POLICIES AND PROCEDURES OF THE VVGMC

Adopted by Board of Directors:   January 5, 2010    

I. GENERAL FINANCIAL POLICY

1. Check signing:
The Club currently holds only one checking account. The Treasurer is the only authorized holder of the checkbook, in a 3 ring loose-leaf binder, which is kept at the home of the Treasurer and brought to the clubhouse as necessary for bill paying, reimbursements, or making of deposits. The checkbook shall be brought to all Board and General Meetings each month.

The four (4) Executive Officers (President, 1st V.P., Treasurer, and Secretary) are to be the signers on the account. Those four officers are to be bonded with our Insurance Carrier through a policy which is renewed and updated annually by the Treasurer. The bond amount should cover at least the amount of our largest CD.  EXCEPTION: In the case of two members of the same family both being Executive Officers, only one will be allowed to become a signer on the accounts and the other Executive Officer in the same household will be replaced by a Board Member who is not in an Executive Position.

Two (2) of the four (4) signing Officers are required on each check. In the event of an emergency situation when no other officers are available, and a bill is due, the Treasurer alone may sign a check. The Treasurer will make note of such an event listing the date and time of attempt to contact other signers.

The Treasurer will not sign any check to a person living in his/her household, but will, instead, have two of the other signers officiate. This is to protect the Treasurer from any accusation of inappropriately disbursed funds.

Purchases over $500 require signatures of two check signers (Adopted 3/2/2010 BOD). 
2. Removing funds to/from or transferring funds to/from CD:
The same four (4) Executive Bonded Officers are signers on the Club’s CD(s).  (See the EXCEPTION in Rule #1, second paragraph). However, they are NOT given authority among themselves to make decisions concerning the status of the CD(s). They first must get direction from the Board of Directors at a Board Meeting, who will make recommendations to the membership at the following General Business Meeting. The membership has the vote as to whether or not the funds should be moved or transferred. It will at all times require at least two of the four signers to sign for such a transfer or removal of the CD(s).
3. Removing funds from Savings:
Again, the same bonded four (4) Executive Officers are signers on the Club’s savings account. Two signatures of the four officers are required at all times to remove funds from the Savings Account(s), only after direction by the Board of Directors and membership vote at a General Meeting. (See the EXCEPTION in Rule #1, second paragraph).

4. Purchasing:
A. A Purchasing Agent will be appointed by the Board of Directors. This person is to oversee all purchases by the individuals in charge of budgeted areas, re: Committees, shop team, etc. The Purchasing Agent is to monitor and can authorize expenditures up to $200.00, without Board approval. (Adopted 3/2/10 BOD)
B. By Committee Chairs
Committee Chairs are given authority to make purchases as necessary within their assigned annual budget after review by the Purchasing Agent (Adoped 3/2/10 BOD). It is their responsibility to know the balance in their budgeted account before making any purchases so as to not to overspend the budget. They are to bring their recommended purchases to the Purchasing Agent and then the (Adopted 3/2/10 BOD) Board before making any major purchase. The Treasurer posts the balances in each budgeted account during the month and presents it at every Board Meeting. A copy is filed by the Secretary in the minute book each month for every member or Committee Chair Person to review.

Although funds may be in the budget for a specific expense (including shop maintenance), the Chairperson may not spend over $200.00, without authorization from the Board of Directors. (Adopted 3/3/09 BOD). If the requested purchase is over $500.00, it must first be presented to the Board, then the Financial Advisory Committee (Adopted 3/2/2010 BOD), then to the General Membership.

Not all committee’s are given an operating budget at the beginning of the year. Should any Committee Chairman have a specific need throughout the year that is not on the budget, they must first bring that need to the Board of Directors who will either approve the purchase or direct the Financial Advisory Committee to work with the Committee Chair to resolve the issue. It will then be brought to the membership by the Financial Advisory Committee. The membership makes the final decision as to whether or not unbudgeted funds should be used to make the purchase.

C. By Members at Large
Members at large are not authorized to make any purchases without first going to the Committee Chair. If there is no Committee Chair that would handle that proposed purchase, then the Member at Large must go to the Board to get approval from the Board of Directors at a regular Board Meeting. If the proposed purchase exceeds $500.00, it must be brought to the General Membership. If the item is unbudgeted, it will be brought to the membership by the Board of Directors at the next General Meeting. The membership will make the final decision.

Members at Large who make purchases without authorization and request reimbursement will not be reimbursed.

D. By Officers, Directors, or Instructors
Officers, Directors, or Instructors are not by virtue of their office or duty, authorized to make purchases without getting authority from the Board of Directors, even though the funds may be available in the budget. (See Item A, Paragraph 2)

5. Audit of club books/records:
An Audit of the Club’s financial records shall be done each year after the books are closed following December 31 of each year. (Usually by the end of January of the new year)

The Board of Directors will appoint at least one member from the board (who does not sign on any of the accounts) and the Financial Advisory Committee to prepare an audit to present to the Board.

The task of the Audit Committee will be to review check records, deposit receipts, all club receipt books including the Treasurer’s receipt book, the Instructor’s receipt books, the Sales receipt books, the membership receipt books, and any other receipt books that have been used throughout the year by various chairpersons of the Tailgate or Gem Show, Bank records, monthly reports, and such other documents as may be necessary in the club files to determine the accuracy of the club’s financial records in any given year. However, the Committee will NOT have access to Quick Books on the club’s computer. Hard copies of all reports generated from Quick Books will be available for review in the “Monthly Reports” as handed out by the Treasurer each month.

The Audit Committee will prepare a written report to be given to the Board of Directors at a regular Board Meeting no later than 30 days after their appointment. The report will be signed by the Chairman of the Audit Committee and those who served on the Committee.

6. Inventory:
A physical inventory shall be taken of the club contents each year, usually in January. The Treasurer will maintain the inventory throughout the year making note of any major purchases that should be added to the contents of our building both for Insurance and Personal Property tax purposes.

A copy of the inventory (or total cost of replacement of contents) shall be given to our Insurance Company at the beginning of each new year and a CD of the same shall be placed in our Safety Deposit box.
If members have personal items stored at the club that do not belong to the club, they must be removed from the clubhouse or they will automatically become part of the club’s inventory.

7. Reimbursement:
a. Fill out a reimbursement request form and staple all receipts to the back.

b. Place the request in the Treasurer’s green basket in the office above the computer.

c. A check will be written for the reimbursement once each week (a convenient day to be determined by the Treasurer) at the clubhouse by the Treasurer. If the member requesting reimbursement is not at the clubhouse on that day, the check will be mailed to the address of record on membership rolls.

d. If an individual needs to make other arrangements, contact the Treasurer.

Reimbursement Forms are placed in the office next to the Treasurer’s Tray.

8. Financial Advisory Committee:
The Financial Advisory Committee is to be appointed by the President each year at the beginning of the year with a least one Board member on the Committee. The Committee should consist of three (3) persons preferably those who have a financial background or knowledge, and the President. The Treasurer needs to attend the meetings to provide information and data as may be required by committee.

Their primary job is to prepare and over-see the budget each year, research costs of any proposed expenditures of capital or improvements and present the same to the board at least once each quarter or more often as necessary. Further, they are to do a brief audit of the Treasurer’s books each quarter to verify that the Treasurer is posting to the correct accounts and making timely deposits and paying the bills on time.

They will keep a record of their meetings, who attended and what was discussed or decided for recommendation and present those minutes at the following Board of Directors Meeting.

The Financial Advisory Committee has no authority to act independently from the Board of Directors, but simply serve as agents for the Board and overseer’s of the Treasurer’s duties, thus saving time at Board of Director’s Meetings.

The Financial Advisory Committee meetings are, out of necessity to accomplish their tasks, closed for discussion to all other members. Should a member wish to attend any Financial Advisory committee meeting, they are free to do so, but may not participate in the discussion since it is only a recommending committee which takes no action on their own without the Board’s approval. Members who disagree with the Financial Advisory Committee’s recommendations, may bring that disagreement to the Board Meeting and be heard.

9. Mileage Reimbursement:
A formula for mileage reimbursement was adopted by the Board of Directors on March 2, 2010. Mileage will be reimbursed (i.e. for Federation Director or Field Trip Wagon Master) using the following formula: The number of miles traveled divided by 17 mpg. The number of gallons is then multiplied by the average cost of gasoline per gallon at the time. (i.e. 170 miles traveled divided by 17 mpg = 10 gallons of gasoline @ $3.00 per gallon would equal $30.00, which the member would be reimbursed). All mileage requests must be approved by the Board.

10. The Assets of the Club:
The Assets of the Club referred to in our Bylaws include, but are not limited to, all saws, grinders, polishers, silver soldering torches and equipment, vacuum caster, flat laps, kilns, sphere makers, tumblers, and all other equipment including office equipment. All Equipment is not to ‘make money’ (pecuniary gain as stated in our Bylaws) for any individual member, but is for the sole purpose of the education and training. Abuse of this policy by any member shall be referred to the Board of Directors for disciplinary action. The Board of Directors are responsible for ALL OF THE ASSETS OF THE CLUB. Any assets suitable for sale will be auctioned off by either Sealed Bid or Live Auction.  (BOD October 5, 2010)
11. Honorarium for Board Members, 2 will be brought up:
Board Members may be approved for one year of free membership dues provided it is approved by the Membership at the General Business Meetings, preferably in November of each year on a year-to-year basis. Should the Membership approve this Honorarium, dues will be paid for the Board Member only and not for other members of his/her family, unless both are serving on the Board in the same year. Such Honorarium is taxable on both Federal and State Income Tax and should therefore be reported by the Board Member receiving the Honorarium. Because the Compensation is less than $600.00 per year, the Treasurer will not be obligated to send the Board Member a 1099 Form.

Members of the Board who also serve as Instructors and who are receiving other Honorarium benefits for that position will not receive additional compensation for dues.

12. Instructor Shop Fees:
Instructor Shop Fees have been waived for all instructors per membership vote by the General Business Meeting on November, 2009 and reaffirmed on October 5, 2010 by the Board. In order to keep accurate records for tax purposes, Instructors are required to receive a receipt each time they use the shop on which N/C (no charge) is to be noted. Should the shop fees received by any Instructor in one year exceed $600.00, a 1099 Form must be provided by the Treasurer by January 31st of the following year and sent to the IRS and the Franchise Tax Board as well as to the Instructors address of record. Instructors are responsible to report all shop fees waived in one year on their personal income tax returns. (Not to exceed $780.00 per year or $3.00 per shop day x 5 days per week x 52 weeks.)
Note: These Policies and Procedures may be edited at any time by the Board of Directors at a regular Board Meeting then presented to the General Membership for approval at the following General Business meeting. Upon approval of the General Membership, these Policies will become part of the Club Policies and Procedures handbook which will be given to all existing members and new members.
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