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By-laws and Policies

BY-LAWS

ARTICLE I – NAME

The name of this organization is the Mission Viejo High School (MVHS) Model United Nations (MUN) Booster Club.

ARTICLE II – PURPOSE AND DECLARATIONS

Section 1.  The purpose of this organization is to support the Mission Viejo High School Model United Nations program through appropriate financial and non-financial activities.

Section 2.  The Mission Viejo High School  (MVHS) Model United Nations (MUN) Booster Club is organized for nonprofit purposes and our individual members will not derive a profit therefrom.

Section 3.  Political Limitation: No substantial part of the activities of this organization shall consist of carrying on propaganda, or otherwise attempting to influence legislation, and the organization shall not participate or intervene in any political campaign (including the publishing or distribution of statements) on behalf of any candidate for public office.

Section 4.  Dedication: The property of this organization is irrevocably dedicated to charitable purposes and no part of the net income or assets of this organization shall ever inure to the benefit of any director, officer or member thereof or to the benefit of any private persons.

Section 5.  Dissolution: Upon the dissolution or winding up of the organization, all assets remaining after payment, or provision for payment, of all debts and liabilities of this organization shall be distributed to a nonprofit fund, foundation or corporation which is organized and operated exclusively for charitable purposes and which has established it’s tax exempt status under Section 501(c)(3) of the Internal Revenue Code.

ARTICLE III - MEMBERSHIP

Section 1.  All MUN parents, MUN teachers and staff are eligible for voting membership.  MUN students are eligible to be non-voting members.  There will be one student representative selected by the students in each class period.  These students shall be considered voting members.  Membership shall be attained by attending a general meeting.  Honorary membership may be bestowed on other interested community residents.

Section 2.  There will be no dues.

ARTICLE IV – OFFICERS

Section 1.  The Executive Board of this organization shall be President, 1st Vice President, 2nd Vice President, Secretary, and Treasurer.  The immediate Past President shall be an ex-officio member of the Board.  Each officer of the MUN Booster Club shall be a member of this organization. In accordance with Saddleback Valley Unified School District policy, no teacher, coach, school advisor, or school employee at Mission Viejo High School may be an officer of the MUN Booster Club.  

Section 2. No elected officer shall be eligible to hold the same office for more than three consecutive terms.

Section 3. Nomination and Election of Executive Board Officers

A.   Nominations for officers shall be made by a nominating committee consisting of no less than three (3) members.   The nominating committee shall be appointed by the President and ratified by the Executive Board no later than February. 

B.   Nominations for elected positions shall be put forward at least one month prior to the election of officers.  

C.   Consent of all candidates shall be obtained before their names are placed in nomination.

D.   Nominations may be made from the floor at the election meeting.   Physical presence and verbal acceptance are required. 

E.   Elections shall take place at a general meeting during the second semester of the school year.  Notice of such elections shall be given to the members at least one month prior to such elections, either at a regularly scheduled general meeting or via email.

F.   In the event that there are two or more candidates for an office, voting shall be by written ballot.  A majority of those present shall elect.   There shall be no proxy voting allowed.

G.  Should an officer resign, the vacancy shall be filled by the Executive Board. 

Section 4.  The term of office for all officers shall be for one year to begin on the third Wednesday of June.

Section 5.  The duties of the officers are as follows:

A.  The President shall conduct business meetings of the Organization and be an ex-officio  

      member of all committees except the nominating committee.

B.  The 1st Vice President shall be coordinator of fund raising activities and shall appoint activity

      chairmen for each activity.  In the absence of the President, the 1st Vice President shall

      conduct the business meetings of the organization.

C.  The 2nd Vice President shall be in charge of public relations, publicity, and historian and in the absence of the President and 1st Vice President shall conduct the business meetings of the organization.

D.  The Secretary shall keep the minutes of the business meetings of the organization, conduct

      all correspondence, notify members, and in the absence of the President and Vice

      Presidents shall conduct the business meetings of the organization.

E.  The Treasurer shall maintain a record of all the income and expenditures of the

      Organization.  In the Absence of the President, Vice Presidents, and Secretary, the

      Treasurer shall conduct the business meetings of the Organization.

ARTICLE V – MEETINGS

Section 1.  An annual general meeting shall be held by the third week of September.

Subsequent general meetings shall be held at the discretion of the Executive Board.

Section 2.  All members shall be appropriately notified of any scheduled meetings, which

may consist of sending of e-mails to the MUN parent e-mail list, posting of the meeting in the MUN classes, publication of the meeting schedule in a newsletter, or a regularly scheduling of monthly meetings.

ARTICLE VI – AMENDMENTS

The By-laws of the organization may be amended by a two-thirds vote of the members at a

meeting at which a quorum is present.  Notice of the amendment shall be given by announcing the upcoming vote at the general meeting prior to voting upon the adoption of any amendments.

ARTICLE VII – QUORUM

A quorum shall consist of ten (10) eligible voting members in attendance at a general meeting.

ARTICLE VIII – FUNDS

Funds shall be deposited in appropriate local savings and/or checking account(s).

ARTICLE IX – ORDER OF BUSINESS

The order of business for each meeting shall include the following: call to order, reading of the minutes of the previous business meeting, Treasurer’s report, report of the Executive Board meetings, reports of committee chairpersons, old business, new business, business introduced from the floor, adjournment.
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If a Saddleback Valley Unified School District (SVUSD) policy conflicts with an MUN Booster Club policy, the SVUSD policy will override the MUN Booster Club policy.   

I.
FINANCIAL

A. Budget

1.  The fiscal year is the school year [i.e. July 1 to June 30]

2.  There will be a written budget prepared by a budget committee and approved by the Executive Board no later than September 30.  

3. A sample budget is attached. 

B. Check Writing

1.  All funds for the Booster Club will be deposited into an interest-bearing checking account in a federally insured banking institution (with no service charge attached to the account if possible).  Booster Club funds may be maintained in multiple accounts for the purpose of easier accounting.

2.  There will be a minimum of three signers on all the Booster Club accounts subject to an annual review of the Executive Board:

· President (or 1 if co-chairs, as determined by the Board)

· Secretary General parent or their designee approved by the Executive Board

· A Member or Members at Large

In accordance with Saddleback Valley Unified School District policy, no teacher, coach, school advisor, or school employee at Mission Viejo High School may be a signer on any Booster Club Account.

3.  Two signatures will be required on all checks

4.  Proposed Booster Club expenditures shall be presented for approval and payment at monthly

booster meetings.  All expenditures for budgeted items shall be considered approved by the Booster Club.  Non-budgeted expenditures of less than $250 may be approved at Executive Board meetings or by telephone vote of the majority of the Board members but must be reported at the next general meeting.  All proposed non-budgeted expenditures of more than $250 must be approved at general meetings.

5.  Pass through payments for student conference fees and associated student conference expenses will require no Booster Club approval for expenditure.  The signatures on the check shall constitute approval by two members.

C. Auditing

1.  Annually as required by the school district, and at any other time if requested by any member of the organization, there will be a financial review of all books and records by an independent person – a person who is not a member of the Executive Board.  This review should be completed within 60 days of said request.

2.  The review will include inspection of cash receipts and disbursements, bank statements, canceled checks and supporting documentation.  It will be the responsibility of the reviewer to determine that all recorded receipts and disbursements have been properly summarized and included in the Treasurer’s report.

D. Carry Over

1.  A minimum amount of $10,000.00 in the checking account shall be carried over to the new fiscal year.

E. Scholarships and Subsidies

1.  Each year, during the budgeting process, the budget committee will determine what funds will be available to be used for scholarships, grants, and incentives for the students.

2.  A Scholarship will be defined as a competitive ability award to a student.

3.  A Grant will be defined as financial aid to a student.

4.  An incentive may be defined as a subsidy to motivate students to attend a particular conference.

5.  Students in need of a grant should apply directly to the MUN Faculty Advisor or the MUN Assistant Faculty Advisor. Grants will be given at the discretion of the advisor.  The following are suggestions for evaluating the applications:


a.  Financial Need


b.  Utilization of funds available from fundraising methods provided by the MUN Boosters.


c.  Active involvement with all aspects of delegate work.

F. Documentation

1. Receipts

a.  Receipts for all expenditures will be saved for five years and will be kept in the MUN office at Mission Viejo High School.

b.  All expenditures must be covered by a receipt or in the case of a lost receipt, a written description of the expenditure including the item, its cost and where and when purchased.

2. Check Request

a.  Check request forms will be submitted for every check written for reimbursement.  The check request shall include the method of approval for the expenditure (budgeted, Executive Board approval or general meeting approval) as well as the budget category.

3. Records

a.  The Treasurer shall maintain a record of all the income and expenditures of the organization, in accordance with the legal requirements of the State of California in relation to non-profit corporations.  Said record will be kept current and available to the Executive Board upon request.

G. Assessments

1. Any change in the amount of the annual student Program Fee will be proposed by the MUN Faculty Advisor and will require approval by a majority of the Executive Board.  

2. Any special assessments upon the students will require approval by the majority of the members at a general meeting.

H. Student MUN Accounts
1. MUN will maintain a Student Funds Account for the profit that students earn from MUN Student Fund fundraisers, (but not from MUN General Fund fundraisers).   Records will be kept of each student’s Student MUN Account balance within the general Student Funds Account.  For families with more than one student in the MUN program, funds will be grouped together into one Student MUN Account for all the students in that immediate family unless the family requests individual Student MUN Accounts.  The MUN Clerk will maintain these records.

2. Money from MUN fundraisers in a family’s Student MUN Account may only be used directly for that family’s student(s) MUN expenses.  

3. Money cannot be transferred from one family’s Student MUN Account to another family’s Student MUN Account.

4. If there are no longer any students from the immediate family in the MUN program, any remaining funds in that family’s Student MUN Account will be transferred to an MUN Booster Club account. 

II.   CONFERENCES AND PARENT INFORMATION

A. Student Payment

1.  Students will pay all delegate fees upon submission of Conference Application.

2.  All other fees for accommodation and travel expense should be collected prior to conference bills being paid.  Payment of any other costs will be determined for each conference.  

3.  Refunds will be given only if a replacement delegate can be found.  This refund will be handled between the primary and replacement delegate.  There is no guarantee that a replacement delegate will be available to provide a refund to the requesting delegate.

4.  Cash will NOT be accepted for any payment that exceeds $9.99.  Attempts to pay fees in excess of $9.99 in cash will be returned.

B. MUN Advisor/Teacher and Parent Chaperone Costs

1. For overnight MUN trips within the United States, adults who are chosen to chaperone in order to satisfy the student/adult ratio requirement or the female/male chaperone requirement will have their transportation and lodging costs paid for with MUN funds.  The chaperones will pay for all their other costs, such as meals and activities.   Any additional adults will pay for all their own costs.  The MUN advisor/teacher who will be attending an overnight conference will choose the chaperones who will attend.   

2. For overnight trips outside the United States, the chaperones will pay for all of their own costs. 

3. MUN funds will pay up to one MUN advisor/teacher to attend overnight trips, including meal allowance and substitute teacher costs (if needed).   Any exception needs to be approved at a general meeting at least 2 months in advance of the conference.  The MUN advisor/teacher should attempt to get substitute teacher costs covered by the school, such as by the School Site Council. 

4.MUN funds will only cover MUN advisor/teacher and chaperone costs for an overnight trip if there is a minimum of ten (10) students attending. 

C. Student and Parent Information Packet

Parents will be supplied with a “Student and Parent Information Packet” at the beginning of the year that will include the following items:

1.  Provisional schedule of upcoming conferences

2.  Parent information and estimate of expected costs

3.  Student payment guide

4. Parent chaperone requirements

5. Booster Club information including the date, time, and location of the annual (September) general meeting.

6.  Behavior contract

This packet will be distributed to all MUN students on the first day of school. The MUN Clerk, MUN Faculty Advisor, and MUN Assistant Faculty Advisor(s) prepare the packet with input from the Booster Club President

D. Chaperone Guide

All chaperones shall receive, via e-mail, a conference guide from the Chaperone Coordinator prior to accompanying MUN students to a conference.  Paper guides will be available upon request.

III.  OFFICERS 
Each officer is responsible for making a thorough study of the By-laws and Policies.

Each officer, upon expiration of his/her term or in case of resignation, shall turn over to his/her successor or to the President without delay, all records, books, funds, and other material pertaining to the office.  

Each officer is required to limit distribution of sensitive/personal information regarding MUN parents and students, such as e-mail lists. 

A. President

1.  The duties of the President shall be to conduct business meetings of the Organization and be an ex-officio member of all committees except the nominating committee.

2. The President shall coordinate with the Secretary and Communication Committee to make sure needed information is e-mailed to the parents.

3. The President shall appoint the committee chairs with the exception of the fundraising chairs as specified in the 1st Vice President duties.

4. The President or his designee shall attend the MVHS Conference Shadow Secretariat meetings to provide advice and support for that committee and to ensure good communication between them and the Booster Club, however, the President shall not have any responsibility toward running the MVHS MUN Conference.  

5. At the beginning of his/her term of office, the President shall give each member of the Executive Board and each committee chairman a copy of the By-laws and Policies.

6. At the annual general meeting, the President shall announce that the Booster Club has By-laws and Policies and how to get a copy of them.   

7.  The term of office for the President shall be for one year to begin on the third Wednesday of June.

B. 1st Vice President (Ways and Means)

1.  The duties of the 1st Vice President shall be to coordinate the fund raising activities (Ways and Means) and shall appoint activity chairmen for each activity.  In the absence of the President, the 1st Vice President shall conduct the business meetings of the Organization.

2.  The term of office for the 1st Vice President shall be for one year to begin on the third Wednesday in June.

C. 2nd Vice President (Publicity)

1.   The duties of the 2nd Vice President shall be to be in charge of public relations, publicity, and historian and, in the absence of the President and the 1st Vice President shall conduct the business meetings of the Organization.

2.  The term of office for the 2nd Vice President shall be for one year to begin on the third Wednesday in June.

D. Secretary

1.  The duties of the Secretary shall be to keep the minutes of the business meetings of the Organization, to conduct all correspondence, to notify members, and in the absence of the President and Vice Presidents to conduct the business meetings of the Organization.

2.  The term of office for the Secretary shall be for one year to begin on the third Wednesday in June.

E. Treasurer

1.  The duties of the Treasurer shall be to maintain a record of all the income and expenditures of the Organization.  In the absence of the President, Vice Presidents, and Secretary, the Treasurer shall conduct the business meetings of the Organization.  The Treasurer or the Treasurer’s representative shall present at each booster meeting a written report of budget items and the current total of the amount spent for each item.  The Treasurer or the Treasurer’s representative shall also present current bills due for non-budgeted items needing approval and payment.

The Treasurer is responsible for the annual and monthly budget reports, the presentation non-budgeted items needing for approval and payment, maintenance of records of all income and expenditures, and ensuring that the tax forms are filed on time.  

2.  The term of office for the Treasurer shall be for one year to begin on the third Wednesday in June.

IV. STAFF

In accordance with Saddleback Valley Unified School District policy, no teacher, coach, school advisor, or school employee at Mission Viejo High School may be an officer of the Booster Club or a check signer on any Booster Club Account.

A. MUN Faculty Advisor

The MUN Faculty Advisor is the teacher that the school administration has designated as the lead MUN Advisor.  

B. MUN Assistant Faculty Advisor(s)

The MUN Assistant Faculty Advisor(s)  is(are) the teacher(s) that the school administration has designated as such.  

C. MUN Teacher(s)

The MUN Teacher(s) are any other Mission Viejo High School teachers involved in supervising the MUN program. 

D. MUN Clerk

The MUN Clerk supports the MUN Faculty Advisor, MUN Assistant Faculty Advisor, MUN teachers, and Booster Club at the direction of the MUN Faculty Advisor.  In addition to duties specified by the MUN Faculty advisors and teachers, the MUN Clerk’s job includes the following tasks that directly support the Booster Club.  

1. Conferences: For all off site conferences, the MUN Clerk will prepare a balance sheet for each conference, compile a record of students attending each conference and their payment, and prepare a record of conference expenses, i.e. hotel, bus drivers, and miscellaneous.  She will present the reconciliation of funds to the Treasurer.

2. Bookkeeping: The MUN Clerk will keep the books, deposit money, and write checks for the Booster Club under the supervision of the Treasurer.  

V. COMMITTEES

Each committee chairman is responsible for making a thorough study of the By-laws and Policies.

Each committee chairman, upon expiration of his/her term or in case of resignation, shall turn over to his/her successor or to the President without delay, all records, books, funds, and other material pertaining to the office.  

Each committee chairman is required to limit distribution of sensitive/personal information regarding MUN parents and students, such as e-mail lists. 

A. Hospitality

1.  The Hospitality committee will be composed of a chairman and members who sign-up for this committee.

2.  It will be the responsibility of the Hospitality Committee to plan and organize the refreshments at the following MUN functions:

-  Freshman/Parent Night (September)

· Awards Night (June)

· Other events, as needed

B. Communication   
1.  The Committee will be composed of a chairman, usually the Secretary, and members who sign up for this committee.

2.  It will be the responsibility of the committee to collect and compile information on MUN activities and distribute this information to the parents of all MUN students.

3. This information will be e-mailed to the MUN parent e-mail list and/or published on a website regularly from August to June at the discretion of the committee.

4. The committee will work with the MUN Clerk to compile a list of parent e-mail addresses.   This list will not be distributed to the general membership.   

C. Scrip Administrator

1.  The Scrip administrator function will be composed of a primary Scrip administrator and other members at large, as necessary, to operate the Scrip program.

2.  It will be the responsibility of this person/committee to provide information about Scrip to the parents, order and distribute Scrip, maintain records, and  also to provide monthly  reports of income,  expenses, and individual student profit to the  Treasurer and MUN Clerk by the dates that they specify.

D. Historian

1.  This committee, if required, will be composed of a chairman and members who sign up for this committee.

2.  It will be the responsibility of this committee to keep and maintain a photo album of MUN activities.  The committee will take the photos or have the photos taken.

3.  The budget committee will establish a monetary amount for the use of the Historian Committee.

E. Chaperone Coordinator

1.  The chaperone coordinator is responsible for organizing parent chaperones for away conferences. 

2.  It is the responsibility of the chaperone coordinator to maintain chaperone volunteer records for use by the MUN Faculty Advisor, Assistant Faculty Advisor, and teachers.

F. MVHS Conference Shadow Secretariat

1.   This committee will be composed the parents of the MUN Upper Secretariat members.   The chairmen will be the parents of the MUN Secretary General.

2. A member of this committee will work with the MUN Faculty Advisor to oversee the student Comptroller’s preparation of the conference budget and maintenance of financial statements. These financial statements will be presented at each general booster club as well as to the Treasurer and MUN Clerk.

3. It will be the responsibility of this committee to plan and coordinate the parent participation at the MVHS Conference.

4. The Booster Club President or his designee will attend this committee’s meetings to provide advice and support and to ensure good communication between them and the Booster Club, however, the President will not have any responsibility toward running the MVHS MUN Conference.

G. Budget

1.  This committee will include the following persons:

●    President

●    1st Vice President

●    2nd Vice President

●   Treasurer

●   Secretary

●   MUN Faculty Advisor

2.  It will be the responsibility of this committee to submit a written budget to be approved by the Executive Board September 30.

H. UNA USA Coastline Representative

1.  This committee will consist of one or more representatives from the members at large.

2. A member of this committee will represent the Booster Club at UNA USA Coastline meetings and report back to the Booster Club.  

3. This committee will coordinate UN related activities with the MUN Faculty Advisor.

I. Publicity

1.  This committee will consist of a chairman (the 2nd Vice President) and all members who sign-up for this committee.

2.  It will be the responsibility of this committee to promote the MUN program including:

· Public officials

· Press

· General public

J. Ways and Means

1.  This committee will consist of a chairman (1st Vice President) and all members who sign-up for this committee.

2.  It will be the responsibility of this committee to coordinate, plan, and organize all fundraising events in support of the MUN program.

3. All fundraisers must be approved by the Booster Club.  School policy states that MVHS ASB approval is also required for any fundraiser that takes place on the school campus.  

4. The chairperson of each activity will prepare a balance sheet with individual accounting detail as necessary.  They will present the reconciliation of funds to the Treasurer and the MUN Clerk.

REVISION HISTORY

August 30, 1999 – By-laws and Policies revised, reviewed, and approved.

May 2004 – By-laws and Policies retyped without changes.

May 8, 2007 – By-laws and Policies amended and approved by members. 
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Revenue















MVHS Conference Revenue  

$37,516.48
$39,680.00
($2,163.52)
$37,500.00










Program Fees

$10,050.00
$10,320.00
($270.00)
$8,500.00
$50 x 170 students









Donations/Fundraisers MUN








Albertsons
$660.73
$450.00
$210.73 
$500.00



E-Scrip
$1,512.53
$300.00
$1,212.53 
$400.00



Miscellaneous
$450.00
$0.00
$450.00 
$0.00










Interest Income

$51.25
$40.00
$11.25 
$50.00










Total Revenue

$50,240.99
$50,790.00
($549.01)
$46,950.00











 






Expenses















MVHS MUN Conference - Jan. 14-15















MVHS Conference Expenses  

$12,412.55
$22,000.00
($9,587.45)
$12,500.00


















Office Expenses















Clerk Expenses

$16,317.30
$16,000.00
$317.30 
$17,000.00










Office Expenses

$720.84
$500.00
$220.84 
$800.00










Computer Supplies & Expenses

$981.06
$200.00
$781.06 
$1,000.00










Copier Maintence/Supplies

$253.10
$100.00
$153.10 
$250.00










Postage

$42.44
$100.00
($57.56)
$60.00










Website expenses 



$0.00 
$75.00
( $75 every 3 years, due in 10/06)









Bank Charges

$367.20

$367.20 
$400.00










NSF Check Charges

$75.00

$75.00 











Classroom Program















Program Fees 

$347.01
$5,000.00
($4,652.99)
$0.00










Books, Publications, & Subscriptions

$3,784.90
$2,000.00
$1,784.90 
$2,500.00










Awards - Senior gavels, plaques, etc

$921.49
$800.00
$121.49 
$800.00










Advisor Expenses

$729.44
$500.00
$229.44 
$500.00










Scholarships - Program Fees

$180.00
$300.00
($120.00)
$300.00










Advisor Travel & Educational Expenses 


$0.00
$0.00 
$200.00










Classroom Expenses

$109.75

$109.75 
$125.00
Scantrons









Conferences 















Advisor/Chaperone Conference Travel/Lodging Costs

$3,753.61
$5,000.00
($1,246.39)
$5,000.00










Substitute Expenses

$963.00
$1,100.00
($137.00)
$1,100.00










Junior/Senior Credit

$1,050.00
$1,000.00
$50.00 
$0.00
Being phased out









Advisor Meal Allowance

$553.50
$600.00
($46.50)
$650.00










Scholarships - Conference Fees

$250.00
$500.00
($250.00)
$500.00










Advisor Travel Emergency Funds

$192.00
$100.00
$92.00 
$100.00


















Equipment















MUN Room Move








New chairs
$1,978.29
$7,000.00
($5,021.71)
$100.00



Mr. Opkins's room

$100.00
($100.00)
.










Computers




$2,500.00










Audio Visual




$1,200.00










Special Event Expenses
















Freshman Summer Program Snacks

$150.00
($150.00)
$150.00



UN Day - Oct. 24
$46.97
$50.00
($3.03)
$50.00



MUN Lunch Events

$100.00
($100.00)
$100.00



Awards Banquet

$100.00
($100.00)
$100.00



Thank you gifts

$200.00
($200.00)
$200.00



Mrs. Elowe Memorial

$0.00
$0.00 
$0.00



Other
$24.83
$100.00
($75.17)
$100.00


















Other Income and Expenses















Scrip Income/expense

$939.19

$939.19 











Liability Insurance

$300.00
$600.00
($300.00)
$600.00










Tax Exemption fee

$50.00
$25.00
$25.00 
$25.00










Miscellaneous

$28.03
$2,000.00
($1,971.97)
$2,000.00


















Total Expenses

$47,371.50
$66,225.00
($18,853.50)
$50,985.00


















Net Income

$2,869.49
-$15,435.00
$18,304.49 
-$4,035.00


















Cash Balance as of 6/30/06




$34,710.42



































LAURIE ELOWE MEMORIAL SCHOLARSHIP FUND














Revenue







Carry Over From Previous Year

$2,060.15


$1,572.00


Donations

$0.00


$0.00


Interest Income

$11.86


$10.00










Expenses







Scholarships

$500.00


$500.00










Balance 6/30/06

$1,572.01
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