CHARTER OF THE FORT SHAFTER THRIFT SHOP
ARTICLE I:  GENERAL

Section A:  Name and Purpose

The Fort Shafter Thrift Shop (FSTS) is a resale activity of the Fort Shafter Hui O’ Wahine Spouses’ Club (The Hui), a private organization organized under Army Regulation (AR 210-22) Private Organizations on Department of the Army Installations. 

The FSTS:

· Provides quality merchandise at low cost for military families as they transition to the high cost of living on the islands.
· Is dedicated to serving the local Military community by selling merchandise that has either been consigned or donated, to generate revenue used primarily for charitable and educational purposes.
· Provides viable employment and skill development for military family members through a variety of paid and volunteer positions.
· Provides supplemental income for consignors.
· Distributes items not sold to viable charitable institutions in the community.
· Encourages community involvement in Military community events with in-store advertising, flyers, and networking.
· Is maintained for the benefit of U.S. Military personnel (active and retired), their family members and U.S. government civilian employees.

Any individual may purchase items: however, consignment privileges are reserved for individuals possessing a valid U.S. Military Identification (ID) card or a U.S. Department of Defense (DoD) ID card.

Section B:  Location

The FSTS is located in Bldg. 342, Pierce Street, on Fort Shafter, Island of O’ahu, Hawai’i.  The phone number is 808-842-1074.

Section C:  Days of Operation

The FSTS will be open no less than two days per week, excluding federal holidays, Thanksgiving, the period between Christmas and New Year’s Day, two weeks in the summer, one week in the fall and one in the spring, corresponding with the public school system’s Fall and Spring Break.  Exact dates will be determined annually by the FSTS Manager and staff, with the consent of the FSTS Advisory Board, and will be posted at the FSTS.  Additional days of operation and closure may be added as deemed necessary by the Manager and approved by the FSTS Advisory Board.

ARTICLE II:  ORGANIZATION

Section A:  Sponsorship

The FSTS will operate under the sponsorship of the Hui Governing Board.  The FSTS Advisory Board will assist the FSTS Manager in the overall management and policy making of the FSTS.  

Section B:  Operation

The paid staff and volunteers will carry out the operation of the FSTS.  The Thrift Shop Representative will notify the Hui Governing Board of all upcoming staff vacancies at the monthly Board meetings.  The hiring of paid staff will be approved by the FSTS Advisory Board and/or the Hui Executive Board before they are hired.  

Section C:  Operating Budget

The FSTS Advisory Board will assist the Manager and Bookkeeper in setting up an annual budget for the normal monthly operational expenditures of the FSTS.  The budget will act as a guideline for the Manager and Bookkeeper when it comes to making purchasing decisions for supplies, making monthly allocations for non-monthly expenses (semi-annual taxes and quarterly insurance premiums) and ensuring that all necessary fees (such as workmen’s compensation and social security taxes) are paid for before any disbursement of profits are made to the Welfare Fund of the Hui O’Wahine.  The budget should be reviewed and revised semi-annually.  (The fiscal year of the FSTS runs from 1 June to 31 May). The FSTS annual budget is due to the Advisory Board no later than July.  The FSTS annual budget is due to the Hui Governing Board for approval by the September Board meeting. The General Membership should vote to approve the FSTS budget and the Hui Budget at the same time.

Section D:  Employment Requirements

The paid staff must be a spouse with a current Military ID card or a retired Military ID card and a member of the Hui.  Time in a position shall be for a maximum of three (3) years.  There is a possibility for extending that term for one additional year upon approval of the FSTS Advisory Board and/or the Hui Governing Board. The compensation terms for the paid staff will be established by the FSTS Advisory Board and approved by the Hui Governing Board. Increases in financial compensation for the paid staff (such as a raise in salary) may only be considered after the worker has been employed by the FSTS for one full calendar year.  Any such raises in compensation for the paid staff must be recommended by the Manager and approved by the Hui Governing Board.  Any compensation raise for the Manager must be recommended by the FSTS Advisory Board and approved by the Hui Governing Board.  Temporary employees for the FSTS, as deemed vital, may be hired by the Manager after acquiring approval from the FSTS Advisory Board and/or the Hui Executive Board. The salary and scope of temporary duties must be approved by the FSTS Advisory Board prior to employment. The salary for each position will be reviewed and decided for each new staff member hired, because the salary may have been raised due to length of time in the position and/or job performance.  Each newly hired person will serve a probationary period of ninety (90) calendar days. The necessity of each temporary position will be reviewed and approved at the quarterly Advisory Board meetings.
 






Section E:  Leave

Paid FSTS employees are expected to be at work during all days and hours that the FSTS is open for operation unless other arrangements have been made with the Manager.  In the event that an employee is unable to work during the scheduled operating days, the job will be performed by a volunteer, or other paid staff member, to fill in for that position.  Employees will only be paid for days worked.  The volunteer who fills in to perform the job of a paid employee will receive the substitute daily salary for the days worked in the employee’s absence.  Paid employees may only collect one daily salary, even if they fill in for an absent coworker, in addition to their own duties.

Section F:  Emergency Leave
In the case of an extreme emergency, employees may take an unpaid leave of absence for up to ninety (90) calendar days.  Any such absence must be approved in advance by the FSTS Manager, who will then notify the FSTS Advisory Board.  A long-term substitute employee may be hired for the duration of the primary employee’s emergency leave of absence, but the substitute worker’s employment will terminate upon the return of the original employee.  Employees on leave must give the FSTS Manager a two (2) week notice of when they intend to return to work.  Jobs will not be guaranteed after an employee has been away from work longer than their leave of absence.

Section G:  Termination

Employees may be terminated according to the reasons outlined in the Hui O'Wahine Constitution (Article VI) and the Hui O'Wahine Bylaws (Article VII, Sections 1-2) or according to the FSTS Charter.  The final decision for termination shall rest with the Hui Executive Board.

1.
In the case of termination, all Thrift Shop property in the possession of the employee must be submitted to the Manager of the FSTS or a member of the FSTS Advisory Board within twenty-four (24) hours.

2.
If the property is the keys to the FSTS, the keys must be turned in immediately to the FSTS Manager or a member of the FSTS Advisory Board.

3.
All community organizations in which the employee is involved by virtue of their position at the FSTS will be notified of their termination by the FSTS Manager or the FSTS Advisory Board.  The terminated employee will be given a time to collect their personal belongings if need be.

Section H:  Transition and Training

During times of transition from one employee to another, there will be a one (1) month overlap for the Manager and the Bookkeeper positions.  There will be a one (1) week overlap for all other paid positions.  The trainee will receive one half of their regular salary during the training time.  Once the training period is complete, the new employee will assume the responsibilities of the position, and the previous employee will no longer receive a salary for that position.  The previous employee may remain at the FSTS on a volunteer status only, unless they have been hired for a different position or unless they have been removed from employment for just cause.  The Manager may not come back as anything but a volunteer after three (3) months in order to give the new Manager time to establish their rules and procedures.

ARTICLE III:  DUTIES OF FSTS STAFF AND ADVISORY BOARD

Section A:  Manager (Permanent Position)
1.
Will be a spouse with a current Military ID card and a member of the Hui O’Wahine.
2.
Will receive a daily salary.
3.
Will be bonded through the FSTS Liability Insurance Policy.
4.
Will have keys to Building 342, the shed and the safe, and will be familiar with all phases of the FSTS operations and the duties of all hired workers.
5.
Will submit to the Provost Marshall and the FSTS Advisory Board, a list of all authorized key-holding personnel and their telephone numbers.

6.
Will be responsible for the distribution of said keys and the safe key as necessary.
7.
Will be responsible for all business transactions, supervision of all collections and expenditures.
8.
Will compile and maintain an updated list of all electronic equipment purchased with FSTS funds.
9.
Will sign a signature card at the banking facility and obtain signatures of the Bookkeeper, Hui President and Hui Treasurer for a total of four (4) signatures.  (The signatures of the FSTS Manager and Bookkeeper are required.)
10.
Will be at the FSTS at least one (1) hour before the posted opening time and until all the registers and money have been reconciled with the tags.  Will also work additional hours as necessary during the FSTS’s non-operating hours in order to maintain a clean and organized shop.
11.
Will balance the register each day in the presence of the Cashiers.  The cash register tapes will then be verified with the consignment and TSP tickets that are being counted by the Bookkeeper.   After the registers and tickets are reconciled, the Manager will deposit the day’s sales unless the FSTS closes after banking hours.
12.
Will cross-train the Cashier and Bookkeeper in register procedures and operations.
13.
Will assist the Cashier only when necessary.
14.
Will be responsible along with the Bookkeeper, for the FSTS expense account. The spending of funds will be at their discretion with accountability to the FSTS Advisory Board and/or the Hui Executive Board for any single expenditure over one-hundred ($100.00) dollars.
15.
Will clear and secure the building at the end of each work day.
16.
Will be responsible for securing all supplies necessary for FSTS operations as per the budgeted amount.
17.
Will submit all work orders for necessary repairs and changes in the FSTS.
18.
Will answer all FSTS correspondence and maintain an appropriate file concerning ongoing actions. In the cases where correspondence involve the financial institutions, the Manager will work in conjunction with the Bookkeeper.
19.
Will hire the paid staff with the prior approval of the FSTS Advisory Board and/or the Hui executive Board.
20.
Will approve any absence (personal, emergency, other) for any employee and will arrange for an adequate replacement.
21.
Will post current procedures concerning operations, sales and consignment processes, and volunteer jobs and guidelines.
22.
Will maintain current files of all operating procedures, points of contact, and employee records.
23.
Will ensure fire regulations and safety procedures are followed in compliance with current Army regulations.
24.
Will ensure that all consignment items and donated items are displayed in a neat and orderly manner.
25.
Will complete the annual Installation Status Report and return it to the Real Estate Office at Wheeler Army Airfield in February.
26.
Will turn on the main computer in the Office, then all other computers in the FSTS.
27.
Will cover the duties of the Hui Thrift Shop Board Representative.  (Such as attending Hui Governing Board meetings and delivering the monthly FSTS Financial report, when the position is not filled.)
28.
Will ensure that all employees and volunteers follow the FSTS SOPs and work in compliance with the FSTS Charter.
29.
Will train paid staff to use the Liberty 2002 software program, and be available to troubleshoot problems with the computers, printers and/or software.  Will know the complete operation of the cash registers.
30.
Will keep the supplies of paper, computer ink cartridges and tags on hand.
31.
Will ensure that the FSTS is orderly, neat, and that walkways are free of merchandise, debris or     other unsafe obstructions.
32.
Will request that the volunteers alert the Manager and staff when they will be away for extended periods of time, so that other volunteers may be recruited to work in the shop in their place, as necessary for normal daily operations.
33.
Will coordinate the volunteers to ensure that all areas of operation are covered.
34.
Volunteers and staff are permitted to place the tags of consignment goods and TSP items in the “hold” box behind the Cashier for purchase. The Manager should check the volunteer/staff tag box each day to ensure that the items have been paid for within one (1) business day.
35.
Will advertise for all FSTS vacancies for paid positions in the Hui Spirit, MWR Discovery, Hawaii Army Weekly, SIMS and by posting an advertisement at the FSTS.
36.
Will conduct an employee job evaluation a minimum of twice a year, (or at a minimum in April and again in October).

Section B:  Assistant Manager (temporary position)
1.
Will be a spouse with a current Military ID card and a member of the Hui O'Wahine.
2.
Will receive a daily salary.
3.
Will be bonded through the FSTS Liability Insurance Policy.
4.
Will assist the Manager in the day-to-day operations of the FSTS.
5.
Will assist the Manager as necessary and assume the duties of the Manager in the Manager’s absence.
6.
Will have keys to Building 342 and the shed, and will be familiar with all phases of the FSTS operations and with the duties of all paid staff.
7.
Will receive training to work in the absence of the Manager, Bookkeeper Consignment Supervisor and Cashier.
8.
Will be at the FSTS at least one (1) hour before the posted opening time and until all the registers and money have been reconciled with the tags.
9.
Will work additional hours as necessary during the FSTS’s non-operating hours in order to maintain a clean and organized shop.
10.
Will be responsible for the TSP (Thrift Shop Property) section of the FSTS.  Will collect items donated to the FSTS and left outside the FSTS shed, donation bin, front door area and side door during non-operating hours.
11.
Will manage all donated items during regular business hours.
12.
Will manage the tagging of donated items with the appropriate monthly color code, hang clothing on hangers, price all items and display them on the sales floor in a timely manner.
13.
Will dispose of unusable items and clothing as deemed necessary.
14.
Will make final decisions upon pricing of donated items and reduction of that price when necessary.
15.
Will perform additional duties as deemed necessary by the Manager.
Section C:  Bookkeeper (permanent position)
1.
Will be a spouse with a current military ID card and a member of the Hui O'Wahine.
2.
Will be bonded through the FSTS Liability Insurance Policy.
3.
Will receive a daily salary.
4.
Will assume the duties of the Manager in the absence of the Manager and Assistant Manager.
5.
Will, with the assistance of the FSTS Advisory Board and Managers, annually develop a monthly budget that allows for adequate monthly allowances for salaries, insurance, taxes, computer technical support, office supplies, upgrades and operating expenses.
6.
Will have a key to Building 342 and the safe.





 
7.
Will maintain such books and financial records that are necessary to conduct an annual audit and submit a monthly Account Balance and  Reconciliation Report at each meeting of the Hui Governing Board, as well as an End of Year Report with any necessary forms for the fiscal period of 1 June to 31 May for an annual audit and the 990 Tax.  Will submit a copy to the Hui Treasurer.
8.
Will submit 1099’s to the IRS and all consignors that have reached the income level, as designated by the IRS, by the yearly deadline.
9.
Will maintain and update the volunteer notebook, with addresses, phone numbers and all contact information.
10.
Will ensure that all personal information, with Social Security Numbers (SSN), are secured in the safe and that said information will be shredded when no longer needed, in compliance with the Privacy Act.
11.
Will collect the pulled tags from the Cashier during the duty day, and total each category of tags to include the consignment sales, the TSP sales and the withdrawals. These totals will be compared with the computer record at the end of the sales day.  The Manager, the Cashier, and the Bookkeeper will review all end-of-day income and complete the daily record prior to the deposit. Tickets must be reconciled with the register tape to within five ($5.00) dollars.
12.
Will be familiar with the computer software, Liberty 2002, and the complete operations of the Cashier and will be available to fill in, if needed.
13.
Will print and post the sales summary and detailed reports for each day, and back up all files at the end of each sales day.
14.
Will be responsible, along with the Manager, for the FSTS expense account. Spending of operational funds will be at the discretion of the Manager and the Bookkeeper, with accountability to the FSTS Advisory Board.  Any single expenditure over one-hundred ($100.00) dollars must have the prior approval of the FSTS Advisory Board and/or the Hui Executive Board with the exception of items stated and approved in the Proposed Annual Budget.
15.
Will prepare checks for the consignors each month and will have the checks available for consignors to pick up by the 10th of each month.
16.
Will be responsible to distribute consignment checks, and aid the consignors with questions regarding their account.  Will mail checks to consignors who have provided self-addressed and stamped envelopes.
17.
Will prepare and distribute the payroll.
18.
Will reclaim unclaimed checks after ninety (90) days and expired checks one (1) year. Will restore the unclaimed funds to the FSTS account on a monthly basis.
19.
Will keep financial records for a period of five (5) years.  Consignment tickets are kept for twelve (12) months, and then destroyed.  Banking records will be kept for a five (5) year period.
20.
Will maintain registers of both consignment checks and operating checks in which all debits and credits of the FSTS bank account are recorded and fully explained.  The account balance in the register will be updated as debits and credits are made.  An electronic register (such as Quicken, Quick Books or MS Excel) is adequate as long as electronic registers/files are backed up weekly on a CD.
21.
Will maintain a monthly petty cash fund not to exceed one-hundred ($100.00) dollars.  A record will be kept of all expenditures and receipts must be presented for reimbursement.  The funds will be reconciled each month and petty cash expenditures will also be presented to the Hui with the FSTS monthly report.
22.
Will initiate, if necessary, the annual renewal of the General Excise (GE) Tax license for the state of Hawaii.
23.
Will prepare bank reconciliation upon receipt of the monthly bank statement.
24.
Will ensure that adequate copies of job descriptions and employment applications are available for all potential candidates.
25.
Will be responsible for tracking and paying monthly bills (i.e. phone, water, reimbursement for supplies, etc.), excise tax, and 941 tax, as well as quarterly bills and reports (unemployment, state withholding, and Annual General Excise Tax Reconciliation).
26.
Will check the incoming mail for the Thrift Shop at 4325 Lawehana Street, Box #A-8.
27.
Will perform additional duties as deemed necessary by the Manager.
Section D:  Cashier (permanent position)
1.
Will be a spouse with a current Military ID card and a member of the Hui O'Wahine.
2.
Will be bonded through the FSTS Liability Insurance Policy.
3.
Will receive a daily salary.
4.
Will begin work no later than fifteen (15) minutes before opening and one-half (1/2) hour after closing or until the money is counted and reconciled with the Bookkeeper and the Manager.
5.
Will verify the till each morning prior to opening, counting the amount of two-hundred ($200.00) dollars for each register before placing the cash in the registers. In the event of the till being over or short, the Manager and the Bookkeeper will be notified and the discrepancy should be noted on the daily tally sheet.
6.
In case of the absence of a Cashier, cash registers will be operated by:

*  The Bookkeeper

*  The Assistant Manager

*  The Manager

*  A trained Substitute
7.
When making a sale, the Cashier will accept the item from the customer, remove the sales ticket, and will verify the expiration date and price.  The consignment tags will be scanned or entered into the point of sale (POS) software and TSP tags will be entered as “Miscellaneous Fees”, as per training. The tags will then be separated into the bins marked Consignment, TSP and Withdrawal, for the Bookkeeper to tally.  Any discrepancy of price or date should be brought to the attention of the Manager or the Bookkeeper.
8.
The Manager or Bookkeeper may approve a volunteer to assist the Cashier with ticket removal and bagging of merchandise.
9.
At the end of the sales day, take empty hangers back to the consignment area, replace all hand baskets, consolidate the plastic bags and make sure that the Cashier area is neat and ready for business for the next business day.
10.
When accepting checks for payment, a photo ID is required.  Cashier will ensure that Driver’s License or an ID number on a photo ID, current phone number, and address are recorded on each check.  Checks over thirty ($30) dollars require the sponsor’s Military unit and phone number.  The cashier will initial any checks over thirty ($30) dollars for accountability purposes.
11.
The Cashier will total all checks from both registers at the end of the day, making sure the checks are stamped with the bank stamp on the back.
12.
Will return all “Hold” items to the sales floor at the end of the day.
13.
Will perform additional duties as deemed necessary by the Manager.
SECTION E:  Consignment Supervisor (temporary position)
1.
Will be a spouse with a current Military ID card and a member of the Hui O'Wahine.
2.
Will receive a daily salary.
3.
Will be bonded through the FSTS Liability Insurance Policy.
4.
The Consignment Supervisor works at the Thrift Shop on all days the shop is open and consignments are taken.
5.
Arrive no later than fifteen (15) minutes before business hours and when the consignment area is clear of consignments and prepped for the next business day, will help out as needed through closing.
6.
With the approval of the Manager, the Consignment Supervisor will make decisions on the items to be accepted or rejected for consignment, based upon floor space and number of similar items.
7.
Will determine the number of items to be consigned on each contract.  Will post that number at the FSTS and in the Hui newsletter.
8.
Will be responsible for changing the two dry erase boards (one in the back and one in the break room) by indicating the forfeit dates for consigned articles.
9.
Will be responsible for changing all date stamps, plant, and holiday expiration dates in the tagging section.
10.
Check all supplies for the consignment area  (Scotch tape, masking tape, fasteners, printer ink, tagging gun barbs, paper for the printers, pens, rubber bands, baggies, ink pad ink, etc.).  Notify Manager when supplies are low.
11.
Coordinate the date calendar with the Bookkeeper to be sure to incorporate all “closing” dates and adjust expiration dates accordingly.
12.
Obtain the contract money box from the Bookkeeper and be sure to turn money back in to the Bookkeeper when the last consignor has paid.
13.
Will be familiar with basic operation of the printer and computer set up, specifically to be able to change the tags in the thermal printer and clean the thermal printer as needed.
14.
Determine and change the color of the tags according to the color schedule.
15.
Will manage and train the consignment volunteer staff, being sure to rotate volunteer keyboarders and taggers as needed.
16.
Will shut down the computers in the rear of the shop, cover the equipment and clean up the area daily.
17.
Will manage volunteers and staff to pull/mark down all expired items on a weekly basis.
18.
Will perform additional duties as deemed necessary by the Manager.
Section F:  Donations Supervisor (temporary position)
1.
Will be a spouse with a current Military ID card and a member of the Hui O’Wahine.
2.
Will receive a daily salary.
3.
(See duties under Assistant Manager)
Section G:  The FSTS Advisory Board
1.
The Thrift Shop Advisory Board represents the Hui Governing Board in the oversight and management of the FSTS.
2.
The Advisory Board will consist of the FSTS Manager, Hui President, Hui Treasurer, Hui Secretary, Hui Thrift Shop Representative, at least one advisor from the Hui (the Honorary President and/or the Honorary Advisor) and three (3), but no more than five (5), Community Representatives.  Community Representatives shall be members from the Oahu South Military community and approved by the Advisory Board. The FSTS Bookkeeper and the Hui Parliamentarian may be asked to attend meetings if needed.
3.
The Hui President will be the Chairperson of the Advisory Board. The Community Representatives on the Advisory Board will be determined when the new Hui President and Honorary President and Advisor takes office during the  Hui O’ Wahine General Membership meeting in May.
4.
The Advisory Board will meet quarterly, or more often if needed.
5.
The Advisory Board is responsible for approving the hiring of Thrift Shop employees. Final approval for hiring the FSTS Manager rests with the Hui Governing Board.
6.
Termination of employees shall follow the steps and procedures outlined in the Hui Constitution (Article VI, Section B-F) and the Hui Bylaws (Article VII).
7.
Salaries for Thrift Shop employees are set by the Thrift Shop Advisory Board and are subject to approval by the Hui Governing Board.
8.
A simple majority of the members of the FSTS Advisory Board is required to conduct Advisory Board Business. 
9.
Voting members are the Thrift Shop Manager, Hui Thrift Shop Representative, Hui Treasurer and Secretary and all the Community Representatives.
10.
In the case of a tie, the Hui President shall have a vote.
11.
In the absence of a complete Advisory Board the Hui Executive Board may fulfill the duties of the FSTS Advisory Board.
Section H:  Duties of the Thrift Shop Board Representative
1.
Will be a spouse with a current Military ID card and a member of the Hui O'Wahine.
2.
Will be the liaison between the Hui O'Wahine Governing Board and the FSTS.
3.
Will attend all FSTS Advisory Board meetings as a voting member.
4.
Will report FSTS news and will present the Hui Board with copies of the FSTS Monthly Report each meeting (1 copy to the Hui Treasurer, 2 copies to the Hui Secretary, 1 copy to each Advisor and 1 copy to the Hui President). Additional copies may be given to the Newsletter Chairperson and the Web Master.
5.
Will submit a copy of the deposit check for net proceeds, already deposited by the Thrift Shop Manager into the Hui’s Welfare Account.
6.
Shall ensure that the Charter of the FSTS is in compliance with the Hui O'Wahine Constitution and Bylaws in accordance with DoD 10000.15.2.
7.
Shall, with the FSTS Advisory Board members, rewrite and/or update the Fort Shafter Thrift Shop Charter every two (2) years at the same time the Hui Constitution and Bylaws are updated.
8.
Shall ensure that the FSTS follows all constitutional guidelines of the Hui O'Wahine.
9.
Shall help prepare the FSTS budget in consultation with the FSTS Advisory Board by the August  Hui Governing Board meeting.
10.
Shall in the event of a vacancy of salaried positions, arrange and coordinate interviews.  Interviews for all paid positions other than the FSTS Manager will be conducted by the Thrift Shop Representative, the FSTS Manager and at least one Community Representative, or any two or three people approved by the Hui Executive Board.
11.
Will assist the FSTS Advisory Board in interviewing and selecting a FSTS Manager when a vacancy occurs with final approval of the Hui Governing Board.
12.
Will be the FSTS Volunteer Coordinator and be the Organizational Point of Contact (OPOC) in the Volunteer Management Information System (VMIS).
13.
Will enter volunteer hours into VMIS from the volunteer sign in sheets.
14.
Will represent the FSTS in matters of concern with the Community.
Section I:  Volunteers
1.
Must have a current Military ID card, valid DoD ID card, or be sponsored by a Military/DoD ID card holder.
2.
All new volunteers will read, sign and date the volunteer orientation worksheet, which is on file in the Bookkeeper’s office.
3.
Active volunteers are those individuals who regularly work at least four (4) hours per week at the FSTS.  Active volunteers will receive FSTS privileges, which include the following:

*  First choice of consignment and TSP items, only after they are tagged and ready to go onto the sales floor.

*  Half-off the current marked price on TSP items which are one ($1.00) to less than twenty-five           ($25.00) dollars. This price reduction does not apply to special sales like the five ($5) dollar bag sale or “one-half “ (1/2) off TSP sale or the half off holiday sales items or costumes.

*  If more than one person  wants the same item, then a drawing will be held by a neutral party.

*  Will be allowed to withdraw consigned items without paying the withdrawal fee.

*  Will be allowed to consign their own items before and after the general consignment period free of charge.

4.
Will adhere to the same SOP as customers when consigning items (i.e. the number of items allowed and the restrictions and conditions of items).
5.
Will read over daily notices and record volunteer hours on the sign-in sheet.
6.
Will not divulge the name or phone number of consignors to customers.
7.
Will not guarantee that the merchandise is in working order or that merchandise may be returned, exchanged or the purchase price refunded.
8.
Will not influence a consignor in setting a price for merchandise and then purchase said item(s).
9.
Volunteers will not price their own TSP purchases, nor ring up their own items to purchase on the cash register.  The Assistant Manager or Donations Supervisor sets all TSP prices.
10.
Volunteers may not use the FSTS as their personal business operation (i.e. purchasing low-priced TSP items, and consigning or reselling said items for a profit.)
11.
Children under age 12 of volunteers are not permitted in the FSTS during their volunteering hours.  All children, if registered volunteers, can volunteer at the discretion of the FSTS Manager and need to be supervised by their parent. If, for any reason, your child cannot/does not attend school or is otherwise cared for, please do not volunteer that day.
12.
Paid staff must work an average of four (4) hours per week on a volunteer basis to be eligible for the volunteer benefits. These hours need to be logged onto the volunteer sheet and must be completed outside their paid hours for that week.
ARTICLE IV:  OPERATIONS
Section A:  Customer
1.
The FSTS is open to the general public.  All purchases will be either cash or personal check.  Driver’s License or ID number on a photo ID, current phone number, and address are recorded on each check.  Checks over thirty ($30.00) dollars require sponsor’s Military unit and phone number.  There will be a twenty-five ($25.00) dollars returned check fee on all checks returned to the FSTS for insufficient funds.  These patrons will be placed on a “Cash Only” list, located at the register and will not be permitted to write additional checks for one year.
2.
Customers are encouraged to test all electrical and battery operated items before they purchase them.  Light bulbs and batteries will be available at the Cashier register for use to test items.  If an item cannot be tested in the FSTS and the owner has not stated the condition of the item, at the discretion of the Manager, the item can be returned for a refund. If the customer is unable to get the item to work, they may return it for refund or store credit the next business day.  A consignor’s name and or phone number will not be given to any customer under any circumstances.  The customer will not be given a guarantee on items by any volunteer or staff of the FSTS.
3.
An “All Sales Final” sign will be posted at the Cashier front registers and printed on all receipts.  NO refunds are given for “Buyer’s Remorse.”
4.
Uniformed personnel will be given priority in the check-out line, when possible.
Section B:  Consignments
1.
Regular consignments hours will be determined by the Consignment Supervisor.  Consignment hours may vary (closing early or opening later) depending upon the availability of volunteers. Regular consignment hours will be posted in the FSTS and published in the Hui newsletter.
2.
Only persons with either a valid U.S. Military ID card or a DoD ID card may consign items at the FSTS.
3.
All items accepted by the FSTS on a consignment basis are held for the following time periods:  Clothing, household goods, furniture, and large items – sixty (60) days, plants – two (2) weeks.  All such items not sold by the FSTS or not withdrawn by the owner by one-half (1/2) hour before close of business on the expiration date, will become property of the FSTS and will be re-priced and sold or disposed of as deemed necessary by the Managerial staff.
4.
All consignments will be checked for cleanliness, operation, safety and appropriateness.  Items deemed unacceptable by the FSTS will be rejected by the Consignment Supervisor or Managerial Staff.  The owner will have two (2) weeks to reclaim the items.  After the two (2) weeks, the item will become the property of the FSTS.  These items will be placed on the shelf by the consignment area, and it is the customer’s responsibility to check for the items.  No withdrawal fee will be assessed for these rejected items.
5.
Consignors will pay a contract fee, which will be determined by the Manager. This fee will help defray the cost of supplies used on the consigned items.  They will be provided an “item list” of consigned items for that day.  It is the consignor’s responsibility to review the list and the cost of the items before the tickets are printed.  Once the agreement sheet is signed, the items will be available at that listed price and the consignor will receive the percentage of that price, unless reduced by the consignor before expiration date. If there is a reduction, the consignor will receive the percentage of the reduced price.
6.
The FSTS deducts a commission fee from the declared price of each item consigned and sold by the FSTS.  The percentage will be reviewed by the FSTS Advisory Board annually.
7.
The minimum price for a consigned item is three ($3.00) dollars.  Prices are to increase in twenty-five ($.25) cent increments.
8.
The account number is the last four (4) digits of the sponsor’s social security number, or, in the case of duplication, a zero is added to the end of the newest account.
9.
Consignors must contact, in advance, the Consignment Supervisor for approval of consignment of large items.
10.
Any consignor with Permanent Change of Station (PCS) orders may consign forty-eight (48) items per business day for six (6) sessions at a fee of three (3) times the normal nominal fee.  (This is three (3) contracts of sixteen (16) items each, with proof of impending PCS, NOT to exceed six (6) sessions.) These consignors may call the FSTS Consignment Supervisor to make appointments for Thursday afternoons or other times (based upon availability of staff members.)
11.
All consigned items may be reclaimed by one-half (1/2) hour before close of business on the forfeit date.  The consignor must pay the FSTS 10% of the original consignment price as a withdrawal fee for the handling and displaying of the item.
12.
Only one account is permitted per sponsor.
13.
The FSTS will not accept firearms, ammunition, mattresses (except baby mattresses in plastic), baby car seats or items viewed as distasteful or improper for display/sale. (See Conditions of Consignment List.)
14.
Proof of identity (Military or DoD ID card) is required to obtain consignment checks.  Consignors will sign the check register when the check is received.  Checks will not be released to anyone other than the person to whom the check states is the payee.  However, the payee may give written permission or a documented telephone call for someone else to pick up the check in their absence. Consignor checks are held ninety (90) days and voided after that time.  Lost checks will not be replaced.  Checks not cashed after one (1) year will be reclaimed by the FSTS.
15.
Stamped, self-addressed envelopes may be left with the Bookkeeper, so that subsequent checks may be mailed to the consignor.
16.
Consignors must understand that the FSTS is not responsible for theft or breakage of their items, and is under no obligation to pay for the items.  The FSTS is not responsible for consignors not being able to find their items in the store and will not be expected to help the consignors look for them if they are busy.  Staff will do their best locating items recorded in the “Lost” book.
17.
The consignor will not use the FSTS as their own personal business.
SECTION C:  Donations
1.
All consignment items not sold by the FSTS and or withdrawn by the consignor by the forfeit date are considered donations and become the property of the FSTS.
2.
Donations are accepted at any time.  Receipts for donated goods, for tax purposes, are available upon request.
3.
The Manager/Assistant Manager/Donations Supervisor has the right to refuse any donations.
4.
The Manager/Assistant Manager/Donations Supervisor has the right to dispose of donations as deemed necessary.
5.
Volunteers and paid staff who are interested in purchasing the donations must first request pricing of the items by the Assistant Manager/Donations Supervisor.  If the Assistant Manager/Donations Supervisor is interested in the item, the pricing must be done by the Manager or Bookkeeper.
6.
If more than one person wants the same item, then a drawing will be held by a neutral party.
SECTION D:  Safety
1.
Fire and physical safety inspections are conducted on the FSTS building as necessary.
2.
Fire extinguishers will be placed throughout the building, and visible signs will identify the location of the extinguishers.
3.
No smoking is permitted inside the building at any time or within fifty (50) feet of any door at any time in accordance with AR 600-63.

4.
The FSTS will comply with all required fire and safety guidelines.
SECTION E:  Proceeds
1.
The FSTS bank account is kept with a bank designated by the Hui O’ Wahine Governing Board.  A total of four (4) persons will have signing rights.  These may include the Manager, and/or Assistant Manager, and/or Bookkeeper, and/or Hui President and/ or the Hui Treasurer.  The persons occupying these positions must sign a signature card from the bank.  All checks require two (2) signatures.  The signatures of the outgoing personnel must be honored up to three (3) months from the date of issuance.
2.
Proceeds from all sales of the FSTS are placed in the checking account at the bank, and any cash on-hand, will be kept in the safe.  (This includes one hundred ($100.00) dollars petty cash, and the register drawer cash of two hundred ($200.00) for Register #1 and two hundred ($200.00) dollars for Register #2).
3.
Checks for payment due to consignors are prepared once a month.  Checks for operating expenses are prepared as needed and in accordance with the guidelines established in the FSTS budget. Consignor checks will be ready for distribution after the 10th of each month.
4.
Copies of the statement of current net worth, account balance, petty cash report, and reconciliation report are turned over to the Hui Governing Board during its monthly meeting (1 copy to the Hui Treasurer, 2 copies to the Hui Secretary, 1 copy to the Hui Advisors, 1 to the Thrift Shop Representative and 1 copy to the Hui President).
SECTION F:  Accounts
1.
The FSTS bookkeeping system will be audited annually or whenever there is a change of personnel in the Bookkeeper position.
2.
All money received is checked against the totals of consignment sale tickets, contract money, and withdrawal fees.  Funds are deposited daily, retaining a bank deposit receipt for attachment to the daily report.
3.
Consignment sales are posted on the computerized item list, with the date of the sale and the amount the item sold for.  A printed list will be available for the consignors to view, to see if, when and how much their items sold for in the FSTS.
4.
The Bookkeeper and/or Manager will pay all bills by check: all checks require two signatures.
5.
Net worth statements are prepared each month.  Statements should reflect the actual income and expenses of the FSTS.  One copy should remain in the permanent files at the FSTS for five (5) years.
6.
Bank reconciliation is prepared upon receipt of the monthly bank statement.
7.
Any check from profits of the FSTS sales will be deposited in the Hui Welfare Account on a monthly basis.
8.
The amount deposited to the Hui Welfare Account will be seventy (70%) of the profit until the FSTS has three months’ worth of expenses as its balance.  At that point, the Advisory Board may determine whether or not to change the amount of profit to deposit into the Hui Welfare Account.
IN WITNESS OF THE ABOVE CHARTER AND OPERATION OF THE FORT SHAFTER HUI O’ WAHINE THRIFT SHOP, WE, THE OFFICERS OF THE HUI O’ WAHINE FORT SHAFTER THRIFT SHOP ADVISORY BOARD, HEAREBY AFFIX OUR SIGNATURES IN APPROVAL ON THE ____ DAY OF __________, 2011 AT FORT SHAFTER, HAWAII.  WE HAVE READ AND UNDERSTAND THIS CHARTER AND AGREE TO FOLLOW THIS CHARTER TO ASSIST IN THE PROPER OPERATION OF THE FORT SHAFTER THRIFT SHOP.

_______________________________
___________________________​​​​​__​
President, Ft. Shafter Hui O’ Wahine
             Advisor/ Hui Thrift Shop Representative

_______________________________

Manager, FSTS
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