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Board Policy and Procedures Manual 

1. Board of Director’s Meetings shall be held 1 time per month generally on the 1st Tuesday of each 
month unless agreed upon by a Majority of the board to move this date.  Location to be chosen by the 
Program Director. 

2. The Board of Directors shall, at their discretion and with sufficient notice, be allowed to move the date 
of the meetings if it is deemed beneficial to the organization.  

3. The Board of Directors shall meet at least 10 times per year on a date that is agreed upon by the 
members of the Board of Directors. 

4. Special meetings may be called from time to time at the discretion of the Program Director, with 
approval of the Board of Directors. Every member shall be notified of every special meeting and 
notification shall include the purpose of the meetings. Notice shall be made at least four days prior to the 
meeting time. Such notice shall state the reasons that such meeting has been called, the business to be 
transacted at such meeting and by whom it was called. Only business covered by the notification shall be 
conducted during special meetings. 

5. At special meetings a quorum shall consist of all of the members of the board in good standing unless 
otherwise stipulated, such as in the case of meetings where there is a vote on a proposed amendment to 
the bylaws. For example a change to the bylaws would require a quorum of all members. At normal 
Board of Directors meetings a quorum shall consist of 2/3rds of the members of the board in good 
standing. If a quorum is not present at any meeting then a lesser number may adjourn the meeting 
however, no motions can be passed until at least a quorum has voted on the matters at hand either in 
person or via email.   

6. Notification telling the time and place of all Board meetings will be made electronically via email to all 
members in good standing and will be posted on the organization’s website seven (7) days prior to the 
meeting. Notification of regularly scheduled board meetings will be posted on the website. Emergency 
board meetings may be convened without notice to the public and may be closed to the public for privacy 
issues if needed. 

7. An agenda for all meetings must be posted on the publicly accessible, official web site of the 
organization at least seven (7) days prior to the meeting. Any member may also request a hard copy of the 
agenda by contacting the secretary at least five (5) business days prior to the meeting. 

8. Minutes of all regularly scheduled board meetings and general meetings will be posted on the publicly 
accessible, official web site of the organization no later than ten (10) days after the meeting. Any member 
may also request a hard copy of the minutes by contacting the secretary after the meeting. The secretary 
shall have at least ten (10) business days to produce said minutes. Due to privacy concerns the minutes of 
emergency board meetings may be kept confidential. Calling Emergency meetings can only be done by 
the Program Director or a 2/3rds majority vote. 

9. At all meetings, except for the election of officers, all votes shall be by show of hands. For election of 
officers, ballots shall be provided and there shall not appear any place on such ballot that might tend to 
indicate the person who cast such ballot. In lieu of board meetings and voting by a show of hands, the 
Board of Directors may vote on all board matters with the use of email correspondence, if the President 
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approves this process to be used. Board members may submit their vote on a matter put forth by the 
President by submitting their email vote as either 1) (in favor of (yes) or 2. not in favor of (no). The 
response shall be emailed to the Program Director with all other board members cc’d on the response. The 
email response will count as a valid vote just as if it were done with a show of hands. 

10. At any regular or special meeting, if a majority so requires, any question may be voted upon in the 
manner and style provided for election of officers. It’s recommended that two board members not being 
considered for an officer position will inspect the votes to verify the results. 

11. The Program Director shall call all meetings to order, at the appointed time. The Program Director 
will allot an amount of time to each board member so that the board member can offer their information 
via presentation to the other board members.  Discussion regarding these topics will be conducted in an 
orderly manner and a set amount of time will be allotted to each person that is interested in talking. 
Members must stick to their designated time allotments. 

12. The General Order of Business should be the following: 

a. Call to Order. 
b. Approval of the Minutes of the preceding meeting.  
c. Treasurers Report (every month detailing exactly how much money the program has in the 
bank and exactly what expenditures occurred in the preceding time before the last board meeting 
and the present)  
d. Reports of Officers and Other members of the Board of Directors.                                                                            
e. Unfinished Business.  
f. New Business.  
g. Adjournments. 
 
                        FOOTBALL PROGRAM BOARD OF DIRECTORS  

1. A Board of Directors consisting of the officers of this organization shall manage the business of this 
organization. All members of the Board of Directors shall be citizens of the United States. 

2. The elected officers of this organization shall serve for a term of at least two (2) years and not more 
than 6 years in any single position. Terms shall be staggered to promote continuity in the Board of 
Directors.  

3. The Board of Directors shall have the control and management of the affairs and business of this 
organization.  

4. Each member of the Board of Directors shall have one vote. In the event of a tie, the Program Director 
shall make the final decision. 

5. No more than one family member may serve on the Board of Directors at any given time. 

6. No one may abstain from voting unless doing so would constitute a conflict of interest. 

7. The Board of Directors may make such rules and regulations covering its meetings as it may in its 
discretion determine necessary. 
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8. Officer Vacancies in the Board of Directors shall be filled at the next annual election. The Board of 
Directors at their discretion may also appoint a member to the vacant position or hold a special meeting to 
elect a member to the vacancy for the remainder of the year or other shorter period, if the Board of 
Directors deems this to be in the best interest of the organization. 

9. The Program Director of the organization shall be Chairman of the Board of Directors. 

10. Any Board Member absent from two (2) consecutive meetings may receive notice from the Board of 
Directors concerning the absence. Failure to appear at the third (3rd) meeting may result in the position 
being declared vacant and a successor being appointed by the Board of Directors for the remainder of said 
officer’s term. If Board Members cannot attend a meeting advance notice shall be given to the Program 
Director. 

11. The Board of Directors shall ensure that all policies required by the organization are in force. These 
policies include, but are not limited to, Rules of Conduct for the Handling of Finances, Rules of 
Conduct for Board Members, Rules and Conduct for Fund Raising, and Policies and rules to 
governing the Football Program. These Policies may be reviewed annually by the Board of Directors 
and either approved or considered for revision and subsequent approval by the Board of Directors. 

12. All board members, including elected officers and appointed members, upon acceptance of their 
position must sign an agreement stating that they will fulfill the duties, as outlined in the organization's 
Policy and Procedures Manual, of the position to which they were elected or appointed. The board 
member will have up to seven days to return the signed copy of the agreement. Failure to sign, and return, 
this agreement will nullify the election or appointment and the position will be declared vacant. Failure to 
follow the policy and procedures manual may result in admonishment or removal. Removal requires a 
2/3rds Majority vote of all members being present. Removal can only occur do to a violation of the policy 
and procedures manual. 

13. Any board member who fails to fulfill their duties, as outlined in the organization's policy and 
procedures and their position agreement will be notified of the failure by the board of directors. If the 
board member fails to correct the shortcomings, or to begin a process to correct the shortcomings, then 
they will be subject to removal from office by the board of directors. Repeated failure to perform assigned 
duties within 30 days, after notification by the board, will be viewed as a resignation by the board 
member and the member will be removed automatically unless reinstated by the board of directors. 

14. A proposal to alter, amend repeal or add to this manual may be proposed by any members, in writing 
to the Program Director, who shall notify all members of the proposed amendment, in writing at least 
thirty (30) days prior to the date of any meeting at which the action could be taken. 

15. The proposal must be voted on at a meeting that is within sixty (60) days of the notification. 

16. All Board of Directors, must be present at any meeting where an amendment will be voted on. A two-
thirds vote of the members present and voting shall be necessary for adoption of the amendment to these 
rules. 

17. In the event that the minimum number of members required to vote on a proposed amendment is not 
present then the proposed amendment will be considered to have failed to be adopted. 
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18. Any proposed amendment that fails to pass will be considered null and void and will not 
automatically carry to the next meeting, nor will it cause another special meeting to be required. If the 
sponsors of the proposed amendment wish to continue to pursue the amendment they will need to begin 
the process anew.  

19. The Board of Directors shall hire and fix the compensation of any and all employees that they in their 
discretion may determine to be necessary for the conduct of the business of the organization. 

20. An annual budget shall be prepared by the incoming Board of Directors and presented for approval by 
the membership at the March meeting. A reviewer appointed by the Program Director shall be responsible 
for evaluating budget versus actual performance and documenting discrepancies at the conclusion of each 
season. 

21. All appropriations outside of the approved budget must have a majority vote of members present at 
the meeting at which the appropriations are acted upon. 

22. An outside public accounting agency will be retained to conduct a review of the financial statements 
and operations of the board if the board deems it necessary or prudent based upon discrepancies found by  
the appointed reviewer.  The results of the financial review will be presented to the Board of Directors. 

23. Designated Special Positions in addition to officer positions are as follows: 

 a) Traveling Coordinator 

 b) Majors Coordinator 

 c) Minors Coordinator 

 d) Flag Coordinator 

 e) Website Administrator 

 f) Equipment Manager 

 g) Merchandise Manager 

h) Fundraiser Coordinator  

These positions will be volunteered for or appointed by the Program Director and approved by a majority 
vote of the board. If more than one person volunteers for a Designated Special Position the board will 
vote in the same manner as the voting for officer positions are designed in these rules.  Failure to perform 
specified duties can result in removal from the position by a 2/3rds majority vote.   

 

TERMS 

1) Program Director 2017 – 2019 and on 
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2) Secretary 2018 – 2020 and on 

3) Treasurer – 2018 – 2020 and on 

4) Voting Board Members - every year new ones should cycle in and out.  They will serve 2 years 
terms. The Board will consist of no more than 12 voting members. In order to perform some of 
the volunteer duties such as Equipment Manager, Merchandise Manager, or Fundraiser 
Coordinator the volunteer need not be a voting board member. 

 

BOARD OFFICERS 

 
1. The officers of the organization shall be as follows: Program Director, Treasurer, and Secretary.    

2. The Program Director shall preside at all membership meetings.  
      a. The Program Director shall be Chairman of the Board of Directors.  
      b. The Program Director shall present or have the relevant members present at each meeting of 
the organization, an oral or written report to document the work of the organization.  
      c. The Program Director shall appoint all board member duties and responsibilities, temporary or 
permanent.  
      d. The Program Director shall see that all books, reports and certificates required by law are 
properly kept or filed.  
      e. The Program Director shall be one of the officers who may make purchases on behalf of the 
organization.  
      f. The Program Director shall have such powers as may be reasonably construed as belonging to 
the chief executive of any organization. 
 
3. The Secretary shall keep the minutes and records of the organization in appropriate books.  
      a. The Secretary shall be responsible for the recording of the minutes of all Board of Directors 
meetings.  
      b. It shall be the duty of the Secretary to file any certificate required by any statute, federal or 
state.  
      c. The Secretary shall give and serve all notices to members of this organization. These include, 
but are not limited to, meeting announcements, meeting agendas, and proposals requiring the attention of 
the members.  
     d. The Secretary shall be the official custodian of the meeting minutes of this organization.  
      e. The Secretary may make bank deposits and keep appropriate records thereof with approval of 
the Program Director. 
      f. The Secretary shall present to the membership at any meetings a report of any communication 
addressed to the Secretary of the organization.  
      g. The Secretary shall attach the completed treasurer’s report to the monthly agenda.  

4. The Treasurer in coordination with the Program Director shall be the collector, custodian and disburser 
of all monies belonging to the organization and shall be responsible for such monies or securities of the 
organization.  
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a. The Treasurer shall cause to be deposited in a regular business bank or trust company any 
money received by the organization provided that the amount in any single institution shall not 
exceed the FDIC insured limit. Deposits of all revenue must be made on a regular basis. Typically 
the money should be deposited into a bank account within 2 business days of the receipt of said 
money.                                                                                                                                                  
b. The Treasurer must be one of the officers who can make purchases on behalf of the 
organization.  
c. The Treasurer shall render at each general meeting a written account of the finances of the 
organization and such report shall be physically affixed to the minutes of the Board of Directors 
of such meeting. The report shall include every amount of income and expenditures that occurred 
between the meeting date and the prior meeting and must show the current bank balance of the 
organization. This report will be furnished in writing to all members of the board. 
d. The Treasurer shall ensure that all financial records are to be available for inspection or audit 
by any board member who many request inspection of such records with 10 day notice. 

5. No officer shall for any reason of their office be entitled to receive any salary or compensation from the 
organization unless that compensation is voted on unanimously by all board members at a meeting 
wherein a quorum is reached. 
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Rules of Conduct for Board Members 

1) Adhere to all Federal, State, and Local Laws and/or ordinances. 
2) Be sober and of sound mind during board meetings or during the conduct of organizational 

business. 
3) Listen while fellow board members present. 
4) One Board Member presents at a time. 
5) Every Board Member present at the board meetings may comment when it is their turn on any 

proposed motion or may choose not to comment. 
6) Discussion time will be allotted equally and policed by the Program Director who will act as the 

Chairman of the Board. 
7) Every Board Member is required to read and abide by these rules. 
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Rules of Conduct for the Handling of Finances 

1) Receipt of money from any source including refunds from vendors, by any member of the Board, 
will be transferred to the Treasurer or Program Director at the earliest possible time.  Notification 
will be made either by phone or email within 24 hours as to the amount and source of the receipt 
of funding to both the Treasurer and the Program Director. 

2) Funds received by the Treasurer or Program Director from outside sources will be deposited into 
the organizations bank account within 5 business days. The Treasurer will provide a detailed 
journal in the form of a spreadsheet showing all deposits and withdrawals on a monthly basis to 
all members of the board. 

3) Members with purchase authority which include special positions which are designated shall not 
make any purchases without prior approval and a majority vote, which are in excess of $400. 
Purchases over $400 require a majority vote with a total of at least 8 people responding to the 
vote request.  No member of the board shall purchase anything above and beyond their budgeted 
allowance total during any particular year without a 2/3rds majority vote approving expenditures 
in excess of their allotted allowance located in the annual budget. 

4) The budget will consist of four main cost line items: 
1) Operating and Administrative Costs to include but not limited to Referee, Field, and Web 

Fees as well as office type materials or other materials to administer the program. 
2) Equipment to include but not limited to the acquisition of  Helmets, Shoulder Pads, or any 

other equipment worn during games or purchased for practicing such as tackle dummies, 
sleds, ect. 

3) Merchandise to include but not limited to promotional apparel and or materials like Eastview 
Football Pens, Water Bottles, Shirts, Pants, Hats, Gloves, Advertising Signs and etc. 

4) Donations to other organizations whom the board determines they want to support. 

 

 

 

 

 

 

 

 



11 
 

 

Rules of Conduct for Fund Raising 

1) All fund raising activities will be approved by a majority vote at a meeting of the Board of 
Directors. 

2) Unauthorized fundraising without the board’s oversite and permission is prohibited. 
3) Donations can be accepted from outside sources. 
4) All rules located in the “Rules of Conduct for the Handling of Finances” will be followed. 
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Board Member Agreement 

I have read the EVAA Football Program Board of Directors Policy and Procedures Manual and promise 
to abide by all duties, rules, and policies, as outlined in the organization's Policy and Procedures Manual.  

 

 

____________________________________________________________________________________ 

Signature / Print                                                                                                                                Date 


