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Booster clubs and parent teacher organizations/associations are separate entities from the school district. As such, they
have their own governing board, establish their own policies and maintain their own set of accounting records.
Each one also must have its own checking account along with a separate federal tax identification number. These
organizations are generally formed as nonprofit entities and, therefore, must follow federal and state tax regulations.
These organizations MUST NOT take advantage of or use the tax identification number of the district. If tax exempt
status is desired, they must obtain such status individually with the appropriate taxing authority.

These valuable organizations provide a needed source of financial support for school activities. Without them, the district’s
schools would not be able to provide many of the opportunities that students enjoy through the programs supported by
these organizations. However, a separation between these organizations and the school district must be maintained so
that third parties are not misled into believing that an organization is part of the school district. This protects both
parties in case of litigation. Itis imperative that strict and proper accounting practices are followed in order to insure this
separation.

While every effort has been made to deliver timely and accurate information and data, we realize that the federal and
state government requirements, forms, and fees change over time. Please use this guide as a model. Extensive
research was done in order to provide forms and information. However, the support organization should always ensure
that the information used in decision making and setup is the most up-to-date information available. Websites and contact
information have been provided to ensure that the organization is complying with the most recent updates to federal and
state requirements. Persons interested in organizing should also solicit counsel from appropriate state and federal agencies
and/or a tax/business advisor. The district provides this handbook as a service. The responsibility to ensure up-to-date
information lies with the support organization itself.

Setting Up the School Support Organization

Before a school support organization is organized, much thought must be given to the purpose and need. Solid
planning up-front will ensure a strong organization that will benefit the school and its students for many years to
come. Contrarily, a poorly planned or unorganized organization likely will not function and perform well, serving little
value for the school and its students, and while unintentional, could impede the educational programs of the school.

Rock Hill Schools Policies / Administrative Rules Regarding Support Organizations and Fundraising
» Policy DM - Cash in School Buildings
= Policy EFE / EFE-R / EFE-E(1) / EFE-E(3) — Competitive Food Sales/Vending Machines
» Policy JJE/JJE-R/ JJE-E - Student Fund Raising Activities
» Policy KBE / KBE-R - Relations with Support Organizations
= Policy LEB - Non-School Sponsored Support Organizations

A copy of the current policies can be found in the Policies and Forms section of this handbook.

Page 1 of 32



Preparing Bylaws

Support organizations such as booster clubs and parent teacher organizations may organize as provided by policy
LEB. In order for a support organization, such as a parent teacher or booster club, to function efficiently and
effectively, the organization should be governed by rules known as bylaws. A good set of bylaws allows the
organization to focus and work, without governance concerns, on projects and other activities that will benefit
students.

A current copy of the bylaws of all district school support organizations must be filed with the school principal and
re-filed with the school principal each time the bylaws are amended. Bylaws should contain at a minimum the
information included in the sample articles contained in this guide. For a model copy of bylaws that can be used as
a tool, please refer to the Bylaws Section of this Guide.

Incorporation as a Nonprofit
A nonprofit organization is almost always an entity that has been organized under the nonprofit corporation act of the
state’s statutes.

In order to open a bank account and to ensure that appropriate donations to the organization are income tax
deductible for those who make the donations, Articles of Incorporation should be filed with the Office of the
Secretary of State. The cost for filing Articles of Incorporation with the state is approximately $25. At the same time
an Application to Reserve a Nonprofit Corporate name should be filed. The cost of filing this document is
approximately $10. Web site for forms: www.scsos.com.

Once incorporated, the organization can then file Form SS4 (available from the IRS) to receive an Employer
Identification Number (EIN or commonly called a TIN) for the newly incorporated nonprofit organization. This
number will be necessary to open a bank account for the organization. The organization cannot use the district EIN.
All receipts and disbursements should be handled through this account to keep all funds separate from individual
or personal accounts.

Some support organizations that anticipate receiving donations totaling less than $5,000 per year may stop at this
point. However, support organizations that anticipate receiving donations totaling in excess of $5,000 should
consider filing for a 501(c)(3) designation or one of the other appropriate 501 designations. The advantage of
the 501(c)(3) designation is that generally contributions to the organization are tax deductible.

For organizations that desire to file with the IRS for the 501(c)(3) exemption, the standard form provided by the state
may not include all the provisions that the IRS is looking for in the Articles. As a result, many organizations that are
not familiar with the 501(c)(3) process may make a mistake. Other provisions, having to do with certain limitations
and restrictions on activities, must be in the Articles as filed with the Secretary of State for the IRS to approve the
application. If the original Articles did not include these provisions, they must be amended or restated and re-filed
with the Secretary of State before being submitted with Form 1023 (or Form 1023-EZ if eligible) to the IRS
(www.irs.gov). This re-filing delays the process and costs additional money. Therefore, the organization is best served
to write its bylaws and Articles of Incorporations to be compatible with the 501(c)(3) designation.

Why and How to Obtain the 501(c)(3) Designation

The 501(c)(3) designation is used by the Internal Revenue Service to identify organizations that are charitable
organizations organized for purposes of religion, education, science, literacy, etc. Charitable organizations with the
501(c)(3) designation are exempt from paying income tax as a nonprofit organization and qualify to receive
donations that can be claimed as a tax deduction on the donor’s federal and state income tax return.
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To be organized exclusively for charitable purposes, the organization must be a corporation, community chest fund,
or foundation. The Articles of Incorporation must limit the organization’s purpose to one or more of the exempt
purposes set forth in the 501(c)(3) and must not empower the organization in activities that are not in furtherance of
one or more of those charitable purposes. These purposes will be met if the purposes stated in the articles of
organization are limited to reference only the purposes included in the 501(c)(3). In addition, assets of the
organization must be permanently dedicated to an exempt purpose. This means that if the organization
dissolves, its assets must be distributed for an exempt purpose, or must be given to the federal government or to a
state or local government for a public purpose.

The preparation of IRS Form 1023 (or Form 1023-EZ if eligible) begins the application process for a 501(c)(3)
designation. The IRS currently has an interactive version of Form 1023 and includes helpful hints and links to assist
applicants. Approval of the application by the IRS may take up to six months or more. Once the application is
approved, the organization will receive an “advanced determination letter” stating that the organization is tax exempt
and recognized by the IRS. This letter should be kept in a safe, permanent place as it will be used time and
again to prove the organization’s exempt status. A copy of this letter must be given to the school principal and to
the district's Chief Finance Officer.

Because the process of filing to qualify as a 501(c)(3) organization is a rather technical process, the organization
should seek the services of an attorney or accountant who is familiar with the process.

Support Organization Registration Form

Support organizations are required to submit a copy of the Support Organization Registration form, along with
required documentation, by August 1st of each year to the school principal. An updated copy of the form must be
submitted within 30 days if any of the report information changes during the school year. This form is to annually
verify that all support organizations are and remain in compliance with state and federal guidelines. A copy of the
form can be found in the Policies and Forms section of this handbook.

Support Organizations: An Extension of the School

School support organizations are organized for the purpose of supporting schools or specific school programs
within a school. The relationship with the school must never be forgotten. The mission, vision, and goals of the
support organization must mesh with those of the school. For this reason, the support organization’s officers and
board must work closely with the school principal to establish an atmosphere of cooperation and confidence to
ensure that the programs operate smoothly within the school’s and district’s policies.

Key Officers & Committees

President

Typically, the president of an organization is an individual who has previously been active in the organization. The
major duties include, but are not limited to, the following:

Preside at all meetings of the organization;

Regularly meet with the designated campus representative regarding booster activities;

Regularly meet with the treasurer of the organization to review the organization’s financial position;
Have bank statement addressed to him/her and should open, review, initial, and date the statement
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prior to giving it to the treasurer;
= Schedule annual audit of records or request an audit if the need should arise during the year;
= Perform any other specific duties as outlined in the bylaws of the organization.

Vice-President
The vice-president acts as the president’s representative in his/her absence. They must remain familiar with the
organization. The major duties include, but are not limited to, the following:

= Preside at meetings in the absence or inability of the president to serve;

= Perform administrative functions delegated by the president;
= Perform other specific duties as outlined in the bylaws of the organization.

Note: Larger booster organizations may find it necessary to elect several vice presidents with responsibility over
differing areas. Such positions shall be clearly defined in the bylaws of the organization.

Secretary
The secretary is responsible for keeping accurate records of the proceedings of the association and reporting to the
membership. The secretary must ensure the accuracy of the minutes of the meetings, and have a thorough
knowledge of the organization’s bylaws. The major duties include, but are not limited to, the following:
» Maintain the records of the minutes, approved bylaws and any standing committee rules, current
membership and committee listing;
= Record all business transacted at each meeting of the association as well as meetings of any executive
board meetings in a prescribed format;
= Maintain records of attendance of each member;
= Conduct and report on all correspondence on behalf of the organization;
= Other specific duties as outlined in the bylaws of the organization.

Treasurer
The treasurer is the authorized custodian of the funds of the association. The treasurer receives and disburses all
monies indicated in the budget and prescribed in the local bylaws or as authorized by action of the
association. All persons authorized to handle funds of the association should be covered by a fidelity bond in an
amount based upon the organization’s annual income and determined by the executive board. The major duties
include, but are not limited to, the following:
= Issue a receipt for all monies received and deposit said amounts on a daily basis;
« Present a current financial report including bank statements, bank reconciliations, and financial
statements to the executive committee within thirty days of the previous month end;
= File current financial reports at the end of each semester (December and June) with the school
principal and at yearend (June) with the Rock Hill Schools Chief Financial Officer;
< Maintain an accurate and detailed account of all monies received and disbursed:;
= Reconcile all bank statements as received within 30 days and resolve any discrepancies with the bank
immediately;
= File sales tax reports as required by the comptroller’s office (monthly, quarterly, or annually);
« File annual federal and state tax forms as required in a timely manner;
* Submit records to audit committee appointed by the organization upon request or at the end of the
fiscal year;
= Prepare a budget of anticipated expenditures and receipts for the new fiscal year prior to July 1st.
= Other specific duties as outlined in the bylaws of the organization.

Note: Due to the increasing requirements placed on charitable organizations by the Internal Revenue Service, it is
strongly recommended that the Treasurer have an accounting background.
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AUDIT COMMITTEE
At the end of the fiscal year (June 30%), an audit of the organization’s financial records should be conducted
prior to July 31st. The audit should be performed by individuals who are independent from day-to-day financial
activities and should not be part of the executive committee. Ideally, this audit should be performed by a group of
three individuals; however, if the membership size does not allow, the audit may be performed by two
individuals. The primary objectives of the audit are to:

= Verify the accuracy of the Treasurer’s financial reports;

= Ensure that the organization’s cash balances are accurate;

» Determine that established procedures for handling funds have been followed;

= Ensure that expenditures occurred in @ manner consistent with the organization’s bylaws and in

accordance with the approved budget;
= Ensure that all revenues have been appropriately received and recorded.

The audit committee shall make a report to the school principal and the general membership of the organization
upon completion of the audit (prior to July 31st). Any discrepancies noted during the audit shall be brought to the
attention of the executive committee of the organization and a resolution reached prior to presentation. All officers
of the organization shall make records available as requested by the committee. Suggested audit procedures
are included later in this publication.

Year-end financial reports shall be provided to the school principal, included with the Support Organization
Registration form, prior to August 1st. The audit committee must validate that the financial reports (balance sheet
and revenue/expense statement) are an “accurate portrayal of the support organization’s financial status.” The
audit committee must sign and date the financial reports to certify “that they had no financial duties and therefore
can be independent in their judgment.”

Funds Management

A major initiative of most school support organizations is fundraising for school programs the organization
represents. The following guidelines are offered to serve to ensure funds are handled properly and therefore are
available for the greatest benefit to students.

District employees shall not serve in a financial capacity of a booster or other parent organization (Policy LEB).
Financial capacity includes holding positions of treasurer, fundraising chairperson, or serving as a check signer.

Key Officers Need to be Bonded

In most support organizations the president and treasurer have primary responsibility for financial matters.
Most often the treasurer and president will have signature authority to write checks against the organization’s
checking account. The support organization should require 2 signatures on each check. All individuals that have
signature approval on the organization’s bank account are liable for the use or misuse of those funds.

As parents with children in school together, we tend to place more trust in each other than we should. These
feelings of closeness and common interest should not cause the organization to neglect protecting those in the
organization who are responsible for the money.

To bond those responsible for the organization’s money is simply a matter of purchasing an insurance policy to
cover them and the organization in the event something happens to the organization’s money. An insurance
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agency can give advice on the amount of coverage needed and who should be covered.

Treasurer’s Report
The treasurer is the authorized officer responsible for the organization’s money. Disbursements and receipts of all
funds should be handled according to the organization’s bylaws or as authorized by action of the organization.

At a minimum, the organization’s membership should be provided with a financial statement and bank reconciliation
monthly. The bank reconciliation should be completed within 30 days of the date of the bank statement. The
financial statement should provide a comparison of budgeted versus actual expenditures and receipts. Cash
receipts and disbursement reports should be available for review when needed or at the annual audit. The
organization’s officers should also receive a copy of the bank statement at each meeting as supporting
documentation for the bank reconciliation.

Cash Receipt Procedures

All cash collections received by the organization for fees, dues, fundraising, etc. must be deposited upon
receipt on the same day as the collection. All funds must be deposited prior to holidays and weekends. All funds
must be supported by some type of record, documenting the source and amount of funds (tabulation of monies
collected form, cash receipt form, ticket sales record, etc.). Such documentation shall be readily available for
audit purposes.

Funds collected should always be deposited daily into the authorized bank account of the organization. Funds
should never be commingled with personal funds or school funds.

The organization should provide the treasurer with pre-numbered receipts for financial record keeping. The pre-
numbered receipts ensure that all receipts are accounted for and that all deposits can be documented with a
receipt. No amount of money is too small to be exempted from a receipt, since to do so would cause the file of
receipts to be out of balance with the money deposited.

Occasionally, other members may be called upon to handle money such as dues from membership drives or
returns from fundraising. These members should be encouraged to use receipts for their collections also.
However, the treasurer’s pre-numbered receipts should be reserved only for the treasurer’s use.

Money collected and receipted should always be turned over to the treasurer and deposited into the organization’s
bank account on the same day as collection. As a matter of practice, money should never be stored at the school
or in the homes of members overnight. Instead, the organization should use the bank’s night deposit box.

Bank deposits should be prepared as follows to ensure the integrity of the financial reporting:

= The treasurer along with another individual should count and verify the amount to be deposited. Both
individuals should sign the supporting documentation (tabulation of monies collection form, cash receipt
form, ticket sales record, etc.) verifying the source and the amount collected;

= Both individuals should initial the deposit slip;

= The deposit should be sealed in a deposit bag in the presence of the second individual. This is called
dual control and places the organization in a better position to challenge any claim that the bank may
make that the currency received was not correct.

Disbursements

A budget of anticipated expenditures should be developed before the beginning of the fiscal year. Prior to a
disbursement, the request to expend funds should be compared with the budgeted expenditures.
Disbursements outside the scope of the budget or line items that exceed the approved budget should require a vote
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by the general membership.

Just as receipts are the documentation for all funds received into the organization’s account, invoices are the
documentation for the disbursement of funds. With this idea in mind, all funds expended should be by check and
have an original invoice filed as documentation for the check written. The original invoice should be marked
with the date it was paid, the number of the check written to pay it, and a signature of approval for the payment to
be made. Under no circumstances should a check ever be written without an invoice to substantiate the payment. A
designated officer, other than the treasurer, should initial or sign each invoice as approval for payment.

Checks should be endorsed by at least two members of the organization. A blank check should never be signed.
School district employees can and many times are members of these organizations. District employees shall not
serve in a financial capacity of the organization (Policy LEB). The organization’s checkbook must not be housed
on school district property nor should it be in the possession of a school staff member. This procedure is to insure
a strict separation of the school district and the organization.

The organization must follow the guidelines of the Internal Revenue Service for all payments for services in
excess of $600.00 made to an individual and file any necessary 1099 tax forms on an annual basis. The
organization should secure an IRS form W-9 from the provider at the time of service to ensure that the
organization has an accurate record of the tax payer identification number.

Support organizations are valuable to the schools of Rock Hill Schools. The schools would not be able to provide
many opportunities that our students enjoy and appreciate through the programs supported by these organizations.
As such, any non-monetary gifts donated to the schools will become property of Rock Hill Schools and placed
appropriately on the district’s fixed assets. Donated or purchased used equipment meeting the definition of a
capital asset or inventory item must be included in the district’s property records. All equipment and/or fixed assets
donated by support organizations must be reported to the district's Chief Financial Officer within 30 days of donation.

Payments to Individuals

Support organizations must be very careful not to violate state and federal tax regulations when payments to
individuals are involved. Reimbursements for purchases individuals have made for the organization are allowable
and should be documented by filing the receipts as invoices for the reimbursement. Individual travel can be treated
the same way.

However, payments for services rendered or for work contributed to the organization must be treated differently.
This is especially true if the person who is to receive the pay is employed by the school district. S upport
organizations must never make a payment directly to a district employee for services rendered or for work
completed for the organization. District employees who work with a school support organization are considered by
IRS regulations to be working for the district, and therefore, the district should pay them. The support organization
can pay the school employee by making the payment to the district to be included in the employee’s pay with
appropriate documentation for purpose of payment.

If the organization should hire its own employees (non-district employees), the organization is responsible for the
filing of the applicable W-2 tax forms.

Records Retention

After the audit committee has reviewed the financial records of the organization, the financial records should be
retained for future use. The school district follows the guidelines provided by the Archives and Records Management
Division of the South Carolina Department of Archives and History. General records retention schedules for
school districts can be viewed at http://rm.sc.gov/generalschedules/Documents/genskedskldist.pdf to assist the
organization in formulating a retention schedule.
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Fundraising

School support organizations typically include fundraising as an integral part of their program of activities. Yet, in
fundraising activities, as well as in other activities, clear distinctions should be made to separate the responsibilities of
the support organization from the responsibilities of the school. School support organizations are very closely tied to
the school district and the school, but they operate independently from the school and district, subject only to the
district's policies that provide for their formation and their relationship with the school and district. This same
relationship gives guidance to fundraising activities conducted by support organizations.

Fundraising Guidelines

Every activity of a school support organization has a direct impact upon and is identified with the school it
supports. The school principal, by the very nature of his/her job, has the general responsibility for all activities of the
school, including those of the school’'s support organizations. Therefore, final approval of all activities of the
school’s support organizations rests with the school principal. Fundraising activities must not conflict with the
instructional programs of the school.

The school support organization must receive approval from the school principal for all fundraising activities.
Requests must be made in writing and issued prior to the beginning of the fundraising activity. Information must
include activity dates, type of activity clearly explained, supplier of sales items or activity including contract
information, use of the money raised, and how the funds will benefit the school. Fundraisers must also be compliant
with Smart Snacks if applicable. A ‘Fundraising Activity Request — Support Organizations’ form must be completed
and submitted to the principal in order to obtain approval. No teacher or employee of the district will be required to
participate in any fundraising activity sponsored by a support organization.

A few suggestions for fundraisers are listed below:

= Agood rule is to strongly consider fundraising activities that generate at least a 50% profit.

= |If the fundraiser requires that a contract be signed, make sure the contract is signed with the
incorporated organization’s name and by one or more of the officers.

» Develop a plan for how the product and money is to be handled. Fundraisers where the money is
collected first, orders are taken, and the products are delivered later, tend to work best. Bad checks and
lost products are less of a problem.

= Support organizations should always refer to district policy when door-to-door sales are considered as a
possible source of revenue.

Solicitations

Solicitations are used most often to seek support funds from businesses and/or individuals in the community.
Examples of such solicitations are ads for booster programs, discounts for products sold by businesses, and
cash donations. In fact, many parents and/or businesses may prefer to make cash donations.

Cash donations eliminate the need to purchase items that may not be wanted and also ensure that all of the
donations go to the organization. However, procedures must be in place to ensure that all money donated
ultimately gets to the support organization. For this reason, cash should never be accepted unless it can be
receipted at the same time it is donated. The best rule of thumb, to protect both parties, is to request that
donations in the form of a check be made payable to the support organization.
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Federal and State Tax Filing Requirements

Support organizations should seek guidance from an attorney, the IRS, the South Carolina Secretary of State, and/or
the South Carolina Department of Revenue to ensure compliance with federal and state tax filing requirements. Since
tax laws continuously change, the support organizations must ensure that they have the most updated tax
information.

Fiscal Year-End Obligations

The support organization’s fiscal year shall begin on July 1stand end on June 30%. At the end of each fiscal year,
support organizations must complete the following:
= Prepare a budget of anticipated expenditures and receipts for the new fiscal year prior to July 1st;
= An annual audit shall be performed by the audit committee and completed prior to July 31st;
= Prior to July 31stand upon completion of the audit, the audit committee shall provide a report to the school
principal and to the general membership of the organization. Any discrepancies noted during the audit
shall be brought to the attention of the executive committee of the organization and a resolution reached
prior to the presentation;
= Year-end financial reports shall be provided to the school principal prior to August 1st (submitted with the
Support Organization Registration form). The audit committee must validate that the financial reports
(balance sheet and revenue/expenditure statement) are an “accurate portrayal of the support
organization’s financial status.” The audit committee must sign and date the financial reports to certify “that
they had no financial duties and therefore can be independent in their judgment.”
= File federal and state tax forms as required.

Sample Support Organization By-laws

ARTICLE |
Name of the organization

ARTICLE Il
Section 1
The purpose of the organization

Section 2

Limitation of Methods

Included is Limitation of Methods and must include a statement that the organization will qualify as a 501(c)(3)
organization and shall observe all local, state and federal laws that apply to a non-profit organization as defined
in Article 501(c)(3) of the Internal Revenue Code.
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ARTICLE Il
Section 1
This section should state the eligibility for membership in the organization.

Section 2
This section should state the dues, if any, for membership.

Section 3
This section should state how dues will be evaluated, the frequency of evaluation, and limitations on increases
and or decreases, if any limitations are to be imposed.

ARTICLE IV: MEETINGS
Section 1
This section should state when the regular meetings of the organization will be held.

Section 2
This section should specify when the annual business meeting will be held and how the notice of the meeting
will be made to the membership.

Section 3

This section should designate how special meetings of the membership may be called, by whom, and the
number of members who must be present for a valid meeting, and the limitation of business that can be acted
upon.

Section 4
This section should designate who must be present and how many members to constitute a quorum at regular
meetings of the organization.

ARTICLE V: BOARD OF DIRECTORS
Section 1
This section shall state the governance of the organization and that its work shall be vested in a Board of
Directors consisting of a predetermined number of members, the term they shall serve, and the power the
Board of Directors shall have.

Section 2
This section should state how the election of directors shall be conducted and the deadline for the election.

Section 3
This section should state how a nominating committee shall be appointed and when nominations must be filed
with the president.

Section 4
This section should outline the voting process, providing for written ballots, and for write-in ballots.

Section 5

This section should set forth the consequence of board members who miss meetings and the method by which
vacancies caused by this action must be filled.
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Section 6
This section should set forth the method by which a majority vote of the membership, with the approval of the
Board of Directors, can amend the bylaws.

ARTICLE VI: OFFICERS
Section 1
This section should set for the officers of the organization and when they will begin serving after their election.

Section 2
This section should set forth the duties and responsibilities of the president of the organization.

Section 3
This section should set forth the duties and responsibilities of the vice-president of the organization.

Section 4
This section should set forth the duties and responsibilities of the secretary of the organization.

Section 5

This section should set forth the duties and responsibilities of the treasurer of the organization. The treasurer
and/or the president shall receive and disburse all funds of the organization. Disbursements shall be made as
authorized and ordered by the Board of Directors. The treasurer and/or the president shall make a report to the
board monthly. The treasurer and the president, and such other officers and organization staff as the board
may designate, shall give acceptable bond in such sum as the board may determine for the faithful
performance of duties, and the premium for such bond shall be an expense of the organization.

Section 6
This section sets forth the terms of office for all officers and directors.

ARTICLE VII: COMMITTEES
Section 1
There shall be an executive committee, a finance committee and any such other committees as the Board of
Directors may authorize from time to time.

Section 2
The president shall appoint all committees, subject to confirmation by the Board of Directors.

Section 3

Finance committee
The finance committee shall be composed of the treasurer, president, vice-president, and at least one additional
member, who shall be a member of the Board of Directors, appointed by the chair. The treasurer shall chair
this committee.

The finance committee shall also cause the books and accounts of the organization to be audited annually by
an audit committee or an outside auditor and file a complete financial report with the school principal and the
Rock Hill Schools Chief Financial Officer.

ARTICLE VIII: FISCAL YEAR
Section 1
The fiscal year shall commence on the first day of July and end on the 30t day of June.

Page 11 of 32



ARTICLE IX: PARLIAMENTARY PROCEDURE

Section 1
All questions of parliamentary procedures shall be determined according to the latest edition of Robert's Rules
of Order.

ARITLCE X: DISSOLUTION

In the event the organization is dissolved, all assets of the organization shall be distributed to the school the
organization was formed to support for an exempt purpose according to the Articles of Incorporation as a 501 (c)(3)
organization. In the event that the school also is being dissolved, then the assets will be given under the same 501
(c)(3) requirements to another public school in the district or to the public school district. Under no circumstances
should the funds be distributed or used for any purpose that does not comply with all requirements of a 501 (c)(3)
organization.

Support Organization Forms Listing

Below are various forms that may be necessary for your organization. Federal forms may be accessed on the IRS
website at http://www.irs.gov. State forms are available on the SC Secretary of State website at
http://www.scsos.com.

Federal Forms

 SS+4 Application for Employer Identification Number

- 1023 Application for Recognition of Exemption under Section 501(c)(3) of the Internal
Revenue Code

- 8718 Fee for Exempt Organization Determination Letter Request

* 990/990EZ /990N Return of Organization Exempt from Income Tax

« 990 SCHA Organization Exempt under Section 501(c)(3)

= 990SCHB Schedule of Contributors

State Forms

= Application to Reserve a Nonprofit Corporate Name
Nonprofit Corporation Articles of Incorporation
Annual Financial Report for Charitable Organizations
Charitable Solicitation Questionnaire

= Articles of Incorporation $25.00
» Articles of Amendment $10.00
 Articles of Correction $10.00
= Notice of Change of Principle Office $10.00
= Notification by Existing Corporation $10.00
« Articles of Dissolution $10.00
 Articles of Merger $10.00
= Application for Certificate of Authority (Foreign) $10.00
= Application for Reinstatement $25.00
= Application to Withdraw Certificate of Authority By a Foreign Corporation $10.00
= Application for Amended Certificate of Authority $10.00

Note: This listing of forms may not include all necessary forms for your organization. Organizations should seek
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guidance from an attorney, the IRS, the SC Secretary of State, and/or the SC Department of Revenue for
compliance and ensure that they have the most updated information.

Support Organization — Suggested Audit Program

Bank Reconciliations

1.

Trace ending balances on the reconciliations to bank statements, outstanding check lists, and other
reconciling items.

2. Verify that bank reconciliations were completed within 30 days of bank statement ending date.

3. Ensure that any outstanding or reconciling items on the reconciliations were cleared the following month.

4. Verify that the balance in the bank account (at beginning of school year), plus total deposits per check
register, minus total disbursements per check register, balances to ending bank account balance (at end of
school year).

Bank Statements

1. Determine whether a procedure is in place for a club member, other than those that have check signing
ability, to receive bank statements by mail and review for reasonableness.

2. Determine whether any cash corrections were identified on bank statements. Ensure that reasonable
explanations are available.

3. Compare the number of cleared checks included in the bank statement with the number that is noted on the
bank statement to ensure agreement.

4. Ensure that cleared checks contain signatures of individuals authorized to sign checks. Ideally, bank
accounts should be established to require two signatures.

Receipts

1. From the check register or other accounting records, schedule each deposit (use of spreadsheets is
helpful). If volume is significant, consider selecting only a representative sample.

2. Trace deposits to collection documentation and prepared cash receipts for agreement.

3. Trace deposits to bank statements to ensure agreement.

4. Ensure that receipts are presented for deposit in a timely manner by reviewing the dates of prepared cash

receipts with the date of deposit on the bank statement.

Disbursements

1.

e

From the check register or other accounting records, schedule each check, withdrawal, or other debit (use
of spreadsheets is helpful). If volume is significant, consider selecting only a representative sample.

Trace checks to supporting documentation such as invoices, receipts, approved expenses related to
fundraisers, or other reasonable explanations.

Review the canceled check to ensure agreement of payee name, endorsement, and check amount.

Trace disbursements to budget approved by the membership or meeting minutes.

For bank withdrawals for the purpose of establishing a change fund for an event, confirm that the change
fund was later re-deposited.

Fundraisers

1.

2.

Evaluate each fundraiser individually by calculating the value of items available for sale or number of tickets
sold, and comparing to deposits and remaining inventory, if any, to ensure agreement.

Determine whether fundraiser applications were prepared and submitted to the school principal for each
fundraiser.
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Miscellaneous

1. Review internal control procedures (cash handling procedures, cash disbursement procedures, etc.).

2. Inventory remaining check stock to confirm that all checks are present and sequential. Ensure that the
check number for the last check issued and first check available in check stock are sequential.

3. Confirm that check stock is retained in a secure place when not in use.

4. Determine whether any checks were voided during the course of the year. Ensure that any voided checks
are retained in the records, but have been sufficiently modified to eliminate the possibility of clearing the
bank (i.e. signature portion has been cut out of the check and VOID has been written across the check).

5. Ensure that sales tax reports were prepared and filed timely.

6. Review annual federal and state tax forms for reasonableness.
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O Rock Hill School District Three of York County

Support Organization Registration Form
School Year

Rock Hill Schools requires that all PTO’s, PTA’s, Booster Clubs, and other support organizations submit one copy of this form
annually, along with the required attachments, by August 15t to the principal. An updated copy of this form must be submitted
within 30 days if any of the report information changes during the school year

School name:
Name of booster club/organization:
Mailing address:

Name of student activity supported by organization:
Organization’s fiscal year end:

(This should not be the address of the school or facility of the District.)

Officers:

President

Secretary

Treasurer

Vice-Pres.

Name & Email Address Address Phone Numbers District Employee
(H) Oyes [ No
(W),

(C)

(H) CYes O No
(W)

(C),

(H) Oyes [ONo
(W),

(C)

(H) CYes O No
(W)

(C)

Date Officers were elected:

The officers listed above are responsible for all reporting requirements for the current year. Please note that if any of the
above changes, a new Registration Form must be submitted to the principal within 30 days.

Federal Tax ID Number:

SC Secretary of State Public Charity ID Number:
Yearly Date that By-Laws were recognized and accepted at a public meeting:
Date your annual budget was approved:
Filing date of last Secretary of State annual report:
Filing date of last IRS form 990:

Date of last annual audit performed by [] audit committee or [ independent auditor of financial activity:

Attachments required with this statement:

1.
2.
3.

Proof of filing IRS form 990
Proof of filing Secretary of State annual report
Prior year financial statements validated and certified by the audit/finance committee (balance sheet

and detailed revenue/expense statement)

© © N U oA

Approved annual budget

IRS 501(c)(3) Determination Letter

Copy of By-Laws and mission statement

Proof of Insurance

Background Checks for financial officers and bank account signers

List of board members and contact information (other than officers listed above)
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Policy DM Cash in School Buildings
Issued 6/18

Purpose: To establish the basic structure for dealing with cash in school buildings.

Elementary schools will not keep more than $750 (including cash and checks) overnight, excluding startup cash for
curricular activities and food service petty cash.

Middle schools will not keep more than $1,000 (including cash and checks) overnight, excluding startup cash for
curricular and extracurricular activities and food service petty cash.

High schools will not keep more than $1,500 (including cash and checks) overnight, excluding startup cash for
curricular and extracurricular activities and food service petty cash.

Other district locations will not keep more than $250 (including cash and checks)
overnight. All monies must be kept in a locked, secure place with limited access
until deposited.

The board directs all principals to ensure school monies are deposited when the total amount exceeds the limits
listed above. All monies received for events, excluding the startup cash, must be reconciled daily and deposited
when the school exceeds the limits listed above. Monies received for late night events must be reconciled and
deposited daily using the bank’s night depository when the total amount for the school exceeds the limits listed
above. The district employee making the night deposit will be accompanied by a police officer or security guard.
The startup cash for curricular and extracurricular activities must be verified, evidenced by at least two signatures
and dates, at the beginning and end of each event day.

Support organizations must agree to follow all procedures as related to cash in school buildings and adhere to
policy KBE and administrative rule KBE-R.

Support organizations should not leave money at school overnight. The support organization should use a fixed
lock box in the school office or vault area for times when a support organization officer is unavailable to pick up
money during the school day. Only the support organization officer will have access to this lock box. A master key
to the lock box will be secured at the central office. The support organization should check the lock box for money
on a regular basis. The support organization will be responsible for any loss incurred.

Principals will be allowed to hold startup cash for curricular and extracurricular activities for the duration of the
activity/season (i.e., fall sports, book fair). At the end of the activity/season, principals must deposit the startup
cash in a separate deposit that does not include the school’s regular daily deposit. All startup cash must be
kept in a locked, secure place with limited access until deposited at the end of the activity/season.

Food service managers may keep petty cash for the duration of the school year for use of operating the food
service cash registers. The maximum amount of petty cash is $50 for elementary schools, $120 for middle
schools, and $300 for high schools. Petty cash must be verified, evidenced by at least two signatures and dates,
at the beginning and end of each day. All petty cash must be kept in a locked, secure place with limited access
until deposited at the end of the school year.

District employees are prohibited from keeping school monies in their homes or automobiles overnight.

No disbursements will be made from cash collections. All school monies will be deposited, and disbursements will
be made by check or procurement card to ensure appropriate reporting.

The principal must make arrangements with local banks for night depository privileges and armored services
when necessary.

Principals who do not abide by this policy will be responsible for any loss incurred as a result of their failure to
make a timely deposit and may be subject to further disciplinary action.

Adopted 9/27/99; Revised 11/26/12, 3/27/17, 6/25/18

York 3/Rock Hill School District
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Policy EFE Competitive Food Sales/Vending Machines
Issued 3119

Good nutrition is essential to peak academic performance for students and to long-term health. The district supports nutrition
programs and nutrition education as an integral part of a high-quality education.

To ensure that foods served at schools address modern nutritional needs and to protect the health of students, the principal
will exercise control over the sale of non-cafeteria/competitive food. For purposes of this policy, “competitive food” means
any food that is sold in competition with the school breakfast or lunch program. The sale of competitive food will not be
allowed in the food service area (cafeteria) during the meal service.

The district will permit vending machines and the sale of competitive foods in the elementary schools, middle schools,
high schools, and career centers in accordance with this policy. All vending machine products must be in compliance
with Smart Snacks. Vending machines cannot be located within the food service are (cafeteria).

Schools will not offer or sell any foods of minimal nutritional value in the food service area during meal periods. Foods of
minimal nutritional value are those which contribute less than five percent of the Reference Daily Intake (RDI) for any one of
several key nutrients and are grouped into the following four categories:

» soda water (which includes all carbonated
* beverages) italian ice
¢ chewing gum
* certain
candies

The board authorizes the superintendent or his/her designee to close a canteen or discontinue the sale of competitive
foods if not properly operated.

Adopted 9/25/06; Revised 9/22/14,
3/25/19 Legal References:
Federal Law:
Healthy, Hunger-Free Kids Act of 2010, Pub. L. No. 111-296, 124 Stat. 3183.
S.C. Code, 1976, as amended:

Sections 59-10-310, et seq. - Nutrition standards.
Federal Regulations:

National School Lunch Program, 7 C.F.R. Section

210.10. School Breakfast Program, 7 C.F.R. Section

220.8.
State Board of Education Regulations:

R43-168 - Nutrition standards for elementary (K-5) school food service meals and competitive foods.
Other References:

USDA Smart Snack in School Regulation.

2015 SC “Smart Snacks” and Exempt Fundraisers Memorandum.

York 3/Rock Hill School District
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AR EFE-R Competitive Food Sales/Vending Machines
Issued 3/19

In an effort to promote student wellness, prevent and reduce childhood obesity, and provide assurance that school meals and
snacks meet the minimum federal standards, the district implements this rule governing the sale of competitive foods within the
district.

“Competitive foods” means all foods and beverages sold to students during the school day other than food sold under the
breakfast and lunch programs. The school day is the period from midnight to 30 minutes after the end of the school day.

This rule applies to all properties under the jurisdiction of the school that are accessible to students during the day. The venues
include, but are not limited to, & la carte in the cafeteria, school stores, snack bars, vending machines, and in-school fundraisers.

The competitive food standards do not apply under the following situations:

¢ emergency medical situations

food sold during non-school hours, weekends, or off-campus fundraising events (e.g., athletic events, or school concerts)
food sold for off-campus consumption (e.g., cookie dough or frozen pizza)

food sold exclusively to adults who are not students

food brought from home by students for personal consumption

foods donated for classroom celebrations (see policy ADF)

food given to students at no charge without suggesting a donation (see policy ADF)

[ ]

[ ]

[ ]

Definitions
A la carte - An individually priced food item.

Combination food - A product that contains two or more components representing two or more of the recommended food  groups
(fruit, vegetable, dairy, protein, or grains). Examples include yogurt and fruit parfait, hummus with vegetables, and cheese and
crackers.

Entrée - A combination food of meat/meat alternative and whole grain rich food; a combination food of vegetable or fruit and
meat/meat alternative; or a meat/meat alternative alone, with the exception of yogurt, low-fat or reduced fat cheese, nuts, seeds
and nut/seed butters, and meat snacks (such as dried beef jerky and meat sticks).

Food - Food and beverages, including side items and condiments.

Foodservice area- Any centralized location on a school campus where breakfast and lunch are normally prepared, served and/or
consumed by students. This includes a “‘commons” area if students are expected to eat meals there.

Nutritive sweetener- A sweetener that provides energy (calories) in the form of simple carbohydrates such as sugars and syrups
(e.g., brown sugar, corn sweetener, corn syrup, dextrose, fructose, fruit juice concentrates, glucose, high-fructose corn syrup,
honey, invert sugar, lactose, malt syrup, maltose, molasses, raw sugar, sucrose, sugar, orsyrup).

Competitive Food Standards

The district will comply with the following standards as current and amended, from the United States Department of Agriculture
(USDA) and other federal and state regulations:

Food/Nutrient Standard Exemptions to the
standard
General To be allowable, a competitive food item must: (1) Meet all of the proposed ¢ Fresh and frozen
Standard for competitive food nutrient standards; and (2) Be a grain product that contains fruits and vegetables
Competitive 50% or more whole grains by weight or have whole grains as the first with no added
Food ingredient; or (3) Have as the first ingredient one of the non-grain main food ingredients except
groups: fruits, vegetables, dairy, or protein foods (meat, beans, poultry, water are exempt
seafood, eggs, nuts, seeds, etc.); or (4) Be a combination food that contains from all nutrient
at least 1/4 cup fruit and/or vegetable. (5) If water is the first ingredient, the standards.
second ingredient must be one of the above. ., Canned fruits with no
added ingredients
except water, which
are packed in 100%
juice, extra light
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syrup, or light syrup
are exempt from all
nutrient standards.

Low sodium/No salt
added canned
vegetables with no
added fats are
exempt from all
nutrient standards.

National School
Lunch Program

Any entrée item offered as part of the lunch program or the breakfast program
is exempt from all competitive food standards if it is served as a competitive

and School food on the day of service or the day after service in the lunch or breakfast

Breakfast program

Program Entrée

Items Sold a la

Carte

Grain Items Acceptable grain items must include 50% or more whole grains by weight, or

have whole grains as the first ingredient
Total Fats Elementary School: Reduced fat cheese
. . (including part-skim
Acceptable food items must have <30% calories from total fat as served mozzarella) is
including any added accompaniments exempt from the total
fat standard.
Total Fats Middle and High School: Nuts and seeds and

Acceptable food items must have <35% calories from total fat as served
including any added accompaniments

nut/seed butters are
exempt from the total
fat standard.

Products consisting
of only dried fruit with
nuts and/or seeds
with no added
nutritive sweeteners
or fats are exempt
from the total fat
standard.

Seafood with no
added fat is exempt
from the total fat
standard.

Whole eggs with no
added fat are exempt
from the total fat
standard.

Saturated Fats

Acceptable food items must have <10% calories from saturated fat as served

Reduced fat cheese
(including part-skim
mozzarella) is
exempt from the
saturated fat
standard.

Nuts and seeds and
nut/seed butters are
exempt from the
saturated fat
standard.

Products consisting
of only dried fruit with
nuts and/or seeds
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with no added
nutritive sweeteners
or fats are exempt
from the saturated fat
standard.

* Whole eggs with no
added fat are exempt
from the saturated fat

standard.

Trans Fats Zero grams of trans fat as served (<0.5 g per portion) including any added

accompaniments

Sugar Acceptable food items must have <35% of weight from total sugar as served . Dried whole fruits or
vegetables; dried
whole fruit or
vegetable pieces;
and dehydrated fruits

or vegetables withno
added nutritive
sweeteners are
exempt from the
sugar standard.

Dried whole fruits, or
pieces, with nutritive
sweeteners that are
required for
processing and/or
palatability purposes
(i.e., cranberries, tart
cherries, or
blueberries) are
exempt from the
sugar standard.

Products consisting
of only dried fruit with
nuts and/or seeds
with no added
nutritive sweeteners
or fats are exempt
from the sugar
standard.

Sodium Snack items and side dishes: <200 mg sodium per item as served, including
any added accompaniments

Entrée items: <480 mg sodium per item as served, including any added
accompaniments

Calories Snack items and side dishes: <200 calories per item as served, including any
added accompaniments

Entrée items: <350 calories per item as served including any added
accompaniments

Accompaniments | Use of accompaniments is limited when competitive food is sold to students in
school. The accompaniment must be included in the nutrient profile as part of
the food item served and meet all proposed standards. Examples include, but
are not limited to, butter, cream cheese, syrup, ketchup, mustard and salad
dressing.

Caffeine ElementaryandMiddleSchool:foods and beverages mustbe caffeine-free with the
exception of trace amounts of naturally occurring caffeine substances
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High School: foods and beverages may contain caffeine

Beverages Elementary School:

Plain water or plain carbonated water (no size limit)
Low fat milk, unflavored (<8 fl 0z)

Non-fat milk, flavored or unflavored (<8 fl 0z), including nutritionally
. equivalent milk alternatives as permitted by the school meal
. requirements;

o 100% fruit/vegetable juice (<8 fl 0z)

100% fruit/vegetable juice diluted with water (with or without
carbonation), and no added sweeteners (<8 fl 0z)

Beverages Middle School

Plain water or plain carbonated water (no size limit)
Low-fat milk, unflavored (<12 fl 0z)

Non-fat milk, flavored or unflavored (<12 fl 0z), including nutritionally
. equivalent milk alternatives as permitted by the school meal
o requirements;

° 100% fruit/vegetable juice (<12 fl 0z)

100% fruit/vegetable juice diluted with water (with or without
carbonation), and no added sweeteners (<12 fl 0z)

e

Beverages High School

Plain water or plain carbonated water (no size limit)
Low-fat milk, unflavored (<12 fl 0z)

Non-fat milk, flavored or unflavored (<12 fl 0z), including nutritionally
° equivalent milk alternatives as permitted by the school meal
- requirements;
o 100% fruit/vegetable juice (12 fl 0z)

100% fruit/'vegetable juice diluted with water (with or without
carbonation), and no added sweeteners (<12 fl 0z)

e Other flavored and/or carbonated beverages (<20 fl 0z) that are labeled
° to contain <5 calories per 8 fl oz, or <10 calories per 20 fl 0z

o Other flavored and/or carbonated beverages (<12 fl oz) that are labeled
o to contain <40 calories per 8 fl 0z, or <60 calories per 12 fl oz.

Sugar-free Sugar-free chewing gum is exempt from all of the competitive food standards
Chewing Gum | and may be sold to students at the discretion of the local educational agency

Fundraisers

All foods that meet the competitive food standards may be sold at fundraisers on the school campus during school hours.
Food or beverages that do not meet the standards may only be sold in occasional or exempt fundraisers if they are not sold in
competition with school meals in the food serving area during the meal programs. This rule governs the sale of food using
payment options including, but not limited to, money, tokens, and coupons, or where a donation is expected or suggested.
EFE- E(1), -E(2), and -E(3) provide additional information on the process for fundraisers involving the sale of foods for
fundraisers. For further general guidance on fundraisers please see policy JJE and JJE-R.

The number of fundraisers exempt from the nutrition requirements will be determined by the South Carolina State Board of
Education. The exemptions do not apply to food sold in canteens, vending machines, or school stores that regularly sell
food throughout the school year. Food sold by culinary arts programs or other curriculum offerings do not qualify for an
exemption.

Issued 9/25/06; Revised 9/22/14, 3/25/19
York 3/Rock Hill School District
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File EFE-E(1) “Smart Snacks” Individual Exempt Fundraiser Checklist

Important notes

. This form should be approved by the principal or his/her designee, not the cafeteria staff.
. Post this form to the “Smart Snacks” Annual School-Based Exempt Fundraiser Summary Report.

. Retain this form at the school (not the cafeteria) for the current school year and the next three school years. These forms
are subject to audit.

District and school:

Requesting school organization and contact:

Name of fundraiser, date(s), time(s), and location(s):

Description of food(s) being sold:

1. Isthis fundraiser consistent with the district and/or school's local wellness policies?
Yes = continue.
No = continue, this may be an exempt fundraiser.

2. Willthefoodbe sold?
Yes = continue.
No = no exemption required, but check local wellness policy.

3. Willthefoodbe soldduringtheschoolday forconsumptionontheschoolcampus?
Yes = continue.
No = no exemption required, but check local wellness policy.

4. Willthefood be soldinacanteen,vending machineor school store?
Yes = STOP! This cannotbe an exempt fundraiser.
No = continue.

5. Doesthefood meetfederal SmartSnacks nutritional requirements?
Yes = no exemption required, but check localwellness policy.
| don’t know = use the Smart Snacks calculator at

https://foodplanner.healthiergeneration.org/calculator/

No = continue.
6. Will the food be sold in the food service area during breakfast and/or lunch?
Yes = STOP! This cannot be an exempt fundraiser.

No = Sign, date and submit this form to the principal or his/her designee.

Printed name and signature of authorized organization representative Date

Printed name and signature of principal or his/her designee Date

York 3/Rock Hill School District
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File EFE-E(3) Parent’s Guide to Smart Snacks Sold as Fundraisers

The Healthy Hunger-Free Kids Act of 2010 directed the USDA to establish nutrition standards for all foods and beverages
sold to students during the school day, including foods sold through fundraisers. Students who are well nourished are better
prepared to learn. By implementing consistent nutrition standards throughout the school building, we believe this will enhance
the learning environment and contribute to the overall health and well-being of our students. Smart Snacks standards help
schools offer students healthy food and beverages choices such as whole grains, fruits and vegetables, leaner protein, lower-
fat dairy, while limiting foods with too much sugar, fat, and salt.

. Smart Snacks Standards apply to all foods and beverages sold to students outside of the school meals programs -
including vending machines, a la carte, school stores, snack carts, and in-school fundraising.

- Cookies, candy, chips, donuts and soda have been replaced with items like nuts or seeds, popcorn, baked
chips, fruit cups and plain water.

. Smart Snacks are in effect for the entire school day (midnight before to 30 minutes after the end of the school day)
across the entire school campus.

. Smart Snacks do not apply to foods served, such as classroom celebrations and during evening, weekend, or community
events. Please refer to the District Wellness policy (ADF).

Foods and beverages sold to students as fundraisers during the school day have to meet Smart Snack standards unless
they are approved by the principal as an exempt fundraiser. Our state allows 30 “one day” exempt fundraisers per year at each
school.

The school principal must approve all school sponsored and non-school sponsored support organization fundraising activities
(policy JUE-R). This approval must be in writing and issued prior to the beginning of the fundraising activity. There are several
documents that are required to be completed for approval:

. Smart Snacks Individual Exempt Fundraiser Checklist (EFE-R-
. E(1)) Fundraising Activity Request - Support Organizations (JJE-E)

Non-food fundraisers or fundraisers that include only foods and beverages that meet the standards are not limited in any
way! Visit www.healthiergeneration.org/smartsnacks to find additional resources on alternative fundraising ideas and healthier
foods and beverages that can be used for fundraising.

Our district is fully committed to insuring compliance with the Smart Snacks standards. We also want to make sure you have
the tools you need to find compliant products. Check out the following tools from the Alliance for a Healthier Generation:

e  Smart Food Planner
e  Smart Snacks Product Calculator (this is the only compliance tool verified by the USDA)

As we work to change our foods and beverages across campus, we would appreciate your support, especially in the area of
fundraising. We look forward to working together to find alternative fundraising ideas or developing a list of healthier foods and
beverages to be sold for fundraising.

York 3/Rock Hill School District
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Policy JJE Student Fundraising Activities
Issued 8/18
Purpose: To establish the basic structure for the conduct of student fundraising activities.

Schools will keep fundraising campaigns to a minimum so as not to impair the efficiency and effectiveness of the education
program. In addition, schools may undertake such campaigns only under the following circumstances:

« No one may solicit monetary contributions from students at any time.

« Students in grades kindergarten through eight will not participate in fundraising activities that involve selling items or
soliciting contributions, pledges, or orders. However, schools may use these students as couriers between school
and home for information, order blanks, and materials about fundraising activities sponsored by the school and
school related organizations such as the PTO/PTA.

« Fundraising campaigns sponsored within the school must be in support of specific student activities or projects that
will contribute to the improvement of the school's program.

o The principal will approve and supervise each campaign.

« Students may not participate in fundraising activities during school hours without the express approval of the
principal.

« Students will not solicit personal contributions to meet the basic needs of the school or to finance extracurricular
activities.

No student or organization may sell, distribute, or advertise services, written materials, or items from private sources on
school premises or in the school or school district without the permission of the principal of the school involved and the
superintendent.

Organizations or students seeking to distribute materials to students unrelated to the individual school or school district must
have the permission of the superintendent.

Fundraisers for the sale of food or beverages on the school campus during school hours must meet the competitive food
standards (see administrative rule EFE-R, also known as Smart Snacks Exempt Fundraisers). Food or beverages that do
not meet the standards may only be sold in occasional fundraisers if they are not sold in competition with school meals in
the food serving area during the meal service. The standards do not apply to items sold during non-school hours,
weekends, or off-campus fundraising events. The number of fundraisers exempt from the competitive food standards will be
determined by the South Carolina State Board of Education.

Adopted 7/23/79; Revised 5/28/90, 8/26/91, 11/25/02, 7/24/06, 8/27/18

York 3/Rock Hill School District

Page 25 of 32


javascript:doJump(275556)

AR JJE-R Student Fundraising Activities

Issued 8/18

All fundraising activities that take place must be conducted by an organization, not an individual. The principal must approve
all school sponsored and non-school sponsored support organization fundraising activities. The approval must be in writing
and issued prior to the beginning of the fundraising activity. A copy of the approval and the results of the fundraiser must be

given to the principal monthly.

For school sponsored clubs/organizations, the following forms (located in the Business Procedures Manual) are required in
order to obtain approval:

e Request for Fundraiser Activity
e Online Fundraiser Approval
e Online Fundraising Summary

For non-school sponsored support organizations, the following form is required in order to obtain approval:

e Fundraising Activity Request - Support Organizations (JJE-E)
All information, advertising, tickets, and other materials used for promotion of the activity must carry the name of the
sponsoring club or organization. Organizations may not use a board of trustees’ endorsement on any materials, notices, or

advertising without the specific written consent of the board.

Students will be reminded of safety protocols when participating in fundraisers, based upon guidance obtained from
PTA/PTO or similar organizations.

No teacher or employee of the district will be required to participate in any fundraising activity sponsored by a parent/legal
guardian or student group such as, but not limited to, PTA, band boosters, etc.

Issued 8/27/18

York 3/Rock Hill School District
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Rock Hill School District Three of York County
Fundraising Activity Request - Support Organizations

JJE-E
School Name:
Club/Organization Name:

Date(s) of Activity:
Project Description:

Time and Place:
Vendor Name & Contact Info:

Will this fundraiser use a Smart Snacks Exemption? Yes I:INO |:|
Was a Smart Snacks Individual Exempt Fundraiser Checklist completed? Yes I:INO I:I

Item(s) Description:

Profit to be used for:

Itis understood that the fundraiser will be conducted in accordance with District Policies and Procedures
and that the Principal's signature certifies approval of the event and how profits generated will be spent
for the school.

Sponsor Signature
Name Date

Reviewed and Approved

Principal Signature
Name Date

York 3/Rock Hill School District
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Policy KBE Relations with Parent Organizations
Issued 6/18
Purpose: To establish the basic structure for board and district relations with support organizations.

In order to accommodate citizens who have specific positive interests in providing additional support for selected school
activities, the board envisions and authorizes the formation of cooperative parent-school groups who give promise of
promoting legitimate and systematic participation that fosters selected school activities. Among these are booster clubs,
parent-teacher organizations, parent support groups, business-school partnerships, and education foundations. The board
believes that for a successful community-school organization to exist, the propelling and compelling impetus for such an
organization must be a spirit of altruism, cooperation, and supportive action.

These organizations will not have administrative authority in connection with the operation of the school.

Each organization will submit a statement of purpose and regulations governing the organization’s involvement to the
superintendent or his/her designee for review and approval. Equipment donated to the school becomes the property of the
district.

These support organizations need the superintendent’s or his/her designee’s approval for any events, programs, or
operations that involve the following:

 participation of children

e operation of a school service

« charges to children

« solicitation of children

e communications sent home with all children in a school

The board authorizes the administration to establish policies, regulations, and procedures that will provide for an orderly and
systematic operation of such organizations. The board further directs the administration periodically to evaluate the
productivity and impact of the support organization. All support organizations will be governed by this policy.

Adopted 7/23/79; Revised 8/28/84, 11/27/89, 10/25/04, 6/25/18

York 3/Rock Hill School District
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AR KBE-R Relations with Support Organizations
Issued 6/18
Support Organizations’ Roles and Responsibilities

Booster clubs and parent-teacher organizations/associations are separate entities from the school district. The district board
of trustees appreciates the time, effort, energy, and financial support these organizations provide to the staff and students of
the district. As a result, the board of trustees encourages administration, staff, and employees to support and accommodate
the activities of these groups so much as they contribute to and provide a benefit to the district. At the same time, the board
of trustees and administration must ensure the district is complying with various laws and regulations. As such, the district
reserves the right to limit the activities of groups where necessary to ensure compliance with laws and regulations
applicable to the district. In addition, all support organizations may be subject to random auditing by the Rock Hill School
District.

The board of trustees directs the administration to establish regulations and procedures which will provide for an orderly and
systematic operation of such groups. The board of trustees further directs the administration periodically to evaluate the
productivity and impact of the support groups (board policy KBE).

These valuable organizations provide a needed source of financial support for school activities. Without them, the district’s
schools would not be able to provide many of the opportunities that students enjoy through the programs supported by
these organizations. Because these entities are independent from the district, a separation between these organizations
and the school district must be maintained so that third parties are not misled into believing that an organization is part of
the school district. This protects both parties in case of litigation and other issues that may arise. Therefore, it is important
that consistent and proper accounting practices are followed in order to ensure this separation.

School support organizations are organized for the purpose to support schools or specific school programs within a school.
The relationship with the school should never be forgotten. The mission, vision, and goals of the support organization
should mesh with those of the school. For this reason, the support organization’s officers and board should work closely
with the school principal to establish an atmosphere of cooperation and confidence to ensure that the programs operate
smoothly within the school’s and district’s policies and practices. To further assist with compliance of federal, state, and
district policies, rules, and regulations, the district is available to host a voluntary informational seminar that reviews
pertinent information pertaining to the operation of support organizations within the district.

Establishing the School Support Organization

« follow the Rock Hill School District 3 of York County policies and administrative rules regarding support
organizations and fundraising

« prepare and adopt bylaws and articles of incorporation

« file a current copy of bylaws with the chief building administrator

« file a current copy of bylaws with the district’s chief financial officer
 incorporate as a nonprofit organization

« register with the South Carolina Secretary of State’s office
 highly recommend obtaining 501(c)3 designation

« prepare and approve a detailed proposed budget annually listing planned contributions to or support of school
activities itemized by organization and activity

o establish an audit/finance committee
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Operating the School Support Organization

As separate entities, school support organizations have their own governing board, establish their own policies, and
maintain their own set of accounting records. Each one must also have its own checking account along with a separate
federal tax identification number. These organizations are generally formed as nonprofit entities, must obtain their own tax
exempt status, and therefore must follow applicable federal and state tax regulations. These organizations are neither
authorized nor permitted to use the tax identification number of the district under any circumstances.

Each organization will file a statement of purpose and regulations governing the organization’s involvement to the
superintendent or his/her designee (board policy KBE).

These support organizations need administrative approval for any events, programs, or operations that involve the following:

« participation of children

e operation of a school service

« charges to children

« solicitation of children

« communications sent home with all children in a school
« use of any district facility or property

Management of Funds

A major initiative of most school support organizations is fundraising for school programs the organization represents.
Guidelines are offered to ensure funds are handled properly and, therefore, are available for the greatest benefit to
students. District employees can serve as leaders, including president, vice president, secretary, and/or committee chair,
provided they do not have signature authority on checks. District employees are prohibited from serving as treasurer,
assuming any financial responsibility, or possessing any signature authority regarding funds of a support organization.
Employees must participate in such organization/program only on their personal time and in a manner that does not conflict
with their duties and responsibilities within the district.

Equipment donated to the school becomes the property of the district (board policy KBE).

« Bonding insurance is required for the organization and its officers.

o The Treasurer’s report, which should include a balance sheet and a statement of revenues and expenses, should
be provided monthly to the membership but not less than quarterly.

o Cash controls procedures should include best practices.
« Cash receipt procedures should include best practices, including consistent and proper segregation of duties.

« Cash disbursement procedures should include best practices, including consistent and proper segregation of
duties. Checks should include signatures from two officers.

« Month end and year end financial procedures should include best practices, including consistent and proper
segregation of duties.

« The district reserves the right to accept or reject any contribution or use of booster funds should the district
determine that the proposed use will negatively impact the district in any way.

Support Organization Cash in School Buildings

Money collected by the support organization must be deposited into the support organization’s bank account. Money should
not be kept overnight at the school. The support organization should use a fixed lock box in the school office or vault area
for times when a support organization officer is unavailable to pick up money during the school day. Only the support
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organization officers will have access to this lock box. A master key to the lock box will be secured at the central office. The
support organization should check the lock box for money on a regular basis. The support organization will be responsible
for any loss incurred (board policy DM). As a matter of best practices, money should not be kept in the homes of members.

Fundraising

All fundraising activities that take place must be conducted by an organization, not an individual. Any club or organization
requesting permission to hold a fundraiser must have a valid charter and board approved bylaws and have been in
existence for at least four months prior to making the request. The principal must approve the fundraising activities of
support organizations. The approval must be in writing and issued prior to the beginning of the fundraising activity.

Support organizations must make written requests for fundraising activities to include the following:

« theinclusive dates of the activity or sales campaign

« the type of activity clearly explained

« name of supplier of sale items or activity

o intended use of the money raised

« how this use of funds can improve the school or program
e Smart Snacks compliance, if applicable

All information, advertising, tickets, and other materials used for promotion of the activity must carry the name of the
sponsoring club or support organization. Support organizations may not use the district’s board of trustees endorsement on
any materials, notices, or advertising without the specific written consent of the board of trustees.

No teacher or employee of the district will be required to financially contribute in any fundraising activity sponsored by a
support organization such as, but not limited to, PTA/PTO, booster club, etc.

Fiscal Year-End and New Year Obligations

« Prepare a proposed budget of anticipated expenses and receipts for the new fiscal year prior to July 1st.

« Year end financial reports will be provided to the school principal and to the Internal Auditor no later than August
1st of each year. The audit/finance committee of the support organization must validate that the financial reports
(balance sheet and revenue/expense statement) are an “accurate portrayal of the support organization’s financial
status.” The audit/finance committee must sign and date the financial reports to certify “that they had no financial
duties and therefore can be independent in their judgement.”

o File federal and state tax forms as required.

o Complete district’s “Support Organization Registration Form” and submit to the school principal by August 1st of
each year.

Issued 6/25/18

York 3/Rock Hill School District
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Policy LEB Non-School Sponsored Support Organizations
Issued 8/18

Purpose: To establish the basic structure for the formation and operation of non-school support organizations.

The board and administration appreciates the support that non-school-sponsored support organizations contribute to our schools.
These organizations are groups supporting the school as a whole; PTO/PTA and booster clubs supporting athletic teams and band are
examples. The support provided by these organizations is a valuable asset to supplement district funding and community activities. The
board authorizes and encourages the formation of support organizations that promote legitimate and systematic participation in an
effective educational environment.

Non-school-sponsored support organizations will not have any administrative authority in connection with the operation of the schools
or school-sponsored extracurricular activities. Each organization will be a local, self-governing, non-profit organization with its own by-
laws, officers, and membership operating independent of the district and its schools. The district will not be liable under any
circumstances for the actions, debts, or other obligations incurred by any support organization or for the actions, debts, or other
obligations incurred by any individual on behalf of any such support organization.

To meet with the requirements of this policy each non-school support organization will submit its mission statement, by-laws, and
organizational structure for approval by the superintendent or his/her designee no later than August 1st of each year.

The administration may, in its sole discretion, withdraw approval for any support organization and may restrict any programs or
activities deemed not to be in the best interest of the district or its schools.

The board recognizes the importance of parental involvement and encourages district employees to take an active role in their own
children's educational experience. District employees can serve as leaders, including president, vice president, secretary, and
committee chair, provided that he/she does not have signature authority on checks. District employees are prohibited from serving as
treasurer, assuming any financial responsibility, or possessing any signature authority regarding funds of a support organization.
Principals may not serve in an officer role but should serve as an ex officio for his/her school’'s support organization.

Employees must participate in such organizations only on their personal time and in a manner that does not conflict with their duties
and responsibilities within the district. This policy does not prohibit employees from holding such offices or positions within other civic
organizations not associated with district support programs.

By August 1st of each academic year, each non-school-sponsored support organization will submit to the superintendent or
his/her designee a balance sheet and detailed revenue expense statement, including proof of taxes filed and completion of the Support
Organization Registration Form.

Groups are required to have an independent audit of their financial statements annually. The audit should be performed by individuals
who are independent from day-to-day financial activities and should not be part of the executive committee. All non-school-sponsored
support organization programs and activities require prior approval from the superintendent or his/her designee and must comply with
all district policies. This includes programs and activities that take place on district property that involve district students, school
services, operations, or solicitation of staff and students.

Any fund raising activities sponsored or supervised by support organizations and any gifts or donations made by those support groups
will be subject to district policies.

The board authorizes the administration to adopt and implement procedures as necessary to provide for the orderly and systematic
operation of non-school sponsored organizations in accordance with this policy.

Cf. GBEA

Adopted 3/24/14; Revised 2/22/16, 8/27/18
York 3/Rock Hill School District
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