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Mars Area Band Boosters Inc 

Pol i cies and Procedu res 
 

I. Policies and Procedures Manual 

The Policies and Procedures Manual shall be created, edited, and maintained by the Board of Directors and the 

Board is granted the authority to make changes to this document as necessary.  The Board of Directors, 

Executive Officers, and membership shall follow these policies and procedures when conducting any business or 

activity affecting MABB Inc.  In the event of a conflict  between the  policies or procedures set forth  in this    

document  and the  Bylaws, the  Bylaws shall take precedence. 

 

 

II. Changes To This Document. 

Changes to this document must be voted on and approved by the Board of Directors at a scheduled meeting 

attended by a quorum of Directors. 

 

 

Ill. Authority and Structure 

Mars Area Band Boosters Inc has a Board of Directors and an Executive branch. Specific duties and rules 

pertaining to each branch and office holder are enumerated in the Bylaws. Contained herein is a general 

summary of the roles of the Board and Executive branches. 

 

A. Board of Directors. 

The Board of Directors is the governing body of the organization. The Directors generally do not 

participate in the day to day operation and decision-making process of the corporation as this role is 

intended for the Executive Officers. Directors shalI meet at least twice per calendar year on January 1 

and June 1, or as soon thereafter as practical. Additional meetings should be scheduled if the business 

of the corporation requires it.  Director responsibilities can be categorized as follows: 
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1. Duties and responsibilities 
 

a) Set corporate policy for the organization. 

b) Create, update, and maintain the mission and vision statements. 
 

c) Determine the organization's programs and services. 
 

d) Approve the strategic plan. 
 

e) Maintain the Bylaws 

f) Approve the annual budget and annual report 

g) Solicit, review, and approve major programs, contracts, and grants. 

h) Maintain a document trail of policies and decisions to create an 

organizational memory. 

i)  Take reasonable care when making decisions for the organization ("duty 

of care'], 

j) Act  in the best interest of the organization ("duty of loyalty'] 

k) Act in accordance with the organization's mission ("duty of obedience'] 
 

1) Decline to participate if there is a conflict of interest (recusal) 
 

m) Avoid over- or under-involvement. The board of directors should not 

typically be involved in the day-to-day management of the organization 

unless circumstances require. 

n) The board should take the recommendations of the Executive branch, 

staff, and members into consideration, while remaining an independent 

decision-making body, acting in the best interest of the corporation. 
 

2 . Monitoring the organization's operations: 
 

a) Periodically evaluate the organization's executive officers. 
 

b) Work with and provide support to the executives. 
 

3. Serve as a public figure for the organization 
 

a) Advocate for the organization. 
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b) Coordinate and assist with major fund raising efforts that exceed the 

scope of typical efforts performed by students, parents, and the 

Executive Officers. 

 

 

B. Executive Officers. 

The Executive Officers implement the rules and principles of the Bylaws and act according to direction 

received from the Board of Directors while running the day to day operations of the corporation. Duties 

include but are not limited to: 

a) Fund raisers. 
 

b) Chaperones as requested by the Band Director. 
 

c) Uniform care, inventory, maintenance, distribution, and other uniform 

related requirements not covered by school district budgets. 

d) Meals, drinks, snacks, and other miscellaneous food as necessary for 

band competitions, practices, performances, and band-related functions. 
 

e) Banquet planning. 
 

f) Equipment  repair  not  covered  by  School  District budgets. 
 

g) Truck maintenance and repair not covered by School District budgets. 
 

h) Website maintenance. 
 

i) Announcements. 
 

j) Trip coordination. See "Trip Planning" for additional information on this 

topic. 

k) Initiate both Executive and regular membership meetings to discuss all 

of the above. 

 

 
As a matter of protocol, the Executives should make the Board aware of current business and should copy Board 

members on correspondence or email that involves the Band Booster organization. Meeting minutes should be 

forwarded to Board members that are not also Executives.  Although the Board shouldn't be involved in the day to 

day operations of the Boosters, they need to be aware of organizational activities.  

 

The President provides day-to-day leadership and is the primary contact person for the organization for all day 

to-day activities of MABB Inc. The President maintains communication flow between the Band Director, 

parents, and the rest of the Booster organization. 
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IV. Record Keeping 
All meetings shall be recorded in minutes form by the Secretary. Minutes should be concise and provide details 

of decisions and discussions that took place. Following are some guidelines: 

 

• Ensure that all of the essential elements are noted, such as type of meeting, date and time, name of the 

chair or facilitator, main topics and the time of adjournment. Include approval of previous minutes, 

Treasurer's report, and all resolutions. 

• Include a list of attendees. This list will be referenced at the yearly Executive elections as attendance is 

an eligibility requirement to vote for new Executive Officers. 

• Minutes from the previous meeting should be presented at the current meeting for review and 

approval. 

• Upon approval, minutes and the Treasurers report should be stored in a binder and maintained by the 

Secretary in paper form. In addition, these reports must also be stored electronically in a password 

restricted area of the MABB Inc web site or other suitable online storage facility as instructed by the 

Board of Directors. 

• All records must be transferred from the outgoing administration to the incoming administration 

subsequent to normally scheduled elections or immediately upon a change in Secretary or Treasurer for 

any reason other than regular elections. 

• Accounting records shall be maintained using Quickbooks Accounting software. 
 

 
V. Authority. 
The Board of Directors and Executive Officers, in context of their roles as enumerated in the Bylaws, have full 

authority and responsibility to run the corporation and make decisions affecting the corporation. The general 

membership has no authority to make decisions affecting the corporation. General membership meetings are 

for the leadership of the corporation to convey information to the membership and for the leadership to gather 

information and listen to opinions and comments of the membership. If, in a general membership meeting, a 

vote is taken on an issue, that vote is nonbinding on the corporation, unless a quorum of Officers is present that 

also votes as a majority to pass or affirm the decision. If a majority of Officers is not present, the vote should be 

noted in the minutes of the meeting and the issue subsequently taken up at the next Executive or Directors 

meeting, as appropriate for the issue, and formally voted on by a quorum of Officers or Directors. 

 

 

VI. Banking 
 

1) Banking 

Mars Area Band Boosters Inc shall use Northwest Savings Bank for all of its banking requirements. 

 
2) Online Banking. 

The Board of Directors has the authority to decide who has access to online banking. Authority is granted to 

the Treasurer, VPl (Ways and Means and Fund Raising VP), and the Chairman of the Board for online 
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banking access. Access shall be revoked when the person no longer holds a position requiring access, or 

when revoked for any reason by the Board. Additional access shall be granted by the Board on an as 

needed basis. 

 

3) ATMs. 

Cash withdrawal from ATMs or through other cash withdrawal methods is prohibited. 

 
4) Checks 

All checks shall require the signature of two (2) Executive Officers. Signature cards must be filed with the 

bank after every election where a change in Officers takes place requiring new signature cards, or whenever it 

becomes necessary for any other reason such as resignation or dismissal from the organization. 

Verification that the Bank has the current signature cards on file should be made by the Treasurer 

subsequent to any changes taking place. 

 

5) Credit cards. 

Credit  cards shall be used only as necessary  in conducting the  business of the Corporation.   Expenses 

requiring the use of a credit card should be pre-approved by the Board of Directors or Executive Officers at a 

regularly scheduled meeting. Under extenuating circumstances, the Treasurer may give approval, but those 

expenses should be limited in scope and nature. The Board of Directors shall have the authority to approve 

cardholders  and/or  revoke  permission for  individuals  to  be issued  a card. 

 

6) Access. 

The Board of Directors shall decide who has access to a credit card. Credit cards shall be issued based on 

need. Credit cards shall be issued to the Treasurer, VP1 {Ways and Means), and President. Board of 

Director members shall not have access to a credit card unless it is determined by the Board that there is  a 

need, or unless the Board member is also a previously mentioned Executive Office holder. Access to a credit 

card can be revoked at any time by the Board of Directors. A cardholder must return their card at the 

conclusion of their term of office or when requested by the Board of Directors. 

 

7) Limits. 

Credit cards shall have the following spending limits: 

 
• Daily limit: $200 

• Monthly limit: $500 

• The spending limit can be increased, but only under extenuating circumstances and only if a spending 

limit increase request is brought before the Board for a vote at a regularly scheduled meeting. 

 

 

VII. Scholarships. 

The Corporation does not have the authority to issue scholarships. IRS approval must be sought and granted 

before  scholarships  can be awarded. 
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VIII. Post Office Box Keys 

Post Office box keys shall be provided to the Treasurer and Secretary. Keys can also be provided to Committee 

Chairpersons if approved by the Executive Committee. Keys must be returned at the conclusion of the event  or 

fund raiser or at the conclusion of the term of office. Keys must also be returned when requested by the 

Executive Committee or Board of Directors for any reason not mentioned above. 

 

 

IX. Expense Reimbursement 

From time to time MABB Inc members may incur expenses related to MABB Inc business that is paid using 

personal funds. These expenses are typically reimbursed using the following procedure: 

 

• It is assumed that the expense has been previously approved by the Executive Committee. Unapproved 

expenses must be approved by a vote of the Executive Committee prior to releasing the funds. 

• A form (Form # 1) detailing the expenditure must be filled out and given to the Treasurer. 

• The Treasurer issues a reimbursement check. 
 
 

X. Student Accounts 

Student accounts are primarily intended to accumulate funds placed in the account by the student, parents,  or 

other persons on behalf of the student for the purpose of paying for band-related expenses. The primary 

purpose of student accounts is to track and accumulate funds for major group expenses such as Band trips or 

group conferences. 

 

Parents may deposit money in an account earmarked for a student's band-related expenses in a lump sum at 

any time. Allowable expenses are such items as competition meals, uniforms, participation fees, etc... This is 

not a comprehensive list.  It is intended as examples of allowable expenses. 

 

Money from  the  account  can be withdrawn  to  pay for expenses  upon written  authorization  by a  parent to 

transfer funds from the student account to the  Band Booster  General  Fund. This transfer  is a  paper transfer 

requiring recordkeeping adjustments and  is not an  actual transfer  of funds  from  one  bank account  to  another 

bank account. Written notice can take the form of an actual written note or can be done by email. Any unused 

funds that originate from a family's personal funding sources (i.e. their own assets such as a checking or 

savings account) can be returned at any time upon written request.  Funds are recorded,  received, and used, on a  

FIFO (First In First Out) basis. If a student has siblings currently participating or anticipated to participate in the 

Band program, those  funds  can be rolled over from one sibling to  another sibling if the second sibling will  be      

participating within one year of the first siblings end-of-participation date. Any  personal funds  not specifically 

requested for refund within one year of the conclusion of a student's participation in the  Band  program for  any 

reason will  become the  property of  Mars Area  Band  Boosters Inc and will  be treated  as a donation. 

 

Money deposited in the student's account from any source other than personal assets are never eligible for 

refund or return.  An example of "Other Sources" would be money distributed to all student accounts as a   result 
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of a specific grant obtained by the Band Boosters. In this example, the money would remain the property of the 

Band Boosters unless spent for its intended purpose and subject to the FIFO rule mentioned above. 

 

1) Money Owed to MABB Inc. 

In the event money is owed or is otherwise required to be paid to Mars Area Band Boosters Inc and the money is 

not paid for any reason, any future deposits into the student's account shall first be applied to the debt before 

being applied to any other future expense or any other earmarked purpose, even if the funds are accompanied 

by instructions to earmark the funds for a particular purpose that is not related to the debt. Under no 

circumstances shall a student or family be eligible for any benefits that may be extended to the membership 

until or unless the debt is paid in full. This shall include but not be limited to payments for Band trips, 

participation fees, ticket purchases, and meals. Benefits shall include but not be limited to scholarships, group 

discounts, free items, or prizes as permitted by laws governing nonprofit charitable   organizations. 

XI. Fund Raiser Guidelines   

Fund Raiser Guidelines are contained in a separate document:  "Student Fund Raising / Trip Accounts” 
 

 

XII. Chaperone Guidelines 

Chaperone Guidelines are contained in a separate document: "Chaperone Policies and Procedures" 
 
 

XIII. Parent Orientation and Information Handbook 

The "Parent Orientation and Information Handbook" is attached as a separate   document 
 
 

XIV. Trip Planning 

Band trips are typically planned and authorized by the Band Director. MABB Inc should assist the Band Director 

as requested. In coordination with the Band Director, travel contracts are typically authorized by the Board of 

Directors and signed by the Chairman or CFO. Per-person trip costs are determined by the Board of Directors or 

a Board authorized designee. The per-person cost should typically be structured to insure that the MABB Inc 

collects an adequate sum to cover the cost of the trip. An exception can be made if the trip cost is intentionally 

structured to provide a discount to members. Regardless of any discount or subsidy, the price charged to 

participants  must  be  structured  so  all  members  that  are  eligible  to  participate  incur  equal cost  and equal 
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discounts, if any. Costs and/or discounts cannot benefit one participant more than another participant. This is  a 

requirement  mandated  by nonprofit law. 

 

Payment in full must be made prior to departure, otherwise the student or chaperone  cannot participate. 

Refunds will be considered as established in the trip commitment and participation letter. Policies regarding 

refunds may vary from trip to trip as necessary. An example trip commitment letter is attached  to  this document 

as Addendum 2. 

 

 

XV. Email 
 

1) Sending Email. 

Email sent to more than one person by anyone acting on behalf of Mars Area Band Boosters Inc or otherwise 

representing MABB Inc, shall use the BCC function (Blind Carbon Copy). Email sent using the BCC function hides 

the recipient list from view of the other recipients. This is for the purpose of protecting the privacy of the 

recipients. From time to time there may be occasions where recipients do not want their addresses disclosed to 

anyone or may not want their addresses disclosed to specific individuals. Using the BCC function will  prevent 

issues from arising that may otherwise occur if the standard "TO" or "CC" fields are used. 

 

The only exception to this rule is email sent to addresses that are under the control and ownership of MABB Inc. 

e.g. bandinfo@marsband.com, racedirector@marsband5k.com, president@marsband.com, 

Chairman@marsareeabandboostersinc.org, etc... MABB Inc email addresses are intended to be used publicly 

and do not need to be protected. 

 

Email sent using a MABB Inc email address should contain the following nonprofit boilerplate after the 

signature: 

MABB Inc is a 501(c}3 charitable organization. Your donation may be tax deductible. To discuss donations or 

sponsorships, send email to donations@marsareabandboostersinc.org 

 

2) Receiving Email 

No special requirements noted. 

 

3) Personnel Change 

Periodically, email address assignment will change. This will most commonly occur after elections are held,  but 

may occur at any time with or without notice. Email addresses are not owned by the individuals that are using 

them. The addresses are the property of MABB Inc and are to be recycled and used by the new office holder  or 

chairperson whenever a change in office or chairmanship takes place. The Webmaster is responsible for 

maintaining email addresses, although anyone with administrative edit rights to the web site can perform a 

transfer. 
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XVI. Photo and Publicity Policy 

Laws governing photo release requirements are complicated and open to interpretation. The general guideline 

for publication of photos is to err on the side of caution and limit the type and number of photos published. 

Generally, any photographs submitted to MABB Inc for publication on any web site under the control of  MABB 

Inc or for publication in any medium, must be accompanied by a photo release signed by the individuals 

depicted in the photograph. Without a release, such photos cannot be published. The exception to this rule are 

photos of individuals or groups that are in uniform AND in a public area where there is no reasonable 

expectation of privacy such as would be the case for public performances in a concert or Marching Field setting. 

Photos of students that are not in uniform and are not in a performance setting should not be posted or 

published unless a photo release has been obtained from all individuals depicted in the photo. A release 

statement from the photographer is not sufficient or acceptable if the people depicted in the photograph are 

not in a public setting and have not also signed a release. 

 

XVII. Personnel and Hiring 

1) Employees 
Mars Area Band Boosters Inc typically will not hire employees. Most of the jobs and tasks required to run the 

corporation are performed by volunteers. Employees place an added burden on the corporation that is not 

desirable or necessary for the performance of Band Booster activities. If it becomes necessary to consider hiring 

employees, this decision shall be the sole responsibility of the Board of Directors. In the event employees are 

hired, the hiree must be made aware that IRS form W4 will be required and that a W2 statement will be issued 

at the end of the tax year. 

 

2)  Independent Contractors. 

When necessary, Mars Area Band Boosters Inc may require individuals to perform duties as Independent 

Contractors. Such duties may include, but not be limited to instructors, drill writers, or consultants. Such 

independent contractors will typically be requested by the Band Director. These positions must be included in 

the yearly budget that is submitted by the Band Director for consideration by MABB Inc. If the Band Director 

requires additional contractors that were not part of the budget, these positions will be assessed on an "ability 

to pay" basis i.e. if there is money available in the MABB financial accounts to pay for the contractor, then 

MABB Inc should typically approve the expense unless there is reasonable cause to decline the expenditure. 

Prospective contractors must be told they will be hired on an Independent Contractor basis and also be made 

aware that IRS form W9 will be required and that a 1099 statement will be issued at the end of the tax year. 

 

 

XVIII. Clearances 

All independent contractors and chaperones that will be in contact with students must follow the same security 

clearance and background check requirements implemented by Mars Area School District for school  district 

teachers and volunteers. Mars Area Band Boosters Inc may also require other clearances that are in addition  to 

those mandated by the School District. 
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Persons performing attorney, accounting, or auditor tasks will typically be exempt from these requirements  in 

the normal performance of their jobs  since contact with students should not be   required. 

 

 

XIX. Company owned Equipment and Software 

The corporation may from time to time purchase tools, equipment, computers, software or other items 

(hereafter referred to as "equipment") that are necessary for the operation of the corporation. The Board of 

Directors is authorized to make such purchases subject to authorization obtained by a quorum vote of  the 

Directors in attendance at a regularly scheduled meeting.  Equipment may be required to be used, maintained, 

or housed at the residence of a Booster member or at a location outside of Mars School District school  property. 

The following rules and guidelines shall govern the use of MABB Inc equipment: 

 

1.   All equipment remains the property of Mars Area Band Boosters Inc 

2. Persons using or responsible for the equipment must use reasonable care to maintain and operate the 

equipment and to safeguard it from theft and damage. 

3. Persons using equipment at home or in a location that is not part of a specific Band or Band Booster 

event must sign for the equipment using the Sign-out form attached at the end of this document. 

4. No personal files or software are to be stored on computers. Computer tasks that are not related to 

MABB Inc business are prohibited. 

5. Computer files must be backed up to an off-site facility on a regular basis. If a computer is used daily, 

the backup should occur daily. Ideally, the backup should be done using an automated method such as 

Carbonite, Mazy, or other online method. (Method to be determined). 

6. Up-to-date antivirus software must be used and maintained on computers. 

7. Equipment must be returned to MABB upon request, upon completion of the project on which it used, 

or at the conclusion of the term of office of the person that it is assigned to (whichever is applicable). 
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Revision History 

 

 
Revision Level Date Brief Description 

Draft 1 through 5 Various Spring/Summer 2011 Drafts 1 through 5 were written 

and updated periodically during 

scheduled Director meetings 

1.0 9/1/2011 Voted & Approved for release at 

the 9/1/2011 Directors meeting. 

1.1 Draft 1  5/17/2012 Added text to section XIV and 

attached Addendum 1 and 2.  

Added rules for MABB owned 

equipment section XIX. 

1.1 7/29/15 Amended text in XI regarding 

Fundraising for Student Trip 

Accounts. Voted & Approved at 

the 8/4/2015 Executive Meeting. 

   

   

   

 

 

 

Major changes to this document will increment the revision level by 1whole number i.e. 1.0, 2.0, 3.0.  Minor 

changes, typographical error fixes, and formatting changes will increment the revision level by fractional numbers 

i.e. tenths (X.1, X.2) or hundredths (X.1.1, X.1.2, X.1.3), etc... The decision to increment by a whole or fractional 

number will be made at the time the changes are voted on by the Board. Choosing a whole or fractional increase 

is somewhat arbitrary and is for tracking purposes. 
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Addendum 1           
         

Equipment Sign out form 
 

 

Serial Number _ 

 
 
 
 

 
 

Serial Number _ 
 
 
 
 

Type of Equipment  _ 

Serial Number _ 

 

 
Name.  _ 

Address  _ 

Phone _ 

Email _ 
 
 
 

 
Date requested/assigned to Booster _ 

 
I understand that this equipment is the property of MABB Inc and I will abide by the rules in section XIX of  the 

Mars Area Band Boosters Policies and Procedures Manual. 

 

Signature of person requesting the  equipment:     
 
 
 

Date returned _ 

 
Signature of person receiving the equipment; _ 
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Addendum 2  (page 1of  2) 
 

 

 
Commitment Letter 
As part of the trip planning process, we require a commitment letter from parents indicating that they and/or their student 

will be participating in the trip, and that payments will be made in a timely manner. The commitment letter Signature Page 

must be signed and returned by everyone,  even if you  previously returned the "Intent" form  or  don't  plan to    participate. 

Please return the signature page by 10/31/2011. 
 

The table below outlines the payment schedule. With this commitment letter, we require a non-refundable deposit of $150 

per person. This payment can be made by check, money order, or by authorizing us to earmark money from your student 

account if there is money currently available in the account. Cash CANNOT be accepted. Your cancelled check and/or signed 

authorization allowing us to use existing account funds will be proof of payment. If funds are not available in your account 

on a due date, we must have a check or money order as payment. 

 
Payment schedule: 

• $150 nonrefundable commitment deposit (per person) due with this signed form. If you have already made 

payments, this requirement has been met and we just need your signature on this agreement. 

• $150 per participant due each month by 10/20/2011,11/20/2011,12/20/2011,1/20/2012, and any remaining 

balance by 2/20/2012. 

• Our final payment to the travel agency is in March. Any balance due and unpaid after we make final payment to 

the agency could result in disqualification from trip participation. This will be decided on a case by case basis by 

the Band Director and Band Booster Executive Officers. 

• No refunds of any kind after January 18, 2012 due to milestone payment commitments that we have with the 

travel agency. Refunds prior to 1/18/2012 will be allowed for any money paid via personal check, minus the initial 

$150 deposit, which will be retained in the Band Booster General Fund. Moneys allocated for the trip in the 

student account that were obtained from fund raising efforts will be re-allocated back to the student account and 

made available for other allowable expenses as these funds are not eligible for a cash-out payment. 

• If you have already made payments payments and have changed your mind or cannot otherwise 

participate, you have a one-time opportunity to have all payments up to this point refunded.  Return the 

signature page with the "Not Participating"  section filled out, and hand write "Please return previous 

payments
”  

on the form. 

• Due to commitments with the travel agency, if a participant(s)  cancels their reservation after January  18, 2012, the 

full family cost for  the trip will be due and payable to Mars Area  Band Boosters Inc and Mars Area  Band Boosters 

Inc will retain and transfer to the Band Booster general fund, the full family cost of the trip.  This includes any future 

funds earmarked for any other purpose that may be required to bring the account up to a zero balance.  The 

balance can also be paid by check or  money order. 

• Funds deposited to  the account intended for any other purpose will be subordinate to any negative balance caused 

by cancellation after  1/18/2012.  Parents that commit to the trip after 9/20/2011, will be required to make payment 

equal to the amount that would otherwise be due up to that point in time (i.e. commit on 11/1 for one person and a 

payment of $300 would be due). 

• Please return the signature page below by 11/1/2011. 
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Addendum 2 (2 of 2)        
 

 
Trip Information and Commitment Signature Page 

DEPOSIT THIS FORM IN THE RED BOX BY 10/31/2011. 

 
I have read and accept all information in the commitment letter (page 3 of the Disney Trip Information and Commitment 

packet).  I authorize Mars Area  Band Boosters Inc to deduct my payments from my account on or about the due dates listed 

above. If our account  has insufficient funds for  any payment due, I will make payment by the due date via check or money 

order only. 

 

First Participant's name _ 

 

Second participant's name  Student I Chaperone (circle one) 

Third participant's name  Student I Chaperone (circle one) 

Fourth participant's name  Student / Chaperone (circle one) 

First participant: $825 x 1 = $825 

 
Other Participants: $775 x = _ 

 
Total trip cost for the family    

 
 

Parent name (print)      

Parent Signature _    

Date   _ 

$150 deposit: 

[Is attached, Check #_ _ ] / [Should be deducted from my account] / Has already been paid (Circle one) 
 
 

If your student will not be participating, please  print, date, and sign  below: 

 
Parent Name  Date,  _ 

Parent Signature   _ 
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