EXAMPLE OF SOP FOR ESTABLISHING AN INFORMAL FUND STANDING OPERATING PROCEDURE

________________________________

NAME OF THE INFORMAL FUND

________________________________

ADDRESS OF THE FUND

1.  PURPOSE.  The purpose of the fund is to --state the purpose for establishing this fund (informal unit fund or FSG fund).

2.  MEMBERSHIP.  The membership of the fund will be comprised of--name the type of persons eligible to join i.e., Officers, NCOs, civilian employees.

     a.  A committee will be formed to represent the membership at large.  The committee or membership at large will vote on the conduct of fund-raising activities and expenses of the fund.  Meetings will be held –state either monthly or quarterly.

     b.  A Fund Custodian will be elected by the committee or membership at large to serve as the administrator of the financial and administrative activities of the fund for a period of ____ year.  (A Fund Custodian is only one individual who is responsible for the fund custody, accounting and documentation.  The Fund Custodian conducts fund business during off-duty time.  This individual reports annually to his/her military or civilian supervisor concerning the fund’s existence and purpose, financial status, or upon occurrence or suspicion or irregularities associated with the fund.)

     c.  The Fund Custodian is responsible for maintaining the financial records of the fund and will prepare a written summary of monthly income and expenses for presentation to the committee or membership at large.

3.  FINANCES.  The fund will generate revenue through the conduct of –state the sources of revenue, i.e., dues, fund-raising, contributions, fees, assessment (s).  (Reminder, Informal Funds can not solely exist on the basis of fund-raising.  Another means of generating revenue must be established).

     a.  Money raised by the fund will be used to defray the cost of planned functions—i.e., social gatherings, monetary assistance to sports activities, farewell presents, donations to specific organizations.  (Use is limited to expenses consistent with the purpose and function of the fund, and will not be expended in any way that is or appears to be, improper or contrary to the Army interests).

     b.  The revenue generated will be maintained in the bank account held in the name of the fund.  The Fund Custodian shall be authorized to access the bank account.  Revenue generated by the fund will not exceed a net worth of $1,000 monthly.

     c.  Accounting records shall be available for examination by all fund members.  The Fund Custodian will report annually to his/her supervisor concerning the fund’s existence and purpose, financial status, or upon occurrence or suspicion of irregularities.

d.  The committee or membership at large will approve all expenditures prior to the commitment of funds.  All funds shall be in support of the purpose of the fund.

e.  All members are personally liable for debts of or claims against the fund, when assets are not enough to cover outstanding liabilities.

4.  FUND-RAISING.  Requests to conduct occasional fund-raising activities shall be submitted to DPCA, Financial Management, Bldg 210, Room 211, two weeks prior to the planned activity.  Publicity for these activities shall not occur until approval is obtained.

     a.  Activities conducted by the fund will in no way prejudice or discredit DOD components or other agencies of the Federal Government.  Neither soldier nor civilian employees will, as an official duty, be assigned to work for the fund.

     b.  The fund will not engage in resale activities at any time.  The fund will not duplicate or compete with Nonappropriated Fund activities, Appropriate governmental functions or Army and Air Force Exchange Services.

5.  The DPCA, Financial Management Office shall be notified in writing of any changes in the fund, change in scope, activities, Fund Custodian, or dissolution of the fund.

6.  The fund will hold harmless and indemnify this installation and the Federal Government from any liability arising from or conduct of the fund’s activities.  All activities will be conducted during off-duty time.

7. The fund may be dissolved by a majority vote of the committee or membership at large.  Upon dissolution, assets will be used to meet any outstanding debts, liabilities or obligations of the fund prior to reimbursing the membership.

_________________________________
______________________________

SIGNED BY FUND CUSTODIAN

SIGNED BY SUPERVISOR

____________________________________
________________________________

WRITTEN NAME OF FUND CUSTODIAN
WRITTEN NAME OF SUPERVISOR

_______________
________________
_______________
_____________

Telephone Number
Date


Telephone Number 
Date

