from any source whatever, either outright or in trust, may be made to and accepted by the organization to enable the organization to carry out its purposes set forth in these Formal Bylaws.  The organization may accept devises, bequests, gifts, donations, and contributions of property of any kind and may agree to administer the same in accordance with any conditions which the testator or donor may impose, provided that any conditions of any such devises, bequests, gifts, donations and contributions shall be approved and accepted by the Executive Board and shall be consistent with and in furtherance of the purposes and within the powers of the organization.

Section 3.3.
Investments, Rights of Beneficiary of Corporate Purpose.  The Executive Board, notwithstanding any rule of court or statute now or hereafter in force to the contrary, may retain and hold property of any kind given to the organization by will, deed, gift or otherwise, may manage, control and exercise all rights of ownership with respect to any funds or property or proceeds of the sale of property coming to the organization from any source, may invest and reinvest the same in such loans, stocks, bonds, securities or other property of any kind as they shall from time to time determine and may compromise, settle and adjust any claims on behalf of or against the organization arising from or by reason of any devises, gifts, contributions or donations of property to the organization, otherwise, on such terms and conditions and at such time or times as they may decide.

No person or organization, being or claiming to be a beneficiary of any of the purposes of the organization, shall, as such, have or be given any claim or right of action against the organization by reason thereof; nor shall any person have or be given at any time any authority to bind or commit the organization to make any future advance, gift or contribution, to render any assistance or to take any other action in the future in any manner whatever, excepting only such engagements as shall be necessary or expedient for the proper fiscal management of the assets of the organization, and any advance, gift or contribution made, assistance rendered or any other action taken in furtherance of the purposes of the organization shall be made or done solely in the exercise of the discretion of the person or persons duly authorized thereto and when so made or done shall be and remain the voluntary act of the organization.

Section 3.4.
Distribution of Property.  Any money or other property of the organization, whether income or principal, shall be used or distributed by the Executive Board Members as they may determine from time to time as follows:

(a) For the payment of all charges and expenses which in their opinion are necessary for the proper care, management and preservation of the property of the organization, including, but without limiting the generality of the foregoing, taxes, rental, clerical services, fees of attorneys, accountants and other experts and reasonable compensation to any person or persons whom the Executive Board may deem it necessary to employ, in order effectively and fully to carry out the purposes of the organization.

(b) For the furtherance and accomplishment of the purposes for which the organization is formed, as stated and subject to the limitations contained in its Formal Bylaws, at such time or times, in such amount or amounts and in such manner as may be determined by the Executive Board Members in the exercise of their discretion, subject to any directions or limitations expressly given or imposed by the members by action taken at a meeting of the members.

ARTICLE IV – MISCELLANEOUS

Section 4.1.
Fiscal Year.  The organization’s fiscal year shall be determined by the Executive Board, but should coincide with the school year.
ARTICLE V – AMENDMENT OF FORMAL BYLAWS
Section 5.1.
Amendments.  These Formal Bylaws may be amended or new Formal Bylaws may be adopted by the affirmative vote or written consent of not less than a majority of the Executive Board and all those present at a meeting of the Hilliard Davidson High School Drama Boosters; provided, that if the Formal Bylaws are amended or new Formal Bylaws are adopted without a meeting of the Executive Board, the Secretary shall mail a copy of the amendment or the new Formal Bylaws to each Executive Board Member and parent volunteer who would have been entitled to vote thereon and did not participate in the adoption thereof.
ARTICLE VI – DUTIES OF THE EXECUTIVE BOARD

In the exercise of its duties, the Executive Board of the Hilliard Davidson High School Drama Boosters will ensure that:

a. An annual budget has been approved
b. The Treasurer handles all funds
c. A blank check is never signed
d. All checks are required to have the signature of the Treasurer.
e. Funds are always deposited into the authorized bank account
f. Funds are always kept separate from personal funds or school funds
g. Two people count the money and provide the Treasurer with a signed proceeds receipt
h. Sales slips, receipts or invoices are provided for every expenditure
i. A Check Request Form is required to receive reimbursement
j. The monthly bank statement is reconciled immediately by the Treasurer
k. The monthly bank statement is reviewed and initialed by the President
l. A written quarterly financial report is provided by the Treasurer
m. An annual audit is conducted and presented to the school principal and internal auditor by July 31 of each year
ARTICLE VII – DUTIES OF THE TREASURER
Section 7.1.  Role of Treasurer.  The Treasurer is the authorized custodian of the funds of the Hilliard Davidson High School Drama Boosters.  Every dollar that comes in to the Drama Boosters must, at some time, pass through the hands of the Treasurer.  The Treasurer is required to do more than deposit money and write checks.  The Treasurer also is required to be diligent and knowledgeable of the Drama Booster’s financial status and conscientious in ensuring that all money is received and spent within the rules set by the bylaws and the annual budget.
Section 7.2
Duties of Treasurer.  The Treasurer shall:

a. Maintain records of all the money that comes through the Drama Boosters.  The funds, as well as the books and record keeping materials, belong to the Drama Boosters and must be available upon request.
b. Prepare an annual budget (in partnership with the Executive Board).
c. Receive all Drama Booster funds.
d. Promptly deposit all funds into the Drama Booster’s bank account.
e. Disburse funds, by check only, as authorized by the President and in accordance with the approved budget.
f. Give regular financial reports (including income and expenditures) to the Executive Board and parent volunteers.
g. Set up accounting procedures.
h. Determine which forms to use to make record keeping easier.
i. Co-sign all checks. All checks must have two signatures.
j. Present the June 30 annual financial report to the principal and District internal auditor by July 31.
k. Set up and maintain a 3-year file located at the school.
l. File the permanent financial records at the end of the fiscal year at the school.
m. Turn over all financial records to the new Treasurer.

Section 7.3.
Drama Booster Records.  The Treasurer has the responsibility to ensure that all funds generated by Drama Booster activities are accounted for and that a record of each transaction is kept.  All disbursements must be recorded in the Check Register and all receipts must be recorded on the Receipt Register.  All transactions recorded in these registers must be documented.


The documentation may be a “Check Request” with backup or “Event Proceeds” form which has been verified.  Other records, which include checkbook, bank statement, meeting minutes and any other written documents used to record Drama Booster activity, must be saved.  These records should be reviewed and audited periodically to help ensure all Drama Booster activity is recorded properly and financial controls are in place.  Permanent storage and an appropriate filing system must be maintained.

Section 7.4.
Check Register.  All disbursement activity must be recorded on the check register.  As checks are written they should be recorded in the check register.  There can be a separate page for each month or multiple months can be recorded on one page.  The Treasurer at the end of the month should total the categories for all pages.  This information will be used in the monthly Treasurer’s Report.
Section 7.5.
Budget vs. Actual Comparison.  Periodically the Treasurer is responsible to prepare a Budget vs. Actual Comparison report. This should be reviewed by the Executive Board and periodically presented to the parent volunteers.  See the appendix for a copy of this report.

Section 7.6.
Rules for Sound Financial Management.  The Treasurer and the Executive Board must always remember the following simple rules for sound financial management:
(1) Always:
a. Save records for three years (minutes, financial statements, budgets, bank statements, check request forms, receipt register, check register, returned checks, original receipts)
b. Keep records in a safe place at the school.
c. Pay with a check.
d. Have a receipt and a check request form to reimburse.
e. Have the bank statement addressed to the President and mailed to the fiscal agent for the Hilliard Davidson Drama Fund. The President should look over the statement, initial it and give it to the Treasurer.
f. Meet with the outgoing Treasurer to go over the books.
g. Raise money for a purpose and spend it for that purpose.
h. Prepare a financial statement for each Executive Board and general meeting.
i. Have books audited at close of the fiscal year by an auditor or an audit committee.
j. Use funds wisely. Remember that all persons signing on the Drama Booster bank account are liable for the use or misuse of those funds.

(2) Never:

a. Give a blank check with signatures.
b. Have petty cash. This does not include change in a cash box needed for a fund raising event.
c. Compete with businesses in your area on fund raising projects.
d. Accept financial records without having them audited.
e. Deposit Drama Booster funds in a personal account or otherwise co-mingle funds.
f. Take Drama Booster funds home overnight.
g. Have an ATM card for the Drama Boosters’ checking account.
h. Have a Drama Boosters credit card.

ARTICLE VIII – BUDGET

Section 8.1.
The Budget.  The budget, as adopted by the Executive Board of the Drama Boosters, serves as a financial guide for the year.  The budget must cover the fiscal year that coincides with the school’s fiscal year.  One of the duties of the Executive Board is to prepare, and submit for adoption, a budget for the coming year.  Once the budget is created, it should be presented for adoption at the first meeting of the fiscal year.
Section 8.2.
Developing a Budget.  The procedures to follow in building a budget are: 

a. Prior to the fiscal year, the Executive Board and parent volunteers will review or decide upon the goals of the Drama Boosters.
b. Decide which programs, projects and activities the Drama Boosters would like to undertake to achieve these goals.
c. Determine the cost and possible revenue for each of the programs, projects and activities.
d. Study past financial records to help determine costs and revenue.
e. Use a Proposed Budget Worksheet to help create the budget.
f. Obtain approval of the budget from the Executive Board and all those present at the first general meeting of the school year.

Section 8.3.
Amending the Budget.  Because the budget is an estimate or approximation of the plan for the year, it may become necessary to change or amend the budget.  The budget should be flexible enough to meet the changing needs of the Drama Boosters, or the Theatre Department.  When there are substantial changes in the expenses or revenue, the budget should be amended by a vote of the Executive Board and all those present at the meeting of the Executive Board.
ARTICLE IX – FUND RAISING AND CONCESSIONS

Section 9.1
Product Sales.  It is recommended that all product sales (clothing, concessions, etc.) be handled by the identified group leaders. The products should be secure to prevent unauthorized access.

Section 9.2.
Reconciliations – Non Cash Register Usage (cash change boxes).  If cash registers are not used, then it will be necessary to reconcile each fund raising event (auction, product sales, and tickets) separately.  It will be necessary to have a separate cash change box for each event.  A Cash Tally Sheet must be used to count all the money.  The money should be reconciled and a separate deposit slip made for each event. 

Section 9.3.
Fund Raising.  The Drama Boosters exists to help promote, support and improve the theater department of the school.  Most of the Drama Boosters responsibilities involve fund raising.  The Drama Boosters will strive to start each year with specific goals in mind before determining the dollar amount needed in fund raising events.  It is important that all funds collected through fund raising efforts are spent for the purposes they were collected. 

Extreme care must be used when choosing a fund raising activity.  The School District is liable for any activity which appears to have the district’s endorsement.  Fund raisers should not put children at risk.  Proper supervision is always necessary. 

When cash is involved in fund raising, it is the responsibility of the Treasurer to ensure that proper controls are in place. 

Section 9.4.
Concessions.  Concession sales are a primary activity to raise money.  The following guidelines should be followed for concession sales:
a. Periodically the concession account activity should be reviewed by the Executive Board.

b. A cash tally sheet for all concession proceeds must be completed and signed.
c. Sales tax, when required to be collected, must be remitted to the state. This can be done through the school if necessary.
d. It is recommended that a night deposit bag be used if necessary to protect the funds and volunteers.  Two individuals should accompany the deposit to the bank.  All concession proceeds should be deposited into the bank as soon as possible after the event.
e. Volunteers purchasing supplies for resale should make every effort not to pay sales tax.  If the volunteer uses his or her funds to purchase the supplies, they will be required to submit receipts when they wish to be reimbursed.  The sales tax paid, if any, should not be subtracted from the reimbursement. It is preferred to have the supplies purchased by the Drama Boosters.

ARTICLE X – AUDIT

Section 10.1.
Purpose of Audit.  An audit is an examination of the financial records of the organization.  It assures that all income and expenditures are accounted for and that they are in accordance with the budget and goals for the year.  It also verifies that the bank balance and balance in the ledger are the same.  The audit is to protect the Drama Boosters Executive Board Members and the organization.

Section 10.2.
Conduct of Audit.  An audit should be conducted at the end of the fiscal year; when there is a change in the Treasurer; when there is a change in any authorized signer of Drama Booster checks; upon the request of the Executive Board; upon the request of the school.
Section 10.3.
Audit Procedures.  An audit may be conducted by an auditor, or an auditing committee comprised of at least two (2) members of the Executive Board.  Auditors should not be officers who are authorized signers on the checking account.  Auditors also should not be related to those who are signers on the account nor should they be related to each other.  The auditor or auditing committee is appointed by the Executive Board before the close of the fiscal year.


There are specific things that are needed to conduct an audit. They are:
a. A copy of the last audit report
b. The current checkbook and canceled checks
c. A copy of the budget and amendments to budget
d. A copy of the Treasurer’s report for the year
e. Bank statements and deposit receipts
f. Ledger or record of transactions
g. Itemized statements and receipts of bills paid by Drama Boosters
h. Check request forms
i. Funds received forms
j. Copies of Executive Board meeting minutes
k. Current Formal Bylaws and standing rules, if any
l. Other information as requested by the auditor or auditing committee


The audit begins with the records where the last audit was completed.  The audit should reconcile the balance on hand from the last audit to the balance on hand to the current audit.  A copy of the format is in the appendix section.  All financial records should be reviewed.  In the appendix, as part of the audit report, is a copy of the guideline and questions that must be answered during the audit. 

At the conclusion of the audit, the auditors must sign the report and present it to the Executive Board.  A report must also be submitted by the auditor/audit committee in the event that there are not adequate records available to conduct a proper audit of the organization’s funds.  All audit reports must include an assessment of the records that were audited.

APPENDIX

This appendix contains fund-raising and concession guidelines as well as samples of forms that can be used.
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