APPENDIX B

PRIVATE ORGANIZATIONS CONSTITUTION AND BYLAWS
SECTION I - CONSTITUTION
B-1. GENERAL
Each private organization (PO) must have a constitution. Members will be required to read the constitution and bylaws when they join the PO. PO constitutions must be signed by the president and one other member of the PO and be ratified by the elected officers or the general membership.

B-2. INSTRUCTIONS FOR PREPARING A PO CONSTITUTION
a. Required Information. PO constitutions will--

(1) State the name and location of the PO (including the name of the city).

(2) State who the approval authority is according to this policy, paragraph 5.

(3) State that members, according to host-nation laws, may be personally liable to creditors if the assets of the PO are insufficient to discharge liabilities.

(4) Clearly identify the purpose of the PO and include a statement that the PO will not engage in activities that compete with those of any appropriated fund (APF) or nonappropriated fund (NAF) activity (para b below).

(5) List all activities supported or sponsored by the PO. Local commanders must approve support to a charitable activity that was not listed in the initial authorization document.

(6) Identify specific types of membership, qualifications for each type, application methods, procedures for withdrawal of membership, and rules about guests according to Department of Defense Instruction (DODI) 1000.15 and this policy.

(7) State the percentage of the membership that may be non-U.S. Forces personnel (in no case may exceed 49 percent).

b. Mandatory Statements. PO constitutions will include the following statements:

This organization is established according to DODI 1000.15 and the USAREUR Private Organizations and Fundraising Policy.

This organization is not an instrumentality of the United States, will be self-sustaining, and may not receive financial assistance from the DA or any NAF activity This organization will not duplicate or compete with a NAF or APF operation.

Neither the DA nor USAREUR will assume any responsibility for this organization's debts.

This organization does not discriminate in membership on the basis of race, color, religion, national origin, sex, or mental or physical disability.

B-3. COMPOSITION OF THE GOVERNING BODY
PO constitutions will specify the number of individuals in the governing body and their position titles.

B-4. ELECTING OFFICERS
PO constitutions will specify--

a. How often elections will be held.

b. The number of members to constitute a quorum for a valid election.

c. Procedures for absentee or proxy voting.

d. The month elections will be held.

e. Procedures for replacing members who resign or depart.

B-5. APPOINTMENTS OF ADVISERS AND HONORARY OFFICERS
PO constitutions will describe the procedures for appointing advisers and honorary officers (if applicable). Advisers and honorary officers will be nonvoting members of any governing body or executive committee to which they are appointed.

B-6. DISPOSITION OF PO ASSETS
PO constitutions will state--

a. To whom the PO assets will be donated if the organization is dissolved.

b. The PO may be dissolved by a majority vote of the general membership or by order of the approval authority.

B-7. AMENDMENTS
PO constitutions will specify amendment procedures and a provision that states all amendments to the constitution will be sent to the approval authority.

B-8. APPROVAL
The constitution will have a final entry as follows:

Approved by majority vote on [date].

______________________________________________________
[signature of president]

______________________________________________________
[signature of another PO member]

SECTION II - BYLAWS
B-9. DUTIES OF OFFICERS
Bylaws will specify the officer positions in the PO governing body and the duties of each officer according to DODI 1000.15 and the USAREUR policy on POs.

B-10. ELECTIONS
Bylaws will specify--

a. When, where, and how elections will be held.

b. The length of terms of office.

c. The procedures for replacing a departing PO officer.

d. Procedures for announcing elections.

B-11. MEETINGS
Bylaws will specify--

a. The frequency and place of meetings.

b. How members will be notified of meetings.

c. That a copy of the minutes and approved financial statement will be sent to the approving authority when required.

B-12. SPECIAL COMMITTEES
Bylaws will state the provisions for the appointment, tenure, dissolution, and scope of responsibility of special committees.

B-13. EXPENDITURES
Bylaws will--

a. State that expenditures will be limited to those required to support the activities listed in the constitution.

b. Clearly describe the type of expenditures and amounts authorized.

c. State whether or not petty cash may be used, how it may be used, for what and when it may be used, and who may use it.

B-14. INCOME
Bylaws will--

a. State the amount of dues, assessments, or other charges established.

b. Describe other sources of income (for example, fundraising activities).

B-15. FINANCIAL CONTROL
Bylaws will specify the accounting procedures that will be used to record the assets, liabilities, net worth, and financial transactions of the PO (app C).

B-16. BONDING
Bylaws will state that any member of the PO with access to cash on hand, cash in the bank, or merchandise with a value of over $1,000 will be bonded at PO expense in an amount sufficient to provide full protection of assets.

B-17. LIABILITY INSURANCE
Bylaws will state the amount of liability insurance to be maintained by the PO. Liability insurance will be considered if the PO sponsors special events (specifically for racing and flying clubs).

B-18. AUDITS
Bylaws will state audit procedures and frequency.

B-19. EMPLOYEES
If the PO employs individuals for the operation and administration of the PO, bylaws will include--

a. Their positions and duties.

b. Policy and procedures applicable to employees (for example, positions, hiring and terminating employment procedures, pay rate, cash awards).

c. A disclaimer that the organization is not a U.S. employer within the meaning of the United States Employment Tax Regulation according to this policy, paragraph 24.

B-20. APPROVAL
Bylaws will have a final entry as follows:

Approved by majority vote on [date].

______________________________________________________
[signature of president]

______________________________________________________
[signature of another PO member]
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ACCOUNTING PROCEDURES
C-1. PURPOSE
The accounting procedures in this appendix will be used as a reference guide. Actual accounting methods must meet generally accepted accounting principles.

C-2. LEDGERS, JOURNALS, OR BOOKS OF ACCOUNTS
Each private organization (PO) will maintain a financial ledger, journal, or book of accounts and supporting documents. Computer-generated forms and financial-accounting systems are authorized if the PO meets other criteria in this appendix. These financial reports will include column headings that show income and disbursements of the PO.

a. The ledger will be a permanent-page record book or a printed record from a computer program. All financial records will be marked to identify each financial year, and initiated at the beginning of the PO's fiscal or calendar year, or immediately following an audit, or after exhaustion of the former book. Once initiated, the ledger will not be altered in any manner (for example, pages will not be removed).

b. Business transactions made by the PO will be entered in the ledger as soon as they occur.

c. As a minimum, a welfare account and an administrative account will be used. The welfare account will be used for charitable activities. The administrative account will be used for operational and administrative transactions of the PO.

d. The ledger must agree with the PO checkbook balance and reconciled bank statements at the close of each month's business and before regular board meetings.

e. PO supporting documents will include referenced receipt-and-disbursement vouchers and other attached supporting documents.

f. PO financial ledgers and supporting documents will be kept on file for at least 4 calendar years and are subject to review by the approving authority.

g. A ledger with enough columns may be developed by the PO or obtained from an Army and Air Force Exchange Service retail store, or local economy stores.

C-3. SINGLE-ENTRY CASH SYSTEM
The single-entry cash system may be used to make entries in the ledger, journal, or book of accounts. Under this system, income (cash or check) is considered earned at the time it is collected. Expenses are considered incurred at the time cash or checks are disbursed. Appropriate entries will be made in ink or indelible pencil. Corrections must be initialed. Periodic financial statements should be prepared from information in the financial records.

C-4. RECEIPT AND DISBURSEMENT VOUCHERS
Financial transactions involving the receipt or disbursement of funds should be supported by collection sheets, canceled checks (or carbon copies of checks), vouchers, or receipts. Invoices and other related documents also should be included in the receipt-and-disbursement voucher file.

a. A voucher will be prepared each time money is deposited in the bank or a check is issued for an expense. One series of voucher numbers will be used for disbursement vouchers and a different series for recording receipts. Accounting entries will include the voucher number.

b. The voucher will state the date the information is posted to the ledger and must be dated and signed.

c. The bank deposit slip will be attached to the voucher when that entry is recorded. Similarly, an invoice or statement from the member or vendor will be attached to prove payment. Invoices or other related documents should be included in the receipt-and-disbursement voucher file.

C-5. OTHER RECORDS
Other records include the following:

a. A checkbook.

b. Canceled checks.

c. Bank deposit slips.

d. Bank statements.

e. Monthly bank reconciliation statements.

(1) Bank statements will be reconciled each month. The reconciled statement must match the recorded balance in the ledger and the balance of the checkbook. The balance for the end of the month must match the treasurer's financial statement balance.

(a) Checking accounts may be maintained with military banking facilities or a host-nation bank.

(b) The bank statement will be reconciled with the ledger balance and the checkbook balance.

(c) Voided checks will be recorded in the check register and the financial ledger, and retained in a check-retained copy file for two yearly audits. The signature space, whether signed or unsigned, should be cut away and destroyed.

(2) The bank reconciliation statement may be completed on the back of the bank statement or on a separate form.

f. Financial statements. The treasurer will prepare and submit a treasurer's financial report to the governing body at least once a quarter. These reports should be prepared from the information in the ledger (para C-2). This report must be discussed at PO meetings and the minutes must indicate whether or not it is accepted by the board, the members, or both.

(1) The treasurer will prepare financial statements.

(2) The original of the quarterly financial statement will be kept in a permanent file by the PO. Minutes of board meetings will show that the financial statement was reviewed, voted on, and accepted by the governing body. Minutes of meetings will be included in the treasurer's records.

g. Audit results.

h. Fixed-asset records. The property in the possession of the PO should be controlled and reviewed periodically. The person responsible according to the constitution and bylaws will prepare a fixed asset (property) record. Nonexpendable property acquired by the PO will be maintained on a property record from the time it is acquired until disposal through sale, donation, or salvage. A separate property record will be maintained that lists the property belonging to the PO. Instructions for preparing a fixed-asset record are as follows:

(1) Name of PO: Self-explanatory.

(2) Date: Enter the date prepared.

(3) Date of Acquisition: Self-explanatory.

(4) Description of the Item: Self-explanatory.

(5) Quantity: Indicate the number of items on hand.

(6) Unit Price: Self-explanatory.

(7) Total: Enter the total value of like items (across the columns).

(8) Total Amount: Self-explanatory.

(9) Printed Signature Block and Signature of Preparer: Enter the name of the person who prepared the record and have them sign over their signature block.

i. Miscellaneous correspondence.

C-6. CASH RECEIVED AND DISBURSEMENTS
Vouchers will be issued for cash received. The amount will be recorded in the accounting records and the cash will be deposited in the PO bank account as soon as possible. Cash received will not be paid out before being deposited. Disbursements, other than small miscellaneous expenses, should be made using prenumbered checks. Petty cash will be used according to the constitution and bylaws.

C-7. ANNUAL BUDGET
Each PO should prepare an annual budget in the same format as the financial statement. The actual results of each financial statement should be compared with the budget goals. Differences should be analyzed so the PO can assess its operation in comparison to its budget.
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