Instructions for Requesting to Present a Proposal to the Board
Below is a set of instructions to bring a proposal before the Pershing Middle School Foundation Board. These instructions reflect the Board’s authority, meeting rules, documentation requirements, and funding‑related constraints under the bylaws.

1. Submission Timing
· Requests to present a proposal must be submitted no later than 10 days before the next scheduled Board meeting, allowing the President or Secretary sufficient time to place the item on the agenda.
Basis: Board meetings must comply with internal notice/agenda practices and the Secretary’s duty to maintain minutes and notices. 

2. Required Submission Materials
Anyone requesting approval must submit a Proposal Summary Packet that includes:
a. Purpose of the Proposal
· Clearly describe the objective and how it aligns with the Foundation's mission: supporting 6th Grade Camp, teacher stipends, field trips, classroom activities, and improvements benefiting Pershing Middle School.
Basis: Foundation purposes (Art. II). 
b. Estimated Costs & Budget Detail
· Provide a complete financial outline including:
· total estimated cost
· cost breakdown
· any vendor quotes (if applicable)
· anticipated timing of expenditures
· Proposals involving spending Foundation funds must include documentation sufficient for the Treasurer and Board to evaluate financial impact.
Basis: Articles VII & VIII (execution of instruments, deposits, financial records). 
c. Funding Source Request
· Indicate whether the requester is seeking:
· full funding,
· partial funding, or
· authorization to fundraise for the activity.
· Confirm that no compensation will be received personally except for allowable expense reimbursement.
Basis: prohibits profit-sharing; limits on compensation. (Art. XII & Art. IV, Sec. 6). 
d. Expected Benefit to Students or Campus
· Describe clearly who benefits (grade levels, classrooms, entire school) and how the activity aligns with public‑benefit use of Foundation funds.
Basis: charitable purpose requirement. (Art. II & Art. XII). 
e. Proposed Timeline
· Provide the date the activity/event/purchase is needed.
· Identify any deadline requiring Board action at a specific meeting.
f. Point of Contact
· Provide name, affiliation with Pershing Middle School, and best contact info.

3. Presentation Requirements at the Meeting
At the scheduled Board meeting, the requester must:
1. Present a succinct 3–5 minute overview of the proposal.
2. Make themselves available for questions from Board members.
3. Disclose any potential conflicts of interest (e.g., relationships with vendors).
Basis: conflict-of-interest restrictions (Art. IV, Sec. 7; Art. VI, Sec. 1(h)). 

4. Board Review & Voting
· The Board will evaluate the proposal during a meeting with a valid quorum.
Basis: majority action with quorum is required for Board decisions (Art. IV, Sec. 14–16). 
· Approval requires majority vote unless bylaws or law specify otherwise.
· The requester will be notified of the decision by the Secretary or President.

5. Post‑Approval Requirements
If approved:
· Purchases, contracts, or financial commitments must comply with the Foundation’s rules regarding execution of instruments (usually requiring signatures by the Treasurer and President).
Basis: Art. VII, Sec. 2. 
· Receipts, invoices, or reimbursement documentation must be submitted in accordance with Board financial procedures.

6. Restrictions & Compliance Notes
· Requesters cannot receive personal financial benefit other than reimbursement for legitimate expenses.
Basis: Art. XII and Art. IV, Sec. 6. 
· All expenditures must support the Foundation’s expressly stated charitable purposes.
· The Board reserves discretion to request clarification, additional documentation, or revised estimates.
