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SECTION I:	Bylaws
Article 1:	Name
Section 1:	The name of this organization shall be the POINT PLEASANT HIGH SCHOOL SOCCER BOOSTERS ASSOCIATION (PPHS Soccer Boosters).
This organization shall represent the Pt. Pleasant High School Men/Boys Soccer Team, Pt. Pleasant Ladies/Girls Soccer Team, and the Point Pleasant Jr. High Soccer Team.
Article 2:	Objectives 
Section 1:	The objectives of this organization are:
A. To form one booster organization combining the current Pt. Pleasant High School Men/Boys Soccer Team Boosters, and Pt. Pleasant Ladies/Girls Soccer Team Boosters and the Pt. Pleasant Jr. High Soccer Team.
B. To provide necessary equipment and supplies for the operation of the Pt. Pleasant High School and Jr. High Soccer Teams.
C. To work with Pt. Pleasant High School to provide a safe environment for the soccer athletes during practices, games and other approved activities of said teams.
Section 2:	The objects of this organization are promoted and governed and qualified by the basic policies set forth in Article 3.
Article 3:	Basic Policies
Section 1:	The following shall be the basic policies of this organization:
A. The organization shall be noncommercial, nonsectarian and nonpartisan.
B. The name of the organization or the names of any members in their official capacities shall not be used in any connection with a commercial concern or with any partisan interest or for any purpose not appropriately related to the promotion of the objects of the organization.
C. The organization shall not directly or indirectly, participate or intervene in any way (including the publishing or distributing of statements) in any political campaign on behalf of, or in opposition to, any candidate for public office; or devote more than an insubstantial part of its activities to attempting to influence legislation by propaganda or otherwise.
D. Candidates for public office may be allowed to purchase advertisement in the yearly team publication. No candidate shall be disallowed the right to purchase advertisement in such team publication. This organization shall not endorse either in the publication or by any other means the support of any candidate for public office. No officer or any representative of this organization in their official capacity shall endorse any candidate for public office.
E. The organization shall work with the school to provide a safe environment for athlete participation during practice and games.
F. The organization may cooperate with other organizations or agencies in joint fundraising, volunteer services, etc. but persons representing the organization in such matters shall make no commitments that bind the organization.
G. In the event of the dissolution of the organization, its assets shall be distributed for one or more of the exempt purposes specified in Section 501 c (3) of the Internal Revenue Code of 1954 as from time to time amended to wit; after paying or adequately providing for the debts and obligations of the organization, the remaining assets from the General Account shall be equally divided and spent on one or more projects to benefit the Pt. Pleasant High School Men/Boys Soccer Team, Ladies/Girls Soccer Team and Jr. High Soccer Team. Funds in the Individual Team Accounts will revert back to the original team to establish a new booster organization for that team.
H. Fiscal Year of this organization shall be July – June 30.
Article 4:	Articles of Organization/Bylaws
The organization exists as an unincorporated organization of its members. Its "articles of organization" compromise these bylaws, as from time to time amended and its articles of organization, if any. In the absence of separate articles of organization, the bylaws shall be deemed to be the articles of organization. In the event of any conflict between these bylaws and the articles of organization these bylaws shall govern.
Article 5:	Membership and Dues
Section 1: 	Membership in this booster organization shall be made available to any individual who subscribes to the Objects and Basic Policies of this Booster Organization without regard to race, color, creed, national origin or religious beliefs, under such rules and regulation not in conflict with the provisions of these bylaws or the booster organization.
Section 2:	Only members of the organization in good standing shall be eligible to participate in business meetings, vote on any items presented before the membership, or serve in any of its elective or appointive positions.
Section 3:	The organization shall conduct an annual enrollment of members beginning with the start of the fiscal year on July 1.  Persons may be admitted to· membership at any time, however; those applying for membership after November 1 of each Booster fiscal year will have their voting privileges held for two (2) consecutive booster meetings.
Section4:	Each member of the organization shall pay annual dues of $5.00
Section 5:	Members must be eighteen (18) years of age and not attending high school.


Article 6:	Officers and Their Election
Section 1:	Each officer of this booster organization shall be a member in good standing of this booster organization.
Section 2:	Officers and their election:
A. The officers of this organization shall consist of a president, three (3) vice-presidents, one from each team, secretary, and treasurer.
B.	Officers shall be elected by ballot annually in the month of May.
C.	Officers shall assume their official duties on July 1, following the May election of officers and shall serve for a term of one (1) year or until their successors are elected.
D.	A member shall not be eligible to serve more than three (3) consecutive terms in the same office.
E.	It shall be the responsibility of the outgoing officers to tum over all documents and paperwork of the organization to the newly elected officers by July 1 following the election of officers in May.
F.	Coaches or Volunteer Athletic Assistants may be members, but may not hold an elected position.
Section 3:	Nominating Meeting
A.	Nomination of eligible members in good standing for each office to be filled will be taken from the floor at the regular meeting in April of each year.
B.	Only those persons who have signified their consent to serve if elected shall be nominated for or elected to such office. If a member nominated is not present to accept nomination, their acceptance in writing must be presented to the Executive Board within ten (10) days after the nominating meeting, or an attempt to contact such member by phone during the meeting is acceptable.
C.	The organization represents three (3) teams. Nominations for President, Secretary and Treasurer shall be accepted from members of any of the three (3) teams. There shall be at least one candidate from each team for the three (3) Vice-President Positions.
Section 4:	Vacancies
A. A vacancy occurring in any office shall be filled for the unexpired term by a person appointed by a consensus of the Executive Board, notice of such appointment having been given. In case a vacancy occurs in the office of president, the Executive Board shall serve notice of a special election to be held at the next regularly scheduled meeting. Such notice from the Executive Board shall be issued to each member in writing and it shall be the responsibility of the secretary to mail such notice.


Section 5:	Executive Board
A. The Executive Board shall consist of all elected officers and the chairperson of any standing or special committees.
Article 7:	Basic Officers Duties
Section 1:	PRESIDENT:  The president shall preside at all meetings of the organization and the Executive Board, shall perform such duties as may be prescribed in these bylaws or assigned to him/her by the organization or by the Executive Board and shall coordinate the work of the officers and committees of the organization in order that Objectives may be promoted. The president shall follow Robert's Rules of Order and Rules of Parliamentary Procedure in conducting meetings and following the duties of president as defined therein.
Section 2:	VICE-PRESIDENTS:  The vice-presidents shall act as aides to the president and shall perform other duties as directed by the president. Vice Presidents shall serve as representatives for their teams when presenting requests for fundraisers or for the purchase of items from their team account to the Executive Board.
Section 3:	SECRETARY:  The secretary shall record the minutes of all meetings of the organization and of the Executive Board and shall perform such other duties as may be delegated.
Shall serve as and perform the duties of the duties of the President during the absence of the president.
Maintain copies of all correspondence, fundraising information, and any other items as directed to do.
Prepare all correspondence to members or to any other such person or organization as directed to do by the organization or Executive Board.
Shall ensure that any and all correspondence written or verbal has the approval in writing (signature and date) of the president or at least two (2) of the vice-presidents in the absence of the president.
Provide a copy of the previous meeting's minutes to each member at each meeting.
Shall maintain a current roster of members of the organization to include the name, address, phone number, e-mail and date dues were paid.
Perform all duties as described within the bylaws of this organization.
Section 4:	TREASURER: The treasurer shall have custody of all funds of the organization and shall keep a full and accurate account of receipts and expenditures, and in accordance with the bylaws adopted by the organization, shall make disbursements as authorized by the president, or Executive Board of the organization.
The treasurer shall present a financial statement at every meeting of the organization and at other times when requested by the Executive Board and shall make a full report at the meeting at which new officers officially assume their duty.
The treasurer shall be responsible for the maintenance of such books of account and records conforming to the requirements of bylaws of this organization.
The treasurer's accounts shall be examined annually by an auditing committee consisting of the three (3) vice-presidents, who satisfied that the treasurer's annual report is correct, shall sign a statement of that fact at the end of the report. The auditing committee shall conduct their audit in June before new officers assume duties on July 1.  An audit and report will be done for each team.
Maintain a current roster of members of the organization and date of payment of their dues.
The organization shall keep such permanent books of account and records as shall be sufficient to establish the items of gross income, receipts and disbursements of the organization including, specifically, the number of members.
*An audit of the treasurer's accounts is for the protection of the treasurer. It is only a means of assuring everyone that the •~counts are accurate for the newly elected treasurer and it relieves the treasurer of responsibility except in cases of fraud. (Robert's Rules of Order Newly Revised)
Section 5:	All officers shall:
A. Perform duties prescribed in the parliamentary authority in addition to those outlined in these bylaws and those assigned from time to time.
B. Deliver to successors all official material by July 1.
C. Maintain a sign-in sheet for each meeting to be signed by all members present at each meeting and maintained in the records of the organization.
D. Make sure their paperwork is done for the new officers and are responsible for a smooth transaction. President and treasurer shall have the last financial statement done by June 30.
E. Secretary and treasurer shall be responsible for carrying with them to each meeting any current year’s reports and also one (1) years previous reports. All other paperwork shall be stored in a location determined by the Executive Board of the organization.
F. The secretary shall make available at the first meeting of each year Standing Motions and current Bylaws. After that meeting parents need to contact officers to request this paperwork.
G. Perform further duties and conduct meetings as outlined in the Articles of these bylaws pertaining to officer duties.


Article 8:	Executive Board
Section 1:	The Executive Board shall consist of the officers of the organization, the chairpersons of all standing or special committees
Section 2: 	The duties of the Executive Board shall be:
A. 	To transact necessary business in the intervals between organization meetings and such other business as may be referred to it by the organization and to pay any routine bills within the limits of the bylaws of the organization.
B. 	To create standing and special committees.
C. 	To approve the plans of work of the standing or special committees.
D. 	To present a report at the regular meeting of the organization.
E. 	To direct the auditing committee (the vice-presidents) to audit the treasurer's records.
F.	To approve requests from the teams for fundraisers or purchases from their individual team accounts and present to the membership that approval was given by the Executive Board of such requests or purchases from the team accounts.
Article 9:	Meetings
Section 1:	At least one (1) regular meeting of this organization shall be held each month. Dates and time of meetings shall he determined by the Executive Board and announced at the first regular meeting of the fiscal year. One (1) day notice shall be given of a change of date.
Section 2: 	Special meetings of the organization may be called by the President or by a majority of the Executive Board.. One (1) day notice having been given.
Section 3: 	The election meeting shall be held in May.
Section 4: 	The members present shall constitute a quorum for the transaction of business in any announced meeting of this organization.  For the purpose of this organization a quorum will be defined as five (5%) percent of the membership.
"Robert’s Rules of Order. Newly Revised” states: the minimum number of members who must be present at meeting of a deliberative assembly for business to be legally transacted is the quorum of the assembly. The requirement of a quorum is a protective measure against totally unrepresentative action in the name of the body by an unduly small number of people who could reasonably be expected at any business meeting.
Article 10:	Standing and Special Committees
Section 1:	The Executive Board may create such standing or special committees as it may deem necessary to promote the Objectives and carry on the work of the organization.


Section 2:	The chairperson of each standing or special committee shall be appointed by the committee members.
The terms of each standing committee chariperson shall be one (1) year or until the election of his/her successor, or until such time as the standing committee is no longer needed ·by the organization, but may not exceed the one (I) year limit. However, in the event no other member of the standing committee will except the position as chairperson, the Executive Board shall have the authority to approve the current chairperson for another one (1) year term.
The chairperson of a special committee will serve for the duration of the special project.
Section 3:	The chairperson of each standing or special committee shall present a plan of work to the Executive Board for approval. Upon approval by the Executive Board plans of work will be presented to the membership for approval. NO WORK SHALL BEGTN UNTIL APPROVED.
Section 4:	Standing committees will be created for long term or ongoing projects such as a scholarship committee. A special committee will be created for a specific purpose, it automatically goes out of existence when its work is done and its final report is received.
Section 5:	The president shalt be a member ex officio of all committees except the nominating committee. The president shall have no voting privileges.
Section 6:	Duties of Standing Committees
A. Purpose:  Standing committees are established to offer stability, continuity, planning and organization for long term projects and are established in accordance to the booster organization bylaws.
B. Members: Members of the committee must be members of the booster organization in good standing.  
The Executive Board will estab1ish the number of members (There should be an odd number of committee members).
C. Terms:  The organization will establish the length of terms. In an ongoing or long term committee, the term lengths should vary so that new members are not al1 changing at the same time. Example: In a committee with 5 members, 3 members would have a term of 3 years and 2 members with a term of 2 years.
The booster president is an ex-officio member of all committees and has no voting privileges.
Re-election date needs to be determined for an annual date which does not fall during the middle of a project. ·
D. Chairperson:  The chairperson shall be appointed by the committee members for the length of their term.
E. Meetings:  The committee should meet a minimum of three (3) times during the fiscal year, or as many times as deemed necessary by the Executive Board.
F. Records:  Each committee chair will maintain a committee book that is to be promptly passed on to the successors.  This book should include but is not limited to the following:
· Roles
· Minutes from committee meetings
· Profit Loss Statements
· Ongoing list of committee members
· Activity proposal plans
· Ticket Log - continuous number (if applicable)
· Income Report
· List of Expenditures
· Any other pertinent information related to the committee activities
G. Roles:  The chairperson of a committee will prepare a plan of activities and present at regular business meetings of the organization. These plans are then reviewed for amendments, revision or adoption by the membership.
The chairperson (or a member of the committee) will report to the organization the status of projects at each schedule meeting.
At the completion of a project the chairperson will submit a summary report and a "Profit/Loss" statement if monies were involved.
The chairperson will prepare an annual report of activities to the organization.  A copy should be maintained with the Committee Book and a copy to the secretary and president.
Each committee will prepare and submit a financial statement at the end of the fiscal year to the treasurer and president.
All original documents are to be given to treasurer and a copy maintained in the committee book.
H. Closure:  A committee shall be closed if there is no longer a purpose or there are no members to conduct business. This is conducted during a regular meeting with a 30 day notice. A motion is required with reasons for closure documented. The committee book is then turned over to the secretary for storage in the organizations files.
Section 7:	Duties of Special Committees
A. Purpose:  Special committees are created for the planning and organization of special projects and are in place for a limited time (less than a year) or a one-time event.


B. Members:  The number of members needed may be determined by the President (usually an odd number) depending on the size of the project and the interest of the members.
Each committee member must be a member of the organization in good standing.
C. Terms:  The committee members are approved for a term 1imited by a specific time or the completion of the project.
D. Chairperson:  The chairperson shall be appointed by the committee members.
E. Roles:  The committee is required to prepare a plan for the project being undertaken and present it to the Executive Board. The plans should contain as much information as possible including but not limited to dates, times, location, costs, purchases, volunteers, etc. The plans are then presented to the membership by the chairperson for discussion, amendments, revisions and adoption.
The chairperson or committee representative will report to the organization the status of the project planning at each regular meeting until the project is initiated.
At the completion of the project the chairperson will submit a complete summary report and a Profit/Loss statement and Income report if monies were involved.
F. Closure:  The committee is automatically dissolved at the completion of the project or activity.
Each committee will prepare and submit a financial statement to the membership at the meeting following the completion of the project.
All original documents are to be given to treasurer and a copy maintained in the committee book. 
The committee book shall be given to the Secretary and a copy to the president.
Article 11: 	Fiscal Year
Section 1: 	The fiscal year of this organization shall begin on July 1st and end on June 30th.
Article 12: 	Parliamentary Authority
Section 1:	"Roberts Rules of Order, Newly Revised" shall govern the organization in all cases in which they are app1icable and in which they are not in conflict with these bylaws.
Article 13: 	Amendments
Section 1:	These bylaws may be amended at any regular meeting of the organization by a two-thirds (2/3) vote of the members present and voting provided that notice of the proposed amendment shall have been given at least thirty (30) days prior to the meeting at which the amendment is voted upon.
Section 2: 	A committee may be appointed to submit a revised set of bylaws as a substitute for the existing bylaws by a majority vote at a meeting of the organization, or by a two-thirds (2/3) vote of the Executive Board. The requirements for adoption of a revised set of bylaws shall be the same as in the case of an amendment.
Article 14:	Written and Oral Communications
Section 1:	All written correspondence representing the Point Pleasant High School Soccer Boosters will require the signature and date of the President or two (2) Vice-Presidents prior to distribution.
Section 2:	No officer or member shall discuss organizational business on behalf of the organization or commit the organization to any obligations unless said business has been brought before the membership for approval. Any business, or emergency situations which need handled in a timely manner prior to the next scheduled meeting, must be brought to the attention of the president, who will then call an Executive Board and or emergency meeting to handle the business/situation.
Article 15:	Standing Motions
Section 1:	Standing motions may be established by the organization following these procedures:
A. An item is brought before the membership to create a standing motion, motion is made and seconded, discussion on motion is held. See Attachment from Robert’s Rules of Order.
B. A 30 day notice prior to the vote to establish the standing motion is sent to all members.
C. A vote is taken at next regular meeting with a quorum present and approved by a two-thirds (2/3) majority.
Article 16:	Accounts, Fundraisers and Fund Distribution
Section 1:	Approval of these bylaws will combine the Point Pleasant High School Men/Boys High School Soccer Team Boosters, Ladies/Girls High School Soccer Team Boosters and the Jr. High Soccer Team Boosters as one booster organization known as PPHS Soccer Boosters.
Section 2:	The organization shall maintain four (4) separate accounts as follows:
1) General Account:  Funds from this account will be used for activities/items benefitting all teams (ex: purchase of items for concession stand, team banquet, etc.) Nothing may be purchased for an individual team from the General Account. Approval of any purchases from this account must be at a regular meeting.
2) Men/Boys Soccer Team: Funds from the current boys soccer team will be transferred to this account. This account will only be used to purchase items for the boys team. Within this account, the treasurer will maintain a ledger account for the boys scholarship fund. Purchases from this account may be approved by the Executive Board in accordance with Article 8 Section 2F.
3) Ladies/Girls Soccer Team: Funds from the current girls soccer team will be transferred to this account. This account will only be used to purchase items for the girls team. Purchases from this account may he approved by the Executive Board in accordance with Article 8 Section 2F.
4) Jr. High Soccer Team: Funds from the current Jr. High soccer team will be transferred to this account. This account will only be used to purchase items for the Jr. High team. Purchases from this account may be approved by the Executive Board in accordance with Article 8 Section 2F.
Section 3:	Upon approval of these bylaws and combining of all booster organizations to one organization, the current president and treasurer of each booster organization shall present to the president and treasurer of the combined organization a treasurer's report and shall work. with the treasurer of the combined booster organization to withdraw funds from their current accounts and deposit funds into the new account at the financial institution approved by the members of the combined booster organization. Said financial institution shall be in Mason County.
Section 4: 	Funds may not be transferred, or borrowed from one team account to another. Funds from the General Account may not be transferred to any individual team account. 
Section 5:	Fundraisers
A. This booster organization shall have no more than six (6) fundraisers per year. Each team shall have one (1) fundraiser request form submission. The combined organization may have up to three (3) fundraisers.
A fundraising committee shall be formed at the beginning of each fiscal year in order to establish fundraising activities which will benefit each team and the organization as a whole.  The committee shall submit a fundraising plan to the Executive Board and the membership outlining plans for the year. The plan shall be voted on and approved by the membership before implementation.
B.	Profits from each team fundraiser shall be deposited into the account for that team.
C.	Profits from the combined team fundraisers shall be distributed as follows, provided that each team has adequate representation at each fundraiser:
1. 25% of Profits to General Account for the first year of the organization and 10% thereafter.
25% of Profits to each team with adequate participation the first year of the organization and 30% thereafter. In the event any team does not have adequate participation, the profits which would have gone into their account will go to the General Account.
2. 	Bylaws of this organization define "adequate representation" in terms of fundraising as follows:
Each team must have the number of personnel present, or hours covered as dictated by the Executive Board for each individual fundraiser. At least one (1) member of the fundraising committee for the event shall be present.
D. One hundred percent (100%) of all profits from the Concession Stand shall be deposited into the General Account.
E.	All membership dues collected shall be deposited into the General Account.
F.	Team Yearbook/Program
Funds from the team yearbook/program shall be distributed as follows:
25% the first year of the organization and 10% thereafter from each team’s advertisement	sales shall be deposited in the general account. Remaining sales profits for each team will be deposited into their individual accounts.
100% of the proceeds from the sale of the yearbooks/programs shall be deposited to the General Account.
G. Boys Alumni Game Scholarship Fund
The boys Alumni Game Scholarship Game was established by the soccer alumni for the purpose of creating and maintaining funds for a yearly scholarship to be awarded to one or more members of the graduating boys soccer players. Funds from this game are to be deposited in the Boys Scholarship Fund.
H. Girls Team Fair Booth and Scholarship Fund
Profits from the Fair Booth are to be deposited into the Girls Team Account, a percentage of which will be deposited to the Girls Scholarship Fund. Said percentage shall be determined by the Girls Scholarship Committee. Said percentage shall be presented to the Executive Board for approval. Upon approval the treasurer shall be notified.
I. Donations
Unless specifically indicated for a particular team, any donations to this organization shall be deposited in the General Account.
J. General Account Purchases
Funds in the General Account shall he used for the purchase of team items, equipment or activities which benefit each team. These funds shall also be used for purchase of concession stand items, insurance and other items as deemed necessary by the members of this organization, provided these activities follow the bylaws.
Payment for printing and design of the annual team yearbook will be determined based on a formula to be created by the Executive Board. Payment will be fairly determined based on the criteria in the formula.


K. Individual Team Account Purchases
Funds from the Individual Team Accounts shall only be used to purchase items for said team. Purchases for a team must be presented to the Executive Board for approval by the Vice-President representative of an individual team. The Executive board shall have the authority to approve individual team purchases provided that:
The team has sufficient funds to cover the purchase without depleting their funds.
The purchase is not considered to be frivolous or offensive.
The purchase conforms with the objectives of these bylaws and the purchasing guidelines established by the Mason County Board of Education and the State of West Virginia.  (Copy of Guidelines Attached)
Any purchase which the Executive Board dictates does not conform to the aforesaid conditions may be presented to the membership for discussion and approval.
If a team does not have enough funds in their account to cover the purchase of an item or pay for an activity, it may be presented for discussion, but will not be eligible for a vote of approval by the Executive Board until such funds are available.
L. Items such as t-shirts, hats, sports bags, etc. that are sold for fundraising, must have the design approved by the Executive Board.
M. Reimbursement to Membership for Purchases
A member may not be reimbursed for any purchases that have not been approved by the membership or Executive Board. In case of an emergency, purchase permission must have approval by the President. Member must present proof of purchase and turn receipt over to Treasurer for placement in the organizations files. This does not apply to reasonable purchases for the concession stand.  Any member purchasing any items for the organization without approval does so at his/her own risk and may not be reimbursed without a vote by the membership. If said purchase does not follow the objectives or bylaws of this organization, member will not be reimbursed and member assumes all costs.
N. Payment for Purchases
All purchases shall be made with an authorized check. Nothing shall be purchased on account without approval of the Executive Board.
0. Proceeds from Fundraiser, Donations, etc.
	All proceeds must be turned over to the Treasurer within two (2) business days and deposited by the Treasurer immediately.


P. 	Checks 
	All checks require two (2) signatures. All checks must have the signature of the Treasurer and the President or one of the vice-presidents.
Article 17: 	Establishment of General Account
Section 1:	The general account of this organization shall be created upon approval of the bylaws. Said account shall be with a bank in Mason County 
Each team shall contribute a sum to be determined by the membership to establish the general account. Any team that does not have sufficient funds to contribute shall have a period of time to be determined by the membership to acquire and deposit such funds into the general account.
Section 2:	A sufficient amount of funds to cover the anticipated needs of the organization should be maintained in this account at all times. The membership shall determine the minimum amount of fund.
Section 3:	The general account of the newly formed booster organization shall not be responsible for any outstanding debts of the current Mens/Boys, Ladies/Girls or Jr. High boosters. Any outstanding debts by a current booster club shall be paid prior to the combining of the aforementioned booster organizations.
Article 18;	Insurance
Section 1:	Insurance for all team shall be paid from the general account.
Section 2:	Upon approval of the membership, it may be necessary for each team to contribute an equal or fair amount of their funds to the initial payment of the insurance. The amount to be paid by each team will be based on the criteria the insurance carrier uses to determine the premium.
Article 19:	Activity Approval Process
Purpose:  To ensure that the organization follows all rules and guideline for fundraisers in accordance with the policies of the Mason County Board of Education and the State of West Virginia.
Section 1:	The organization shall establish a fundraising committee to plan fundraisers for each team and the combined team.
Section 2:	In accordance with these bylaws, the policies of the Mason County Board of Education and the State of West Virginia, this organization may submit six (6) fundraising requests per fiscal year.
Section 3:	The bylaws of this organization allow for one (1) fundraiser per individual team, and three (3) fundraisers for the combined teams.
Section 4:	The fundraising committee will consist of a representative of each team and shall follow the same rules and policies of standing and special committees as stated in Article 10 of these bylaws.
Section 5:	Once an activity is approved by the membership, the requesting team will be notified. Only the Treasurer shall prepare a “Fundraiser Request Form” for the signature of the president.  The treasurer shall make copies for his/her file, the fundraising committee and the team requesting the fundraiser, and the president.  The request shall then be submitted through proper channels to the Board of Education for approval.  In the event the treasurer is unable to complete the Fundraiser Request Form, only the president can complete the form.
Section 6:	If an activity is approved by the Board of Education, the treasurer shall notify the requesting team and make a copy for his/her files, the fundraising committee, the requesting team and the president.
Section 7:	The requesting team shall form a committee and select a chairperson and follow all rules of standing or special committees in accordance with Article 10 of these bylaws.
Article 20:	Submission of Bids
Purpose:  To ensure that the organization follows all rules and guidelines established by the Mason County Board of Education and the State of West Virginia pertaining to purchases which require bids.
In accordance with the rules of the Mason County Board of Education and the State of West Virginia, this organization shall obtain bids on expenditures that exceed the dollar limit established by the Mason County Board of Education. It is required that the organization obtain three (3) independent bids when so deemed by the policies of the Board of Education.
Article 21: 	Storage Facilities
All storage facilities shall remain locked and secure when not in use.
Keys may not be loaned to others or copied and must be turned in at the end of season. 
Section 1:	Keys to concession stand/storage facility of the organization shall be maintained as follows: 
· Master Key - Treasurer
· 1 Key for the Head Coach of each team - 3 total
· 1 Key for concession coordinator of each team - 3 total
· 1 for Coke Man
· 1 for School
Section 2:	Organizational files will be stored in a location to be determined by the Executive Board.
Section 3:	The concessions/storage building may not be used by any other organization without approval of the Executive Board.


Article 22:	Duties and Responsibilities of Officers
PRESIDENT
1. Call the meeting to order at the designated time and if a quorum (a quorum is defined by this organization as 5% of membership being present) is present, proceed with necessary business.
2. Preserve order throughout the meeting.
3. Follow the accepted order of business.
· Call the meeting to order
· Call for the reading of the minutes - Ask for amendments or corrections (If corrections are made, a motion is required.)
· Call for the reading of the treasurers report
· Call for any committee report
· Old Business
· New Business
· Adjourn
4. Refer to him/herself as "The Chair"
5. Decides all parliamentary questions
The chairs decisions are subject to an appeal by any two members, the majority vote of the organization deciding the question. 
If organization has an official parliamentary advisor, the presiding officer may secure his/her opinion on any question of parliamentary procedure.
6. The Chair states each motion clearly after it has been seconded and before allowing discussion.
7. The Chair stands (may sit if small group) while stating the motion and sits during discussion.
8. The Chair stands (may sit if small group) while putting the question to vote and announcing the vote.
9. Declares the results of every vote taken.
10. The Chair takes no part in any discussion while presiding.
11. Refrains from expressing personal opinion on questions before the house. 
12. A voids all personal bias when giving information to the organization.
13. Calls upon the Secretary to preside if he/she wishes to speak to a motion or to leave the chair. Then the Chair has all the privileges of the member and addresses the presiding officer in the same manner as any other member. 
14. May vote when voting is a ballot; in other cases may cast a vote to create or break a tie.
15. Recognizes a member who has not previously spoken to the question in preference to one who has spoken.
Administrative Duties of the President
1. Studies information and material secured from his/her predecessor.
2. Holds a meeting of the executive committee to discuss the agenda for the next scheduled meeting of the organization.
3. Calls upon each chairperson to prepare a plan of work.
4. Delegates to the Vice-President certain administrative duties.
5. Serves as ex officio on all committees except the nominating committee.
6. Appoints special committees.
7. Calls for required reports at specified times and according to specified procedures.
8. Signs and dates all correspondence.
9. Signs orders and vouchers.
VICE-PRESIDENT
1. The Vice-President may be called upon at any time to assume temporarily the place of the President in the absence of the President or Secretary.
2. This officer should make a thorough study of the President's duties and responsibilities and be familiar with the work of the organization.
3. Acts as aide to the President
4. Performs any other specific duties that may be provided for in the bylaws
5. Assumes the responsibilities for the administrative details delegated to him/her by the President
6. Represents the President upon request
7. Assumes the duty of the team representative for his/her respective team when making requests to the Executive Board
8. Acts as a member of the auditing committee
SECRETARY
1. The secretary is responsible for keeping accurate records of the proceedings of the organization. Prime qualifications are promptness, accuracy and thorough knowledge of the organizations objectives, policies and methods.
2. Maintain an accurate record of the organizations membership (to include name, address, phone number and e-mail address)
3. Records all business transactions at each meeting of the organization and of the Executive Board and presents the minutes for approval at the next meeting. A copy of the minutes shall be provided to each member present
4. Reads minutes of any previous meeting if called to do so.
5. Prepares in advance of each meeting for the use of the presiding officer a complete "order of business" showing in order what must come before the members at each meeting
6. Has on hand for reference at each meeting the following:
· A copy of the bylaws
· The standing motions
· The accepted order of business
· The minutes of the previous meeting
· A list of all standing committees and special committees as exist at the time
· All minutes of the previous year
· List of membership
7. Acts as custodian of all records, except those specifically assigned to others.
8. Conducts the correspondence of the organization by the order of the president.  Sends out notices of Executive Board and other meetings.
9. Minutes should contain records of all the actions taken by the group, including the exact wording of every motion, name of member who introduced the motion, person seconding the motion, and the action taken. Personal opinions and discussion are not included in the minutes.
10. The secretary may request the maker of the motion put it in writing if the motion is long or involved.
11. The minutes should be as brief as possible and should be reported in the order in which business is presented at the meeting. What is done by the organization, not what is said by the members, should be recorded. The minutes should be entered in an official minute book.
12. Minutes should be written as follows:
· Kind of meeting (special, executive, regular)
· Name of organization
· Date, place and hour of meeting
· Officers present and their title (in case of substitution list name and position being served) 
· Statement concerning the minutes of the previous meeting (if they were read or reading was dispensed), whether previous minutes were approved or amended
· All motions (except those withdrawn), points of order and appeals, whether sustained or lost; and the names of each member who introduced a motion, and the name of the seconder
· Program topics, method of presentation, name of presenter and important points discussed
· Hour of adjournment
13. Secretary serves in the capacity of the President in the absence of the President.
TREASURER
1. The treasurer is the authorized custodian of the funds of the organization. He/She receives and distributes all money as prescribed in the bylaws or as authorized by the organization.
2. The treasurer should issue receipts for all money received.
3. Occasionally it may be necessary for other members to handle money, for example, dues for membership enrollment or returns from a fundraising project. Money thus collected should be turned over to the treasurer without delay. This serves as a protection to the money collector, the treasurer, and the organization.
4. The bylaws provide that the treasurer make a financial statement at every meeting of the organization.
5. This financial statement should be referred to the auditor or auditing committee who should report to the organization at such times as the bylaws require.
6. The annual report presented by the treasurer to the organization is made after the treasurer's books have been audited. This audit should take place prior to the election of officers in May. The treasurer is required to deliver to the auditing committee the following items:
· Checkbook
· Bank statements of the balance
· Treasurer's Book
· Itemized statement of bills paid
· Any other material requested by the auditor or auditing committee
7. The treasurer's annual report and the auditor's report are filed after the organization has formally approved the auditor’s report
8. The amount of annual dues for membership shall be $5.00.
9. Treasurer will work with the secretary and shall maintain a roster of current membership and the date dues were paid. This list shall include name, address, phone number and e-mail address of members.
10. Treasurer shall be familiar with all bylaws referencing dues and finances.
11. The treasurer will keep accurate and detailed account in the treasurer's book of all monies received and paid out.
12. Submits a statement at regular meetings of the organization, including total balance on hand at the beginning of the period covered by the report, with the separate amount credited to the general fund, the special funds (scholarship account), receipts, disbursements, balance on hand in special accounts and the total balance on hand at the date of report. This shall be done for each team account.
13. Receives all monies for all accounts. Each team will have a representative responsible for getting money collected to the treasurer. 
14. Deposits all monies for all accounts in a bank approved by the executive committee of the organization.  Organization funds ARE NOT to be deposited in a personal account of the treasurer for any reason.
15. Pays by check all bills authorized by the organization in the manner prescribed. Purchases for items for the concession stand may be pre-approved by the organization with a stated limit.
16. Preserves all receipts, bank statements, and cancelled checks within her records.
17. Delivers to his/her successor, unless the organization has otherwise ordered, all books, papers, and correspondence pertaining to the office of the treasurer including the audited books, approved and paid bills, cancelled checks, plans and procedures.
18. The treasurer shall prepare an Organizational Fundraiser Funds collected summary to be kept in the fundraiser file and a copy with the deposit ticket. A separate file shall be maintained for each fundraiser of each team and all joint fundraisers. A funds collected summary shall be kept for each deposit.
19. All checks shall require two (2 signatures, that of the treasurer and president, or one of the vice-presidents in the absence of the president.
20. In the event that spouses or members of the same family unit hold offices during the same fiscal year, they may not be joint signatures on the checking account.
21. The treasurer shall implement an internal purchase voucher system. A purchase order shall be completed by the treasurer for each purchase and attached to all receipts and paperwork for any purchases.


SECTION II - 	Standing Motions, Standing Committees, Special Committees

Point Pleasant Soccer Boosters Standing Motions
1. Men/Boys Alumni Game:  
a. Motion established:  April 1, 2014
b. All proceeds from the Men/Boys Alumni Game go to the Men/Boys Scholarship Fund.
2. Fundraiser Distribution
a. Motion established:  April 1, 2014
b. Percentages from all combined fundraisers are to be distributed as follows:
i. 10% to General Account
ii. 30% to each Individual Team Account (Provided “adequate representation” criteria established in bylaws Article 16, Section 5 is met.)


Point Pleasant Soccer Boosters Standing Committees
1. Scholarship Committee
a. Committee Established:  January 29, 2015
b. Purpose:
i. To develop scholarship criteria and application process
ii. To select scholarship recipients.
c. Re-election of Committee Members will take place in January of each Fiscal Year.
d. Committee will consist of eight total members with at least two from each team and two officers.  The Committee Chairperson will abstain from voting.  Four of the eight members will rotate off the committee after two years with four new members being instated.  The Chairperson may serve no more than two year terms.



Point Pleasant Soccer Boosters Special Committees
1. Concessions Committee 
a. To plan and organize the operation of the concession stand.  To purchase items for the concession, schedule workers and any other necessary duties required.
b. To prepare all necessary paperwork according to the bylaws of the organization.
c. The committee shall consist of members in good standing with the organization.
d. The chairperson shall be selected by members of the committee.
2. Yearbook/Program Committee
a. To organize and plan the team yearbook/program
b. To oversee the collection of ads
c. To secure bids for printing and design of book
d. To submit all paperwork as dictated bylaws of this organization
e. The committee shall consist of members in good standing with the organization.
f. The chairperson shall be selected by members of the committee.
3. Boys Alumni Game Committee
a. To organize and plan the alumni game
b. To oversee collection of registration fees, if applicable
c. To secure bids for printing and design of Alumni Game t-shirts
d. To submit all paperwork as dictated bylaws of this organization
e. The committee shall consist of members in good standing with the organization.
f. The chairperson shall be selected by members of the committee.




SECTION III - Organization Forms
[bookmark: _GoBack]All forms will be posted on the Facebook Page and maintained in each officers binder and be in compliance with county booster organization rules and forms.
Forms shall include but not be limited to the following:

Funds Receipt Summary

Fundraiser Request Form 

Profit/Loss Statement 

Purchase Request Form 




SECTION IV - Mason County Bylaws - Section 9211 School Support Organizations
State of West Virginia Purchasing Guidelines - Officer Manuals Only

Mason County Schools - Bylaws & Policies
9211 – SCHOOL SUPPORT ORGANIZATIONS
It is recognized that parent-teacher associations, booster groups and many other school support organizations provide an essential function in the support and funding of various curricular and extracurricular programs offered by the public schools. Countless hours are devoted by teachers, parents, and other school supporters in fund raising activities to provide the funds and donate the uniforms, equipment and other supplies necessary for such programs. Without this support, many schools would not have the financial resources to provide many of the programs that are being provided to students.
All support organizations must be approved annually by the principal and the Board. A list of all groups that will be collecting funds in the name of a school must be approved by the Board in advance.
Fundraising activities must be covered by liability insurance. The school board's Commercial General Liability Policy through the Board of Risk and Insurance Management (BRIM) generally includes elected or appointed officials, faculty members, employees, volunteers and student teachers acting within the scope of their duties, regardless of whether on school grounds. Volunteers must be acting on behalf of the school board in order to be covered by the school board's liability insurance. The monies from fundraising activities undertaken on behalf of the school board must be deposited in to the depository account of the school. Therefore, volunteers working for a school support organization with a separate FEIN number and/or IRS 501 (c)3 status may not be covered by the school board's policy. It is the responsibility of the school support organization to ensure that adequate liability insurance is obtained for the organization's fundraising activities.
The Board of Education appreciates 1he efforts of all organization whose objectives are to enhance the educational experiences of County students, to help meet educational needs of students and/or to provide extra educational benefits not provided for, at the time, by the Board. These needs may be educational to parents and/or students.
Each volunteer organization shall work within the appropriate school setting and in cooperation with the principal and other staff members and shall abide by the policies of the Board. Each group shall establish bylaws and be governed by an elected board of directors consisting of at least a president, a vice-president, a secretary and a Treasurer. The bylaws shall be submitted to the Superintendent for review and approval.
By the end of school year, each group shall submit its tentative goals and objectives along with its fundraising plans for the next school year to the principal for review and approval. The principal shall submit a list of all groups to the Superintendent by July 1. The list of all groups that will be collecting funds in the name of the school shall be approved by the Board in advance of the event. Should the goals and objectives or fund-raising plans change during the school year, the principal is to be advised before any final revisions are made.
The Superintendent shall implement administrative guidelines which ensure that each group's fundraising activities are in compliance with WV policy 1224.1 and Board policies and that the funds are used for school-related projects that have the approval of the Superintendent and the principal.
The Board requires that annual financial statements be provided by any group that collects money in the name of the school.
W. Va Code 18-5-13
W. VA State Board of Education policy 1224.1
Revised 3/21/13
©Neola 2013


SECTION V - Robert's Rules of Order (reference http://www.rulesonline.com )
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