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Chapter 8

 Running an 

Effective FRG —

Money Matters
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Funding the FRG
Where does money for supplies, utilities, and other necessities of the FRG come from? How are fun events and other activities of the FRG financed? Younger soldiers and families cannot afford expensive outings, and no member should be excluded from events. Leadership is faced with the task of determining how to pay for the expenses of running the FRG. 
There are several ways to legally fund the FRG:

· The commander can provide some funds—both appropriated (the unit’s share of the Defense budget) and non-appropriated (allocated from net revenues earned by post activities)—to support legitimate FRG activities. The commander may authorize the use of appropriated funds for training FRG volunteers at Army National Guard and Army Reserve Regional Academies and training conferences. The commander can also provide other supplies and equipment for the FRG. However, keep in mind that resources are always limited by the unit’s mission.
· Members can make donations to the FRG. Donations are strictly voluntary, and no soldier or family member should ever be coerced to donate.
· The FRG can plan and conduct fundraisers.
· Area businesses can make donations. Such donations are usually in the form of free or discounted products.
This chapter focuses primarily on the latter two avenues of funding the FRG. Consider these guidelines for FRG fundraising and FRG funds:

· FRGs are authorized to maintain informal funds for the benefit of the membership (not for any specific individuals).
· FRG funds normally are not subject to formal inspections; however, sound accounting procedures must be used for the funds. The commander or his/her appointee should review the books annually, or when a volunteer treasurer departs.
· FRG funds can be investigated in the event of alleged wrong-doing (misuse, unexplained loss, theft, etc.).
· The commander authorizes opening a bank account for the FRG fund and prepares a letter naming the fund and the persons authorized to sign checks drawn on the account. 
· The commander or any other soldier should not be signatories of the account. The FRG should be run primarily by unit spouses, with support and occasional oversight by the commander, as needed.
· The commander also appoints a treasurer and an alternate to manage the FRG fund.
· FRG fund accounts should not be interest-bearing accounts. The purpose of the account is to provide a safe repository for FRG monies, not to produce taxable income. 
· FRGs should not apply for private organization or non-profit organizational status.
· Especially note that the FRG does not sell goods and services—it seeks donations and gives goods and services to its donors.
· FRG monies cannot be commingled with personal or unit funds, and vice versa. 
· The commander cannot use or authorize use of the unit fund for FRG purposes. The unit fund is formal, subject to inspection, and the direct responsibility of the commander; it is strictly for the benefit of soldiers assigned and attached to the unit.
· The FRG treasurer and alternate are the custodians of the FRG fund. They are personally responsible for the fund and liable for any loss or misuse of funds. They answer to both the FRG leader and the commander as to the status of the account.
· The unit commander is the approving authority for FRG outings and activities, as well as for all FRG fundraisers and solicitations to help finance those activities. 
· The fund balance must not exceed $1000, except in cases of an approved event. In those cases, commanders may authorize balances to exceed $1000 to cover expenses planned for a particular activity. However, this should not be a long-term situation.
· Monies in the account must be earmarked for specific purposes. FRGs do not raise funds without specific purposes in mind.
· Members should not expect fundraising to pay the entire costs of FRG outings and other events. 
· Use of FRG monies is limited to expenses that are consistent with the goals and functions of the FRG and with the intended purposes of fundraisers.
· Operation of the fund and the FRG’s fundraising activities must be consistent with Army values and DODD 5500.7R, Joint Ethics Regulation.
· Unit letterhead cannot be used in relation to fundraising activities.
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Establishing an FRG Fund Account 
The FRG leader should meet with the FRG co-leader, fundraising chairperson, treasurer and alternate, commander, and first sergeant to brainstorm the basic needs of the FRG, determine the requirements to set up an account, and make assignments.
First, be sure the battalion commander agrees with establishing an FRG fund account. If the battalion commander wishes to maintain only one FRG fund account for the battalion, it will not be necessary to establish a separate account for the unit FRG. In that case, it will be necessary to coordinate with the battalion FRG leader and treasurer to determine the ground rules. When the unit plans a unit FRG event or fundraiser, again coordination is necessary. (The unit commander and FRG leader should take care of these items.)
[image: image4.wmf]On the other hand, if a separate unit FRG fund account will be established, it is important to:
· Apply for an Employee Identification Number (EIN) from the IRS (a good assignment for the treasurer) using form SS-4. (The SS-4 form can be downloaded from the IRS website at www.irs.gov; then type SS-4 in the Forms and Publications finder search box. This will take you to the form and the instructions for completing it.) The EIN is needed to avoid paying federal income tax and to open the FRG fund bank account.
· Obtain state sales tax exemption (if required). When the IRS provides a letter with your FRG’s EIN, write a letter to the state comptroller requesting an exemption from paying state sales taxes for taxable goods and services purchased for the FRG. 
· [image: image5.wmf]Select the bank where the FRG fund account will be set up. Find out which banks charge per-check charges, monthly fees if the account balance drops below a minimum amount, and other charges. (This should be done by the treasurer or another FRG principal who will be authorized to draw on the account.)
· Decide who will be authorized to draw on the bank account on behalf of the FRG. For flexibility, the FRG leader, co-leader, treasurer and alternate should have that authority. No soldier should be a signatory for the account. However, to avoid confusion and other problems, the treasurer should maintain and account for one set of checkbooks. 
· Prepare an authorization letter to the bank. Use the unit’s official letterhead; indicate the FRG (not individuals’ names) as the account name, and list the names and Social Security numbers of all persons authorized to open and draw on the account. Affix the commander’s signature block, and have the commander review and sign the letter. See Figure 13 for a sample authorization letter.
· Open the FRG fund account. Usually, all signatories go to the bank together and take the authorization letter, the IRS EIN, and their military ID cards with them. Set up the account in the name of the FRG. All principals sign the signature card. Finally, make an initial deposit (if any), and order a supply of checks with the FRG name and address on them. 
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Figure 13. Sample FRG Fund Account Authorization Letter.
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Managing the FRG Fund
	
	+
	-

	1.
	Set up ledger.
	No reimbursement without a receipt.

	2.
	Be specific about expenditures.
	Never use the FRG funds for anything else.

	3.
	Develop written guidelines for all expenditures.
	Don’t overdraw the account.

	4.
	Deposit all funds expediently.
	

	5.
	Keep all receipts.
	

	6.
	Safeguard checkbook and records.
	

	7.
	Reconcile account monthly.
	

	8.
	Prepare financial statement for monthly FRG meeting.
	

	
	Note: Guard and Reserve treasurers must submit an annual report to the RSC or ARCOM Family Program Office.
	

	9.
	Be sure members understand how FRG funds will be used.
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Appropriate Uses of FRG Funds

Expenditure of FRG funds must benefit the entire membership in some way. Appropriate uses include, but are not limited to:

· special events to foster soldier and family cohesion and morale,
· FRG volunteer training,
· meeting refreshments,
· deployment and reunion activities,
· childcare expenses during FRG events,
· postage and operating supplies in support of the FRG, and
· any authorized expense approved in advance and in accordance with the spending plan.
It is notable that expenditures must benefit the entire membership. However, this does not mean that every member should receive precisely the same benefit as the next. Since FRG members have different circumstances, such as married vs. single, children vs. no children, new vs. experienced, and so on, expenditures on these various groups are necessarily different. The entire FRG benefits, though, due to the positive impact on morale.

FRG Fundraisers
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Authorized Fundraisers
Here are some fundraisers that may be conducted on post: 

· bake sales (including fresh-baked and prepackaged products),
· [image: image10.wmf]sales of prepared foods (hot dogs, hamburgers, chili, etc.) ,
· cookbook sales,
· car washes,
· fun runs,
· dog washing service,
· opportunity auctions (donated goods and services),
· talent show,
· concession booth at post events,
· bazaars, and
· recycling drives.

Prohibited Fundraising Activities

Be aware of these prohibited fundraising practices, and be sure FRG members are aware of these, as well:

· raffles—illegal in some states without a license;
· chain letters and pyramid schemes;
· door-to-door solicitations;
· any activity that is immoral, pornographic, illicit and/or casts a negative light on the Army;
· dispensing or acquiring controlled substances;
· any activity involving soldiers in uniform;
· any activity that competes with AAFES or MWR facilities;
· any activity on private property without proper permission;
· any activity that violates a state or local ordinance;
· any activity or product that is dangerous or unduly risky; and
· fundraising activities conducted without an IRS EIN.
Obtaining Permission to Have a Fundraiser 

Required permits and training must be obtained before having a fundraiser. The steps involved are:

· Contact PO, Fundraising, and Solicitation Office at 396-4447.
· Be sure the FRG has its EIN.
· Discuss the proposed fundraiser with the commander (or rear detachment officer) and get approval.
· If the fundraiser will be held at a concession or a public area on post, ensure that the proposed site is available on the desired day. To do this, determine who controls fundraisers on the facility. In many cases, the concession also requires permission to have fundraisers on their property. (Depending on the installation’s requirements, submit the request letter to DCA several working days prior to the fundraiser. If the event is planned for a weekend or a payday, be sure to reserve the site a few months in advance.)
· Prepare a letter to the appropriate authority requesting permission for the fundraiser. (Figure 14 contains a sample permission letter.) The letter should specify:
· the unit name,
· type of event, date, time, and place; 
· use of the funds;
· POC (must be a spouse, not a soldier); and
· whether the approval letter should be mailed or will be picked up.
· If distributing food of any kind (including prepackaged foods), find out local requirements for handling food to be consumed by the public. It may be necessary for volunteers to attend a food handlers or food safety course provided by your local public health entity.
· If planning the event outside a PX or commissary, contact the facility manager beforehand to get permission to occupy the site, or follow the policy established by your installation.
Keep in mind that all the above documentation and the trained food handler must be present at the concession site during the entire fundraising event. 

Figure 14. Sample Permission Letter for Fundraiser.


Safety at Fundraising Activities 

Chapter 7 discussed the health and safety aspects of fun FRG events. That same advice applies to fundraisers, as well. The fundraising chairperson or a designee must plan safety and health considerations with other leaders, and plan for them ahead of time. Be sure to give a safety briefing to all participants beforehand. Keep an eye out, especially for children and young spouses. Remember—leaders don’t let others and themselves get hurt or sick at FRG events.

See insert "Sample Release of Liability" for more details.
Things to Remember When Fundraising


· When conducting fundraisers, FRGs are soliciting donations and giving goods and services to the donors—not selling them.
· Don’t conduct fundraisers without the required authority, permits, and training. Start by talking with the commander or RDO about proposed fundraisers.
· Keep in mind that the Army does not officially endorse off-post fundraisers. The FRG bears sole responsibility for fundraising activities conducted off-post. Persons harmed or injured by those activities may seek legal recourse against those involved. For this reason, it is recommended that food fundraisers off post not be held and that great care be taken in keeping foods clean and safe for consumption anywhere they are dispensed.
· When having fundraisers off post, be sure to check with the city government in advance. They often have permit fees and other requirements.
· Soldiers cannot participate in fundraisers in uniform. Further, they may participate only during off-duty time (in civilian clothing), unless the unit commander has obtained written permission from the post commander for soldiers to help during on-duty time.
· Generally, FRG members should solicit donations for their goods and services. However, a specific minimum donation may be set for bake sales, craft fairs, and car washes.
· If the installation permits it, spouses (not soldiers) may solicit free or discounted food and other products from private businesses off post and concessions on post to help support FRG activities. However, this must be done as an individual, not as an Army representative.
· Thank you notes to commercial contributors are encouraged, but use FRG letterhead—not the unit’s.
· Door-to-door solicitation is prohibited on post.
· During periods of drought and announced water use restrictions on post, car wash fundraisers are likely to be prohibited.
· Remember, too, that official FRG newsletters may not contain references to dollar amounts earned from fundraisers.
· Encourage all FRG members to participate in unit fundraisers. It’s good for morale, and besides, when everyone helps with the FRG’s work, it’s fair to share in the benefits.

Tips for FRG Leaders on Fund Management





Inform members that all expenditures are for the benefit of the entire membership.


Consult with the treasurer about the status of the FRG account on a regular basis; be aware of the account status at all times.


Help the treasurer enforce spending guidelines.


Support and praise the treasurer for a job done well; help correct any significant problem areas.


Review the job description for the treasurer in Chapter 4.





Environmental Health & Preventive Medicine


or County Health Department


Experts on food sanitation. Call to find out their requirements for sale of foods on the installation.








Guidance for FRG funds can be found in post regulations, AR 600-20, DA PAM 608-47, and DODI 1000.15.








																			Return Address


									20 Jul 2002


DCA/FMB


ATTN: ___________________


P.O. Box XXXX


City, State ZIP





Dear ___________________,





		The Family Readiness Group of __________________ requests approval to conduct a bake sale at the _________________ Post Exchange on Tuesday 21 Oct from 0900 to 1200 hours. Funds will be used to help fund our unit’s planned FRG picnic at post lake. POC is the undersigned, at 555-5555. I will pick up the approval letter when it is ready. Thanks. 


				


															Sincerely, 


				


															Jane Doe


															Jane Doe


															FRG Fundraiser Chairperson


															________________ FRG





[Unit Letterhead]





Office Symbol (600-20) 												[Date]





Bank Name


ATTENTION: New Business Accounts


Bank Address


City, State ZIP





SUBJECT:	Authorization to open a new business checking account for the


_____________________ Family Readiness Group (FRG) Fund





Dear New Accounts Manager:


This letter is to authorize the following named individuals to open a checking account:








Type Account: Ordinary business checking


In the name of: ________________________ FRG Fund


Type organization: Private, non-profit per IRS Code 501(c)(4)


IRS Employee Identification Number: XXXX-XXXXX


Mailing Address: c/o _____________, Address, City, State, ZIP


Authorized signatories: 


		Name									SSN		 				Title


	_____________				XXX-XX-XXXX			FRG Treasurer


	_____________				XXX-XX-XXXX			Alternate Treasurer


	_____________				XXX-XX-XXXX			FRG Leader


	_____________				XXX-XX-XXXX			Special Events Chair


If any questions, please contact ________________ at XXX-XXX-XXXX. Thank you for your assistance. 


														Sincerely,


															______________________


															Captain, US Army


															Commanding Officer
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