


Boys & Girls Clubs of the CSRA
Procedure Type: Administration/Management
Topic: Acceptance of Grant Proposals, Program service Agreements & Contracts

Only the Executive Director is assigned authority by the Board of Directors to approve and sign all program service
agreements, grant proposal applications and contract proposals or organization contracts.

The Executive Director will report to the Board of Directors on a monthly basis all agreements entered into by the
organization and will relay to the Board the following information:

Description of service, grant or contract

Clients to be served

Staffing requirements

Reporting requirements

Procedures for payments

Additional terms for each contract, grant or program service

Therefore, any program service agreement, contract, or grant proposal must be signed and approved by the
Executive Director without exception.

The original copy of an executed contract is forwarded to the Administrative Office for safekeeping and auditing
purposes.



Boys & Girls Clubs of the CSRA
Procedure Type: Administration/Management
Topic: Certificates of Insurance

All requests for certification of insurance must be made through the Executive Director. A certificate certifying the
organization's insurance coverage will be issued directly by the Insurance Company to the designated individual.
Requests need to be made at least one week prior to the covered event.

The name of the person and/or company who will receive the certificate
The address

The phone and fax number

A description of the event or reason for the certificate

The date or dates the certificate covers

In turn, a certificate of insurance must be provided to Boys & Girls Clubs of the CSRA for any facility rentals,
subcontractors, independent contractors, anyone using Boys & Girls Clubs of the CSRAs name in a fundraising
activity, or any other instance where the organization might incur liability.

Certificates must show liability insurance coverage for no less than $1,000,000 per occurrence, for Boys & Girls
Clubs of The CSRA (Unit Name), Street Address, City, State and Zip Code.

The description should include the Unit involved and a description and date of the event or activity.



Boys & Girls Clubs of the CSRA
Procedure Type: Administrative/Management
Topic: Computer & Equipment Procedures

Any removal, transfer, repair, relocation, or disposal of equipment must first be approved and recorded on the
proper form. Any requests for repairs of servicing of computer equipment including databases, software, or
hardware must be approved and recorded on the proper form. All equipment must be tagged and inventoried
including make, model, location, date, and funding source. To protect our information systems all employees must
understand: Any removal, transfer, repair, relocation, or disposal of equipment must first be approved and recorded
on the proper form.
o No software can be installed on any computer of the Boys & Girls Club without permission of the Executive
Director, Director of Operations or other deemed authority.
e No software can be copied for personal use.
Use of the internet is limited to approved business purposes ONLY.
e All usernames and passwords must be on file with the Administrative Office.

Inventory is logged and will be updated when equipment is purchased, disposed of, repaired, stolen, etc. These
updates will be made by the Finance Department. Physical checks of inventory and equipment will be performed at
least once a year before the new school year starts.



Boys & Girls Clubs of the CSRA
Procedure Type: Administrative/Management
Topic: Corporate, Unit, and United Way Identification

All materials printed for distribution, through flyers, mail, etc., whether to members, Board members, non-members,
or the general public will carry the proper Unit identification.

The first line will always state "Boys & Girls Clubs of the CSRA" followed by Unit identification, address and telephone
number where applicable.

In all instances, when the printed piece is external, whether it is hand carried or mailed, it will carry on itat a
minimum, a statement identifying our affiliation with United Way. All Units who receive funds from United Way must
prominently display their logo.

All flyers, newsletters, and other printed materials created at the Units must have editorial approval from the
Executive Director or other deemed authority before distribution.

All flyers relating to Club closings must be approved by the Executive Director or other deemed authority and posted
in five (5) prominent areas at the unit at least five (5) days prior to the closure.

When answering the telephone, the greeting should be “Thank you for calling the Boys & Girls Clubs of the CSRA.
This is , how may | help you?"




Boys & Girls Clubs of the CSRA
Procedure Type: Administration/Management
Topic: Flower Policy

When an employee has a significant life event such as a wedding, the birth of a baby, a serious illness, or a death in
the family, etc., flowers, or another appropriate gift up to a maximum of $60.00, will be sent by the Unit Director or
Manager with approval of the Executive Director.

The Executive Director will send flowers or a gift up to a maximum of $60.00 for significant life events of members
of the Board of Directors.

If the family requests a contribution to a Memorial or Education fund in lieu of flowers, a $60.00 contribution may be
made to the fund.



