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SITZMARKERS SKI AND BOARD CLUB, PATCH BARRACKS, GERMANY

BYLAWS

ARTICLE I
DUTIES OF OFFICERS

Section 1: Officers, at the end of their term of office will ensure that all Club records are complete, including:  checkbook, financial statements, meeting minutes, trip reports, Private Organization (PO) handbook, etc.  These items will be handed off to the new Adult Advisory Council officers within one week, or placed in a permanent file of the organization, to be available to new Council officers.  Documents pertaining to the private organization are not the property of the individual officers and may not be withheld or destroyed.

Section 2:  Duties of officers are as specified below:

a. The President is responsible for overall operation of club activities, including setting up and chairing meetings, meeting agendas and minutes, quarterly reports to the Garrison, advertising Sitzmarkers activities, soliciting membership and chaperones, and planning and executing ski and snowboard trips as well as other activities.   The President must have SOFA status.

b. The Vice President assists the President in the above responsibilities, and executes those responsibilities in the President’s absence.   The Vice President must have SOFA status.

c. The Treasurer/Booking Director is responsible for maintaining funds, managing and reconciling bank accounts, preparing annual budget and periodic financial statements, and ensuring all appropriate fiscal policies are adhered to, including the annual audit.  The Treasurer/Booking Director also works with travel agents, hotels and bus companies to book Sitzmarkers trips.  The Treasurer/Booking Director also assists the President and other officers in other activities as necessary.  The Treasurer/Booking Director must have SOFA status.

d. The Secretary is responsible for membership and trip sign up, maintaining membership and trip

rosters.  The Secretary also assists the President and other officers in other activities as necessary.  

e. The Publicity/Membership Coordinator is responsible for publicizing Sitzmarkers activities, trips and

       meetings to the Community and membership, and maintaining membership rosters and forms. 

f. The Volunteer Coordinator is responsible for canvassing the membership for adult and youth volunteers and coordinating volunteer activities.
ARTICLE II
ELECTIONS

Section 1:  All officers of the Adult Advisory Council are volunteers.  The previous Adult Advisory Council, based on the recommendation of the outgoing incumbent president, normally appoints new officers at the end of the organizational year.  The organizational year is from 1 Sep – 31 Aug to coincide with the school year.

SECTION 2.  Terms of office are for a minimum of one organizational year.  Current officers may volunteer to continue in office for the length of their assignment in the Stuttgart Community.  Adult Advisory Council officers who PCS or resign will be replaced by recruiting new officers from parents of active members of the Club.  With concurrence of a majority of remaining Council officers, the President will select the new Council officer from parents volunteering for the positions.  If no parents of members volunteer, the Adult Advisory Council will solicit officers from the greater Stuttgart military community.  

SECTON 3.  The Adult Advisory Council will announce vacancies and solicit volunteers through various media, including e-mail, the Sitzmarkers Ski and Board Club website, in the community media and/or at general or special membership meetings. 

ARTICLE III
MEETINGS AND MEMBERSHIP NUMBERS

Section 1: A general membership meeting is held in the fall of each organizational year at  a facility on Patch Barracks as available.  Additional club meetings are held in advance of trips or at the discretion of the President.  Adult Advisory Council meetings are held as required.   Club meetings are normally announced via e-mail, website and through community media.

Section 2:  Upon a change of Club Advisory Council officers, a list of names, addresses, and telephone numbers of all officers will be forwarded to the approval authority.

SECTION 3:  A copy of all meeting minutes will be forwarded to the approval authority within 30 days after the meeting.  The President will sign minutes.

ARTICLE IV

SPECIAL COMMITTEES

SECTION 1:   Special committees will be appointed as needed from club membership and members’ parents.   Special committees may include fundraising committees, ski/snowboard or other activity trip committees.

ARTICLE V

EXPENDITURES
Section 1: Expenditures will be limited to those required in support of the activities listed the Constitution.    

Section 2:  Expenditures are for recreational, educational, or social activities conducted for the members as a whole and include, but are not limited to:  costs incurred in sponsoring fundraising activities, supplies, trip costs, equipment, insurance, website, publications, publicity, and other expenditures in support of the purposes stated in the Constitution.   Trip coordinators (normally officers of the Adult Advisory Council) will use petty cash for payment of supplemental lessons, activities during the trips and miscellaneous expenses when necessary; however, with these exceptions, all cash will be maintained in the Club’s bank accounts.

ARTICLE VI
INCOME

Section 1: Membership dues are 20 Euro per Sitzmarker member per organizational year.  The Club may conduct various fundraising activities to generate income in the Sitzmarkers accounts.  Members participating in any given ski trip will be charged a fee approximating the pro rata cost of that trip.  Voluntary donations and contributions may also be solicited from Sitzmarkers to provide a gratuity to the trip bus drivers.

Section 2: Except in cases of extreme family hardship as determined by the Adult Advisory Council, membership dues are non-refundable.  Unexpected permanent change of station orders effective prior to the first scheduled trip of the organizational year will result in a refund of membership dues.

ARTICLE VII
FINANCIAL CONTROL

SECTION 1:  The accounting records will be maintained to reflect the assets, liabilities, net worth and financial transactions of the Sitzmarkers Ski and Board Club.  Standard operating procedures (SOP) describing the accounting system will be prepared and maintained in a permanent file for reference and inspection purposes.  

SECTION 2:  Financial statements will be prepared every quarter.   A copy of the approved financial statement, signed by the President, will be forwarded to the approval authority.  The financial statement will consist of, at a minimum, the balance sheet, a profit and loss statement (income and profit), and the fund equity statement/bank reconciliation.

SECTION 3:  Sitzmarkers Ski and Board Club will comply with local tax law in accordance with references AE 210-22, paragraph 9a and AR 210-22, paragraph 3-4.

ARTICLE VIII
BONDING

SECTION 1:  Sitzmarkers Ski and Board Club will purchase fidelity bonding on organizational members handling all monies.  This insurance will be procured at Sitzmarkers Ski and Board Club’s expense from a commercial firm, and in an amount sufficient to provide full protection of assets.

SECTION 2:  Copies of the current fidelity insurance will be submitted to the approval authority.

ARTICLE IX
LIABILITY INSURANCE

Section 1:   The Sitzmarkers Ski and Board Club will maintain liability insurance coverage, procured from a commercial firm, of  $50,000 for bodily injury, $100,000 per incident, and $5,000 property damage.

Section 2: Copies of current liability insurance will be submitted to the approval authority.

ARTICLE X
AUDIT

Section 1: Auditors contracted by the Sitzmarkers Ski and Board Club will comply with audit procedures and requirements in accordance with AR 210-22.

SECTION 2: The Siztmarkers use single-entry accounting.

The Sitzmarkers Ski and Board Club will participate in limited fundraising as authorized by Army regulations and described in Article XII, Resale and Fundraising Activities described below.   
Section 3:  An audit will be conducted by either a committee of three Sitzmarkers members who don’t hold an office postion or a qualified auditor as permitted by AR 210-22 at least once a year.  The audit will also be conducted on change of Treasurer at Sitzmarkers' expense.  The audit will include, at a minimum:

a. A thorough check to ensure that all transactions are recorded and properly documented.  This establishes an audit trail.

b. Inventory of organization-owned property.  

c. Verification that financial statements are accurate and are issued as required for review.  Financial statements will be prepared and an audit is required on change of treasurer.

d. A cash count of all cash on hand, reconciliation of bank statements, check of accounts receivable, reconciliation of accounts payable and other liabilities.

e. A review of the Sitzmarkers Ski and Board Club Financial Standard Operating Procedures (SOP).

SECTION 4:  The auditor will furnish the Sitzmarkers Ski and Board Club President and the approval authority with a written report on the audit results.

SECTION 5:  A corrective action reply by the Sitzmarkers Ski and Board Club president will be forwarded to the approval authority within 30 days after receipt of the audit.

SECTION 6:  The Sitzmarkers Ski and Board Club will retain audit reports and financial records for at least four years.

ARTICLE XI
DONATIONS/WELFARE CONTRIBUTIONS

SECTION 1:  A listing of all donations/welfare contributions made throughout the organizational year will be prepared and forwarded to the approving authority annually, together with the annual audit report.  The list will contain the name of the recipient organization, purpose of donation, date donation was made, and dollar amount.  

ARTICLE XII

RESALE AND FUND RAISING ACTIVITIES

Section 1:  Sitzmarkers Ski and Board Club will not engage in any fundraising activities without prior written approval from the approval authority.  The written approval from the approval authority will be posted at the fundraising site during any fundraising activity.

SECTION 2:  A letter requesting permission to conduct a fund raising event will be forwarded through the Private Organization Coordinator to the approval authority at least 30 days prior to the event.   Letter will include:

a. Name of sponsoring organization.

b. Purpose for which the funds will be raised.

c. Name, addresses, and telephone numbers of persons responsible for supervision of the event.

d. Date, place, and time of event.

e. A written statement from the area club manager, or the manager/director of another facility, that authority is granted for use of the club/facilities if applicable.  The official title and full location of the club/facility will be given in the statement.

f. A statement outlining procedures for control of cash receipts, pre-numbered tickets, cash collection records, signed receipts for prizes or redemption of chits, chips, the reconciliation of cash and collection records by the collecting official or officials to the person responsible for supervising the fund raising activity.

g. To ensure adequate internal financial controls, Sitzmarkers will appoint a committee of at least three Advisory Council members to be present at the event to supervise it and account for all money received and spent.

Section 3:  In accordance with AE-210-22, paragraph 11(b), this organization will limit its fundraising to individuals with SOFA status and it will not solicit or accept money from host nation (HN) citizens or other individuals not authorized SOFA status or individual logistical support  (ILS) under USAREUR Regulation 600-700.  If this association has host nation (HN) members, it can request an exception to poloicy through the Garrison Commander to allow those HN members to participate.
Section 4:  The Sitzmarkers Ski and Board Club will appoint a disinterested person, who holds no office, to inspect the records of the organization at the conclusion of the event, to ensure all income and expenditures have been properly entered on the accounting records of the organization and to ensure expenditures supported by appropriate vouchers.  The inspector will provide a copy of the written report with supporting documentation to the approval authority within 30 days after the event.  The organization will file their copy of the written report with supporting documentation in their permanent file.  

Section 5:  The Sitzmarkers Ski and Board Club will submit an After-Action Report (AAR) to the approval authority within 30 days after the event.   A committee of at least three Sitzmarkers members, who hold no office and are present at the event, will prepare the AAR.  The AAR will include a summary of the event (i.e., planning, execution, problems, suggestions, and final distribution of funds).

SECTION 6:  Risk management procedures will include maintaining logs of monies received and expended, having at least two adults present at all time during cash transactions and when cash is on hand (before bank deposit).   All cash should be deposited in bank accounts on the next business day or as soon as practical.   Fundraising activities will not include activities that are dangerous..  

SECTION 7:  Request for fundraising events will include a risk management assessment to ensure the safety of the participants.  

ARTICLE XIII

RESCISSION

SECTION 1:  The Constitution and Bylaws shall be effective immediately after approval by the Sitzmarkers Ski and Board Club Adult Advisory Council and upon subsequent written approval by the approval authority.

SECTION 2:  Upon approval of the Constitution and Bylaws, all previously published Constitutions and Bylaws will be rescinded.

ARTICLE XIV
RESTRICTIONS

Section 1: There is no official relationship between Sitzmarkers Ski and Board Club’s activities, official duties and responsibilities of DOD personnel who are Club members or participants.

Section 2:  All  Sitzmarkers Ski and Board Club functions and expenditures must be authorized by the Club Constitution and Bylaws.   DOD personnel acting in an official capacity will not influence these choices.

Section 3:  The Sitzmarkers Ski and Board Club will not be created, operated, or administered by DOD personnel acting in an official capacity or on behalf of an official purpose to evade restrictions on expenditures of appropriated and/or non-appropriated funds.

SECTION 4:  The Sitzmarkers Ski and Board Club will not use or include in its title, log, letterhead, name, seal, or acronym “DoD” or the name, abbreviation or seal of any military department or service.  No member of or participant in the Club’s activities will use their military or DoD title, logo, letterhead, name, seal or acronym in any manner in connection with the PO’s activities.

SECTION 5:  Additional regulations referred to in Sitzmarkers Ski and Board Club’s Constitution or Bylaws must be attached to the request for approval to operate or the request for biannual renewal with the relevant portions highlighted.

ARTICLE XV

RATIFICATION

The Bylaws have been approved by a majority vote on  4 Jan 2009.

James T. Murtha






Brad Shumaker 

President






Secretary
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