Skunk Works Robotics Booster Club (SWRBC)
Standing Rules & Policies Manual

Proposed Revisions — January 2019
Introduction

This Standing Rules & Policies Manual (these policies) contains all of the current standing (on-going)
policies adopted by the Board of Skunk Works Robotics Booster Club (SWRBC).

A. Reasons for Adoption. The reasons for adopting this SRPM include:
* Efficiency of having all on-going Board policies in one place
* Ability to quickly orient new Board members to current policies
* Ease of reviewingcurrent policy when considering new issues
* Reiteration and clarification or certain policies listed in bylaws
* Clear, pro-active policies toguide the Presidentand Board
* Models an approach to governance that otherorganizations might use

B. Consistency. Each policyin this documentis expected to be consistent with the law, the Articles of
Incorporation, and Bylaws, all of which have precedence overthese policies. Exceptfortime-limited
or procedural- only- policies (approve minutes, elect an officer, etc.), which are recorded in regular
Board minutes, all policies shall be included or referred toin this document. The board is
responsible for developing organizational and administrative policies and procedures, which shall be
consistent with this SRPM.

C. Transition. Whetheradopted chapterby chapteror ina complete version, as soon as some ve rsion of
the SRPM is voted on as the “one voice” of the Board, those policies are deemed to supersede any
past policy that might be found in old minutes unless a prior Board resolution or contract obligates
the organization to a specificmatter. If any actual or apparent conflictarises between these policies
and otherpolicies or Board resolutions, the matter shall be resolved by the entire Board.

D. Changes. These policies are meant to be reviewed constantly and are normally reviewed and refined
at every Board meeting. The President helps the Board formulate new languagein the se policies by
distributing proposed changesin advance. When language is recommended fordeletion, itis shown
in strike—through format. Proposed new languageis underlined (or highlighted in yellow). Each
paragraph with a proposed change is preceded by the # sign to help readers quickly locate proposed
changes. Any change to these policies must be approved by the Board. Proposed changes may be
submitted by any board member. In most cases, proposed changes shall be referred toand
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reviewed by the appropriate committee before being presented to the Board foraction. Whenever
changes are adopted, anew document shall be printed, dated, and quickly made available tothe
Board and posted on the website, hitp:/www.skunkworks 1983.com/SWRBC..

E. Specificity. Each new policy willbe drafted to fitin the appropriate place within these policies.
Conceptually, policies should be drafted fromthe "outside in”, i.e., the broadest policy statement
should be stated first, then the next broadest, etc. down to the level of detail that the Board finds

appropriate for Board action.

G. Maintenance of Policies. The Secretary shall ensure that all Standing Rules & Policies are published
correctly. The Vice President (Governance) or designee shall maintain the policiesfile and provide

updated copies to the Board whenever the policies change, oruponrequest. The Board may ask
that legal counsel review these policies periodically to ensure compliance with the law. Discrete
documents referred to in these policies be keptin aBoard Reference Book.

1. Organization Essentials

11 Our vision isa business community that partners with and fully supports the Skunk Works
Robotics Team 1983.

1.2 PerBylaws, Our missionisto

1.2.1 support, encourage, and advance the robotics program and related activities of the Skunk
Works Team 1893 Robotics team

1.2.2 to promote projects thatassistwith financial needs of the Skunk Works Robotics Team 1983
program

1.2.3 to promote STEM education through the programs and activities of the Skunk Works Robotics
Team 1983

1.3 The values that guide all we do are:
1.3.1 Commitment to the publicgood
1.3.2 Accountability tothe public
1.3.3 Respectfor the worth and dignity of individuals
1.3.4 Inclusiveness and social justice
1.3.5 Respectfor pluralism and diversity
1.3.6 Transparency, integrity and honesty

1.3.7 Responsible stewardship of resources
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1.3.8 and, Commitmentto excellenceand to maintaining the publictrust.

1.4 The moral owners to whom the Board feels accountable are the studentteam members, their
coaches, mentors, parents, alumni and donors to Skunk Work Robotics Team 1983.

15 The primary beneficiaries of our servicesare the student members of the Skunk Works Robotics
Team 1983.

1.6 The primary function of the BoosterClubisto serve asa vehicle forthe Skunk Works Robotics
Team 1983 to receive charitabledonations. Maintaining proper records and submitting certain reports
in order to meet compliance requirements for Washington State and the IRS is key to preserving the
organization’s 501(c)(3) status.

2. Board Structure and Process

2.1 Board of Directors - The elected officers (Executive Board) for Skunk Works Robotics Booster
Club shall be President, up to two Vice President(s), Treasurer, Secretary anduptotwo
Members-At-Large (as stated in the Bylaws).

22  Duties~- For President, Secretary and Treasurer, referto the Bylaws. The Vice President duties
will vary based on the needs of the organization, how many Vice Presidentsare electedand  what
experience each Vice President brings to the table. Inthe eventthattwo Vice Presidentsare elected, it’s
recommended to distinguish the focus of each and define duties accordingly. Some examplesare as
follows:

Vice President (Governance & Compliance) - The Vice President of Governance and Compliance
shall be responsible for oversight of regulatory compliance, policies and practices regarding
corporate responsibility, and ethics and business conduct-related activities, including
compliance with all Federal, state and local laws governing tax -exempt entities. He or she shall
oversee written conflict of interest policies and procedures of directors and officers, help
membersand officers interpret and abide by such rules, and assist the presidentas neededto
enforce and implement the policies within these documents accordingly. He orshe may also
coordinate and/or provide training as needed for currentand successor officers.

Vice President (Community Relations) - The Vice President of Community Relations shall work
with the Presidentto promote awareness of the Booster Club and its mission and secure
strategicalliances/donations that benefit the organization.

2.2.1  Upon assuming office, the officers shall be empowered to honorexpenditures that have been
provided forin the approved budget. All books, funds, and supplies belonging to the SWRBC
shall be relinquished by the retiring officersimmediately upon leaving office tothe new officers.

2.2.2  Perbylaws, all financial binding agreements shall require two (2) approval signatures (each
officers of the corporation).

2.2.3  Inthe eventtwo (2) or more members of the same household hold officer positions, only one
(1) shall co-sign financial matters.
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2.2.4 An office shall be declared vacant if an officeris absent three (3) consecutive meetings, unless
previously excused by the presiding officer.

2.2.5 Perbylaws, the officers shall be elected at athe lastgeneral membership meeting of the fiscal
year (or viaspecial meeting if need be) and serve foraterm of one (1) year or until theirsuccessorsare
elected. Officers shall assumetheirdutieson September 1st.

2.3  GoverningStyle. TheBoard will approachits taskwitha style thatemphasizes
encouragement, consideration and acceptance of diversity in viewpoints and ateam effortto
work togetherand find compromise as needed. In this spirit, the Board will:

2.3.1 Strive to uphold and self-police the governance structure and processadoptedin these Board
policiesbye  nforcingupon itself and its members whatever disciplineis needed togovern
with excellence. Discipline shallapply to matters such as attendance, respect of clarified roles
and speaking to Skunk Works team with one voice.

2.3.2 Be accountable toits stakeholdersand the general membership forcompetent, conscientious
and effective accomplishment of its obligationsasa body. It will allow no officer, individual or
committee of the Board to usurp thisrole or hinderthis commitment.

2.3.3 Monitorand regularly discuss the Board's own process and performance, seeking toensure the
continuity of its governance capability by selection of capable directors, orientation of directors,
Board training, and Board evaluation.

2.3.4 The Board, not the robotics team, will be responsible for board performance.

24 Board Job Description. The jobofthe Boardis to lead the organization toward the desired
performance. The Board's specificcontributions are uniquetoits trusteeship role and necessary
for propergovernance and management. To performitsjob, the Board shall:

2.4.1 Uphold the mission and valuessetforthin the Articles and Bylaws, determine strategies and
major goals/outcomes and hold the President accountablefor developing a strategic plan based
on these policies.

2.4.2 Determine the parameters within which the Presidentis expected toachieve the
goals/outcomes.

2.4.3 Monitorthe performance of the organization relativeto the achievement of the goals/outcomes
within the executive parameters.

2.4.4 Maintainand constantlyimprove all on-going policies of the Board in these policies.
2.45 Ensure financial solvency and integrity through policies and behavior.

2.4.6 Require periodicfinancial and otherexternal audits to ensure compliance with the law and good
practices.
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Evaluate and constantly improve ourBoard’s performance as the governing board and set
expectations forindividual involvement as volunteers.

Board Member Criteria. In nominating members forthe Board, the Board Governance (or
Nominating) Committee shallbe guided by a Board-approved “profile” showing the desired
make-up of the Board, requirements forall members, and categories of special expertise thatis
desirable on the Board.

Orientation. Priorto election, each nominee shallbe given these policies alongwith adequate
briefings on the role of the Board, officers, and staff, and an overview of programs, plans, and
finances. Soon afterelection, each new Board member will be given more comprehensive
orientation materialand training.

President’s Role. The job of the Presidentis, primarily, to maintain the integrity of the Board's
process. The President “manages the board.” The President isthe only Board member
authorized to speak forthe Board, otherthan inrare and specifically Board-authorized
instances.

The Vice President (Governance) assists the President to ensure that the Board behaves
consistent with its own rules and those legitimately imposed upon itfromoutside the
organization. Meetingdiscussion content will be those issues which, according to Board policy,
clearly belongto the Board to decide, not the President.

The authority of the President consists only in making decisions on behalf of the Board that fall
within and are consistentwith any reasonable interpretation of Board policiesin Chapters Two
and Three of these policies. The President has no authority to make decisions beyond policies
created by the Board.

Board Meetings. Board events often willinclude time forguest presenters, interaction with
robotics team and sponsors, Board training, etc. as well asbusiness sessions. Policies that are
intended to improve the process for planningand running meetings follow:

The schedule for Board meetings shall be set forthe yearat the beginning of fiscal year, Sept 1°".

The President (or designee) shall work with committee chairsin developingagendas which,
along with background materials for the Board and committees, monitoringreports, the
President’s recommendations for changes in these policies.

Minutes shall be made available to Board members within 14 days of board meetings.
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2.8.4 Board meetings willbe held atleast three times peryear. Special Board meetings can be called
by the President. Meeting notices and agendas shall be sentout noless than 10 days in advance
of the meeting date.

2.9 Standing and Special Committees. Committees help the Board be effective and efficient. They
speak "to the Board" and not "for the Board." Unless authorized by the whole Board, a
committee may notexercise authority thatis reserved to the whole Board by the Bylaws or by
the laws of Washington State governing not-for-profit organizations. Committees are not
created to advise orexercise authority over robotics team. Standing Committees are outlinedin
the bylaws as approved by the General Membership, whereas Special Committees are created
by the Board as needed.

2.9.1 Audit Committee. Perbylaws, the Auditing Committee shall consist of a minimum oftwo
members, other than account signatories, who shall audit the books of the organization
promptly afterthe books are closed at the end of the fiscal yearon August31st. Committee
memberswill receivea checklist of items to review and the Treasurer’s books shall be turned
overfor review accordingly, so that the audit can take please within 30 days of closing.

2.9.2 Membership Committee. PerBylaws, the Membership Committee shallbe responsible for
conducting the annual membership drive beginningin September. The board may act as the
membership committeein the event that there are novolunteers.

2.9.3 Nominating Committee —Per Bylaws, the Nominating Committee shall be appointed by the
President at the second regular meeting of each fiscal year. The Nominating Committee shall
announce the Nominations two weeks prior to the last regular meeting of the fiscal yearand
present the slate of officers and members-at-large at the last regular meeting of the year.
Nominations may be made from the floorat the last regular meeting of the fiscal year.

If only three candidates are nominated, the three shall be declared elected. If avacancy on the
nominating committee occurs, the Board of Directors may appointa replacement. The
Nominating Committee will serve until the election of officers occurs. Amembermay serve no
more than two consecutive terms on the Nominating Committee.

2.9.4 Special Committees - The Board may create special committees as necessary. Suggestions/ideas
for committeesare as follows:

Auction Committee. This committee shall oversee and coordinate all aspects of the auction,
which is the team’s largest fundraiserand ideally occurs in October or November. This team
shall consist of several “leads” who in turn will oversee various parts of the auction (e.g. ticket
sales, cashiers, silentauction, procurement, liveauction, desserts, training/communication,
catering/). This committee shallalsoincludeastudent representative fromthe team. The
committee shall meet monthly (ideally starting in January) and strive to communicate openly,
review logistics and make decisions as a team. All boosterclub membersare welcometoattend
auction committee meetings.
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Thank You Committee. This committee shall assist the board and team with the tracking of
incoming donationsand help t make sure that all donors are properly recognized/thanked
accordingly. It’scritical that communicationlinesare “open” and “clear” betwe en the Booster
Club and the Team, so that would be the main goal of this committee. Also, this committee may
assistinissuingreceipts (e.g. post auction).

Grant Writing Committee. This committee shall research and apply available grants and work
with the Board as needed to obtain the documents needed for each application.

Einance Committee. This committee shall develop and recommend to the Board those financial
principles, plans, and courses of action that provide for mission accomplishmentand
organizational financial well-being. Consistent with this responsibility, it shall review the annual
budget and submititto the Board forits approval.In addition, the committee shalimake
recommendations with regard to the level and terms of cash management, financial monitoring
and reports, signatory authority for expenditures and other policies the committeedetermines
are advisable for effective financial management.

Compliance Committee - This committee may be established if no Vice President of Governance
is elected. To ensure that SWRBC operatesin a manner consistentwith charitable purposesand
does notengage in activities that could jeopardizeits tax-exempt status, periodicreviews shall
be conducted. In addition, the committee shall be responsible for oversight of regulatory
compliance, policies and practices regarding corporate responsibility, and ethics and business
conduct-related activities, including compliance with all Federal, state, and local laws governing
tax-exempt entities. The committee shall also oversee written conflict of interest policies and
procedures of directors and officers

Board Members' Code of Conduct. The Board expects of itselfand its members ethical and
businesslike conduct. Board members must represent un-conflicted loyalty to the interests of

the entire organization, superseding any conflicting loyalty such as that to advocacy or interest
groups and membership on other boards or staffs.

Board members mustavoid any conflict of interest with respect to their fiduciary responsibility.
There must be no self dealing- orany conduct of private business or personal services between
any Board memberand the organization exceptas procedurally controlled to assure openness,
competitive opportunity, and equal access to "inside" information.

Each board officer, committee member, or member at large with governing board delegated
powers shall annually sign a statement which affirms such person:

(a) Has received a copy of the conflicts of interest policy described in Section 8

(b) Has read and understands the policy,

{c) Has agreed to comply with the policy, and
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(e) Understands that the corporationis charitable and in order to maintain its federal tax
exemption it must engage primarily in activities which accomplish one or more of its tax-
exempt purposes.

3. Finances

Financial Planning. Budgetingany fiscal period shall not (1) deviate materially from the Board's
goalsand priorities listed in ChapterOne, (2) risk fiscal jeopardy, or (3) fail toshowa generally
acceptable level of foresight. Accordingly, the President may not cause or allow budgeting
which:

Contains too little detail to (1)enable accurate projection of revenues and expenses, (2) allow
separation of capital and operational items, (3) allow monitoring of cash flow and subsequent
audittrains, and (4) allow disclosure of planning assumptions.

Anticipates the expenditure in any fiscal year of more funds than are conservatively projected to
be received in that period.

Reduces the current assets at any time to less than current liabilities orallows cash todrop
below asafety reserve of less than the amount determined by Board, at any time.

Provides less than the amount determined by Board for Board prerogatives duringthe year, such
as costs of the annual auditand Board development.

Financial Condition. With respect to the actual, ongoing condition of the organization's
financial health, the President and Treasurer may not cause or allow the development offiscal
jeopardy or loss of allocation integrity.

Asset Protection. The Presidentand Treasurer may not allow assets to be unprotected,
inadequately maintained, or unnecessarily risked. Accordingly, he/she may not:

Fail to insure against theftand casualty losses toat least 80 percent replacement valueand
againstliabilitylosses to Board members, or the organization

Subject office and equipment toimproper wearand tear or insufficient maintenance.
Unnecessarily expose the organization, its Board, or staff to claims of liability.

Make any purchase or commit the organizationtoany expenditure without due diligence of
competitive pricing and favorable logistical arrangements.

Receive, process or disburse funds under controlsinsufficientto meetthe -auditor standards.

Acquire, encumber, or dispose of real property without Board approval.

EIN: 81-3818495 SWRBC Standing Policies




3.4 Compensationand Benefits. No Board members, booster club members, or volunteers shall
receive any compensation, directly orindirectly, from the Booster Club forservices. The boosterclub
does not engage in any employment contracts and thus provides no benefits to members orvolunteers.

4. Conflict of Interest Policy
skunk Works Robotics Booster Club ("Booster Club”) Conflict of Interest Policy

Members of the Board of Directors of the Booster Club have an affirmative obligation to act at all times
inthe best interests of Booster Club and without conflict to the interests of Booster Club. This policy
serves to define the term “conflict of interest,” to assist members of the Board inidentifyingand
disclosing such conflicts, and to provide ameans of determining whether a conflict exists and resolving
conflicts.

Conflict of interestdefined - A conflict of interest may arise when the ability of a director to make
unbiased and impartial decisions on behalf of Booster Club is compromised, particularly whena
personal financial interest may be at stake. Such circumstances may involve family relationships,
business transactions, professional activities, or personal affiliations.

Disclosure - The Board recognizes that conflicts of interestare notuncommon, and that not all conflicts
of interest are necessarily harmfulto Booster Club. However, the Board requires fulldisclosure of all
actual and potential conflicts of interest. Each Director shall disclose any and all facts that may be
construed as a conflict of interest, both through an annual disclosure process and whenever such actual
or potential conflict occurs.

Process and remedy - The Board will determine whetherornota conflict of interest exists, and whether
or not such conflict materially and adversely affects the interests of Booster Club. A Directorwhose
potential conflictis underreviewmay notvote or otherwise participate in such determination. If the
Board determines thatan actual or potential conflict of interest does exist, the Board shall also
determine an appropriate remedy. Such remedymay include, forexample, the recusal of the conflicted
Director from participatingin certain matters pending beforethe Board.

Resolution of conflicts - If the Board identifies an actual, potential, orapparent conflictof interest, the
Board shall analyze and consider the circumstances presented and take appropriate action toresolve
the conflict, which may include a decision to waive the conflict of interestas unlikely to affect the
Director’s ability to act in the bestinterests of the organization; torecuse the Directorfrom deliberation
and decision-makingrelated to the particular matter that givesrise to the conflict of interest; or other
appropriate action up to and including a determination that the only solution is for the Director to resign
because the conflictis so pervasive that the Director would likely seldom, if ever, be able toactsolelyin
the bestinterests of the organization.
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Procedure for Allowing a Business Relationship with a Board member - A potentially waive-able
conflict of interest exists any time adirector seeks to enterintoa business relationship with the Booster
Club. Similar conflicts may arise through family members or through organizations in which directors
serve in a leadership, employment, or ownership capacity. Such conflicts do notautomatically preclude
business relationships with Booster Clubbut may be waived if determined to be inthe bestinterests of
Booster Club. The following procedure is designed to resolve conflicts ofinterest whenever adirector, or
a related party, seeks to provide goods or servicesto Booster Club as a paid provider of goods and/or
services (a “business relationship”):

= The board member must promptly disclose the intent to enterinto abusiness relationship with
BoosterClub.

= The interested board member may notvote or otherwise decide on whetherto enterintothe
contemplated business relationship.

= The non-interested board members will determine whether alternatives to the proposed business
relationship should be explored and if so, whether Booster Club could obtain a materially more
advantageous transaction orarrangement from a person or entity that would notgive rise to a Conflict
of Interest, considering the totality of the proposed business relationship.

= After considering alternatives, if any, and conside ring the totality of the proposed business
relationship, the Board shall determinebya majority vote of the disinterested members, without the
presence or participation of the director under review, that the transactionis fairandin the best
interestof Booster Club.

= If the Board of Directors approves the business relationship under consideration, the interested board
member may not participate in any process by which hisor her performance asa vendoror other
contracting party is evaluated, orinany such evaluation of arelated party. Annual disclos ure process.
On an annual basis, each memberof the Board shall be provided with a copy of this policy, and shall

complete and sign the acknowledgement and disclosure form provided herewith. Adopted 29 November
2016 The Booster Club reserves the right to modify oramend this policy atany time.

5. Definitions, Rules, and Policies

Chaperones—for the purposes of teamactivities and travel, where adultsupervision is required,
chaperones will be those adults recognized by Skunk Works Robotics team and assigned to supervise
team members to, from, and during events.

e Chaperones mustbe cleared as volunteers by 4H
e Chaperone drivers mustbe cleared through 4H

e Two adultchaperones are recommended to be assigned to each supervision grouping of
students (min of 1adult per 10 students)
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Mentors — mentors are those adults who contribute to technical supporttoward competition goals, and
advance the robotics program and related activities.

e Mentors must be cleared as volunteers by 4H
e Mentors must be cleared through US FIRST as mentors

Parents —Parents may contribute to individual planning, logistics or specificevents, provided they do not
deal directly with students and are not cleared by Highline School District as volunteers

Events —events are all pre-planned team activitiesand include, butare notlimited to team meetings,
competitions, workshops, volunteerevents, etc.

SWRBC Membership —every student on the Skunk Works Robotics team is a non-voting member of
SWRBC. There is no membership fee for non-voting student membership. Parents, mentors, alumni,
supporters, and volunteersare eligibletojoin as votingmembers. Individual voting Membership dues
are $15 per school year. (Fees coverannual bank fees, accounting costs, PO Box, and insurance)

Fundraising— all fundraising generated under the 501(c)(3) regulations, shall be designated forteam
expenses, without designation to any individual, event, orexpense. “Fund-a-Skunk”and “Fund-a-Need”
donations shall gointo the general fundraising accountas will all fundraising generated from business
outreach presentations, letter writing campaign, corporate matching funds, corporate and government
grants received and auction proceeds.

Student Specific Fundraising— all studentsare expected to participate in team fundraising activities for
the benefit of the entire team.

Allocation and distribution of Funds —all fundraisingis allocated with the following policies

e Fundraisingis allocated to direct team and competition expenses, including registration fees,
robot build, tools and supplies, and administrative overhead expenses.

e Studentteam member airtravel expenses are the responsibility of the student.

e Donors may designate a particular program or activity and will have theirdonation tracked per
the donor's wishes.

Travel cost policies —the following policies are instituted to provide definition and clarity

e SWRBC pays for coach’s competition travel expenses and includes airfare, hotel, and any meals
that are also provided to studentteam members. This includes two coaches.

e Team travel coordination and logistics willinclude team members, coach, and required adult
chaperones and mentors.

e Mentorsand chaperoneswill generally pay fortheirown travel costs. Thisis not per policy
mandate, but rather a function of priority funding being directed toward students. There is

generally notenough funds leftovertodirect toward adult expenses. Airline ticket costs willbe
based on the average price of all eligible travelers’ tickets.
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e Donated airline tickets shall be allocated to overall flight costs such that it reduces average cost
for each flight. Donated airline tickets are allocated at zero cost, with the overall flight costs
divided by total number of flights, effectively providing a subsidy toeach eligibletraveler.

e Parentsand volunteers without formal team responsibilities shall coordinate and plantheirown
travel and hotel accommodations. Where practical, team will share logistical planning to help
align travel and accommodation plans.

e Corporate donations and other general fundraising may furtherreduce studentteam member
fundraisinggoals. Thisisdependent on reaching fundraising targets and available budgeted
funds.

Program Decisions — SWRBC shall notbe involved in team program decisions. Examples of this include
SWRBC shall have no say in which events team will competeat, how team will prepare, orwhere to

purchase componentsor materials.

Financial Aspects — SWRBCTreasurerwill be responsible to trackingand monitoring all financial aspects
with the following stipulations.

e QuickBooks Onlinewill be used as the accounting tool. Additional read access to the tool will be
given tothe Executive Board and Audit Committee. QuickBook accounts willbe maintained and
tracked and reconciled monthlyagainst bank records.

e SWRBC has established one or more accounts at BECU, TukwilaWA. Any such accounts shall
require the signatures of atleasttwo to make a check withdrawal. The board of directors shall
determine which officers shall have signing authority on the account.

e Electronicpayments,via ATMor Debit, shall be reviewed and pre-approved by atleasttwo
elected officers prior to the payment or withdrawal (per bylaws).

e Bank account will be reconciled monthly (which meets insurance requirements), with annual
audits to be completed be completed promptly (within 30days) ofthe close of the fiscal year.

e Cash donations shall be receipted and documented and deposited in bank account.

e Digital and check donations shall be documentedin an auditable fashion.

Budget Approval — The Board shall meetwith the team coach and incorporate thatbudgetintothe
overall SWRBC budget to present to the membership. This Membership shall approveits annual
operating budget at the first General Meeting of the year (or via Special Meetingif need be). Aquorum
of the Board of Directors has authority to reallocate budgeted items from one purpose toanother. The
reallocation of these funds will be announced publicly at the following SWRBC General Meeting.

Secretary Notebook - The Secretary shall keep a historical notebook, to be passedingood orderto his
or her successor. Meeting minutes (including documentation of any decisions by election, changes by
vote or other executive decisions), monthly financial reports, budgets, and standing rules shallbe
updated regularly and copies keptin the Secretary Notebook. Only elected officials shall have access to
the documents. The notebook may be in digital form.

Legal Documents - Original copies of any legal documents or contracts shall be kept by the Treasurer

with the permanent files. All Executive Committee Members shallhave access to contents of the legal
notebook.
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Independent Review of Bank Statements - The SWRBC monthly bank account statements shall be
provided unopened to the Secretary. The Secretary, as a reviewer, will be appointed by the board at the
beginning of the fiscal year. The Secretary shall promptly reportany concerns or discrepancies
identified in the review to the executive board. If there are no concerns or apparent discrepancies, the
Secretary shall initial and date the account statements and provide them to the Treasurer.

SWRBC Finances - All reimbursement requests for authorized expenses mustinclude areceipt and be
submitted to the Treasurerwithin 60 days of purchase. All requests for reimbursements must be
received by June 10th. Requestforreimbursement afterJune 10th will be reimbursed in the following
fiscal year. Each expense mustadhere toits budget. Budgets will be made accessibletoall membersand
committees for review upon request. Any items overthe budgetwill be considered adonation unless
there is pre-approval by the Board of Directors. Should the SWRBC receive an NSF check, a requestfor
replacementof fundsin addition to any feesimposed by the SWRBC's bank will be requested fromthe
individual or entity. If the NSF check or checks are not paid within 45 days of notification thenthe
SWRBC reserves the right not to acceptany checksfrom thisindividual or entity in the future.

Robotics Club Designated Account - The SWRBC Treasurerwill manage the team funds and expenses
and provide afinancial reconciliation report at Board meetings. The Treasurershallalso provide all
original documentation of depositsand checks written from the account to the Secretary inorderto
balance with the general financial statements and archive in the Secretary Notebook.

Pdogted 1/g[2019 by the SWRBC Boacd

PrReESIDeEVT
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