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I. Background of Organization
A. Mission Statement
To fulfill the dreams of critically and chronically ill children who are 3 through 18 years of age.
The Dream Factory, Inc. and its chapters grant dreams to children who meet the established
eligibility criteria without regard to race, color, creed, religion, sexual orientation or economic
status.
Core Values
In pursuit of our mission, we are committed to the following core values:
First and foremost: volunteerism!
 Dedication ~ We will do everything in our power to create a positive, memorable experience for
our dream recipients and their families.
 Responsibility ~ We are committed to being an ethical, fiscally and socially responsible allvolunteer organization
 Empathy ~ We place the medical and personal needs of our dream children and their families
above all else.
 Attention ~ We are attentive to the desires of our dream children, their families, our volunteers,
sponsors and donors.
 Mission-Driven ~ We will fulfill our mission of granting dreams for critically and chronically ill
children and are committed to working as a team with mutual respect.

B.

History
The Dream Factory was born in the mind of Charles Henault, a South Central Bell employee
stationed in Hopkinsville, Kentucky. The first chapter was established in that small western
Kentucky town in December 1980. With the help of friends and co-workers, the time and funds
needed to fulfill the first dream were provided and The Dream Factory was officially in operation.
Since that time, The Dream Factory has grown to a network of chapters nationwide, staffed
exclusively by thousands of caring, dedicated volunteers whose mission is to put a smile on the
face of a critically or chronically ill child. In 1989, the organization moved its operations to
Louisville, Kentucky and established its first National Headquarters. A National Director/CEO and
support staff are employed by the National Headquarters, which provides professional coordination
and management to the organization and its chapters.

The Internal Revenue Service has classified The Dream Factory, Inc. and its chapters as a 501(c)(3)
charitable organization. A copy of the classification document follows
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II. National Organization
A.

Purpose
The purpose of The Dream Factory, Inc., the National Board of Directors and the National
Headquarters located in Louisville, Kentucky is to serve as a focal point for the organization. With
the direction of the Board of Directors of The Dream Factory, Inc., the National Headquarters
provides management and education for Dream Factory chapters, promotes chapter development
and works with national corporations to develop positive working relationships.
The National Headquarters of The Dream Factory is managed by the National Director/CEO with
oversight by the Board of Directors of The Dream Factory, Inc.

B.

National Board of Director’s Responsibilities
The Board of Directors of The Dream Factory, Inc., the parent organization, is responsible for
providing direction and administrative oversight for the organization and its chapters nationally.
Annually, each chapter appoints an individual to serve as that group’s representative on the
National Board of Directors for a one-year term.
The following are the standing committees of the Board of Directors:
Executive
 Recommends policies and changes to the Board of Directors
 Transacts routine business between meetings of the Board of Directors and acts in
emergencies, as outlined in the By Laws of The Dream Factory, Inc.
Nominating
 Recommends Board candidates
 Oversees nomination of Board members
 Prepares slates for election of officers
Long Range Planning
 Provides direction in long range planning
 Sets goals for long range planning
 Oversees implementation of long range plan
Personnel
 Is composed of the Officers of the National Board of Directors
 Resolves issues brought before the Committee by or involving the National Director/CEO
 Performs annual evaluation of National Director/CEO and recommends compensation
Finance
 Responsible for review and oversight of the Corporation’s financial affairs.
 Prepares annual budget
 Assists Board and Staff in the review of financial policies and procedures, financial
forecasts, proposed budgets, actual variance analysis against budgets and appropriation
measures
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Marketing
 Develops and implements a marketing plan that identifies the needs of our target audiences
(dream recipients, volunteers, donors and general public) and how to meet those needs with
the assets of the organization.
Fundraising
 Responsible for overseeing the organization's overall fundraising and, in particular, the
fundraising done by the board. To accomplish this, its responsibilities are:
 To work with staff to establish a fundraising plan that incorporates a series of appropriate
vehicles, such as grants, special events, direct mail, etc.
 To work with fundraising staff in their efforts to raise money
 To monitor fundraising efforts to be sure that ethical practices are in place, that donors are
acknowledged appropriately, and that fundraising efforts are cost-effective.
IT/Website
Committee will undertake various initiatives to achieve the objectives identified below. Specific
activities of the committee will include but not be limited to:
 Identify and contract with appropriate third party services to update and enhance website
design and content
 Identify strategic initiatives for website
 Coordinate with other committees to post relevant information
 Review and analyze website statistics and provide a quarterly report to the Board
 Develop a priority listing of design and functionality enhancements
 Review and maintain website in conjunction with vendors and staff
Organizational Effectiveness
 Committee is charged with holding chapters accountable to established compliance criteria
and maintaining an efficient all-volunteer human resource base
 Establishing new and enhanced organizational structures by modifying the membership of
the organization or Board of Directors
 Increasing the size and scope of the organization in terms of th enumber of chapters, states
in which the organization operates and number of dreams granted annually.
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C.

National Headquarters Staffing
The National Headquarters is staffed by a National Director/CEO and a support staff as needed to
perform specific functions. Salaries and other expenses of the National Headquarters are paid
from chapter dues and specific fundraising efforts for the purpose of providing operating funds.
The duties of the National Headquarters staff are as follows:
National Director/CEO
 Directs and supervises National Headquarters and staff
 Establishes new chapters and promotes growth of existing chapters
 Coordinates meetings of the Board of Directors
 Serves as the organization’s principal spokesperson
 Oversees operations, provides coordination and supervision for local chapters
 Ensures regulatory compliance for National Headquarters and chapters
 Ensures chapter compliance with Bylaws and Standard Operating Procedures Manual.
 Full time, salaried position

Director of Program Services/ Web Support
 Coordinates travel for dream recipients through Travel Service
 Serves as a liaison between Dream Factory chapters and popular dream destinations
 Serves as The Dream Factory’s contact person for dream requests involving television,
media and sports celebrities.
 Maintains dream records
 Maintains website
 Full time, salaried position

Director of Administrative Services (Accountant)
 Responsible for all financial reports generated by National HQ
 Responsible for accounts payable and accounts receivable activity
 Responsible for communicating with chapters, auditor and national treasurer regarding the
annual audit and tax return
 Prepares and maintains all financial records
 Part-time salaried position

Director of Development and Marketing
 Creates new opportunities for national funding
 Promotes cause-related marketing on a national scale
 Researches potential grant opportunities for national headquarters and chapters; prepares
and submits grant applications
 Responsible for planned giving program
 Develops opportunities for internet fundraising
 Responsible for marketing and social media
 Full time salaried position
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Office Assistant
 Responds to requests from chapters
 Processes monthly reports from chapters
 Assists National Director as necessary
 Performs general office duties
 Part-time, hourly position
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II.

National Organization

D. Organizational Chart

The Dream Factory, Inc. Board of Directors

Executive Committee

National Headquarters

Local Chapters
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E.

National Board Meetings
The National Board of Directors of The Dream Factory meets as a full body on a quarterly basis. The
2 face to face meetings will be held in September (or at the time that the annual convention is held)
and six months later and will meet via conference call in June and December each year.
The National Board of Directors is composed of one representative from each chapter in good
standing. Each chapter, regardless of size, has one seat, and therefore one vote, on the Board of
Directors.
The Executive Committee of the Board of Directors of The Dream Factory, Inc. meets quarterly:
usually in March, June, September and December. Two of these meetings are generally held by
teleconference originating from Louisville, Kentucky and two immediately preceding the meetings of
the National Board of Directors.
The Dream Factory Board of Directors believes that organizations cannot function to the best of their
ability unless every member is educated, informed and committed to the future of the group.
To ensure that all chapters are aware of current policies, practices and procedures is a challenge in
any non-profit; it is especially difficult when dealing with an all-volunteer organization with chapters in
16 states.
Therefore, it is the policy of The Dream Factory, Inc. that each chapter must send an elected or
designated representative to one of the two regularly-scheduled face to face meetings of the Board of
Directors each year and have a representative on each of the conference calls. (Adopted by the Board of
Directors, March 2015)

F.

Annual Convention
In keeping with the philosophy that The Dream Factory, Inc. is a national organization consisting of
chapters each of which plays an integral role in the success of the organization as a whole, an Annual
Convention is held each year.

G. Regional Meetings
In order to provide ongoing communication and efficient coordination, the National Headquarters has
established five geographic regions. Chapters will be assigned to the regions according to their
location and may meet from time to time.
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H. Chapters by Region
Region I:

Bowling Green, Kentucky
Louisville, Kentucky

Lexington, Kentucky

Region II:

Clarksville, Tennessee
Memphis, Tennessee
San Antonio, TX
Iowa (Cedar Rapids)

Dyersburg, Tennessee
North Carolina (Greenville, NC)
Greater Kansas City
Nebraska (Lincoln)

Region III:

Central New York (Ithaca)
Rochester, New York
New Jersey (Newark)

Maine (York & Portland)
Brooklyn, NY

Region IV:

Audrain County, Missouri
Northwest Missouri (St. Joseph)
Central Illinois (Peoria)
St. Louis
Western Illinois (Quincy)

Central Missouri (Columbia)
Southeastern Missouri (Cape Girardeau)
Lake of the Ozarks
Sedalia

Region V:

Portland, Oregon
Utah

Arizona

I. Chapter Representatives to National Board
Each chapter of The Dream Factory, Inc. is entitled to one seat (one vote) on the National Board of
Directors. The individual holding this position will be duly elected/appointed by the chapter on an
annual basis and his/her name communicated to the National Headquarters. This representative
will be responsible for attending meetings of the Board of Directors of The Dream Factory, Inc. and
serving as his or her chapter’s representative to the Board. If the designated representative cannot
attend a board meeting, an alternate may be appointed to represent the chapter.

J. Chapter Relations
In an effort to provide administrative and financial support to chapters, the Dream Factory National
staff, Executive Committee or its representatives may attend chapter meetings at any time.
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III. Chapter Development
A. Establishing a Dream Factory Chapter
A Dream Factory chapter can be established in any community regardless of location or size as long as
there is no conflict with an existing chapter.
If you would like to extend the mission of The Dream Factory to your community and have identified an
individual who is willing to serve as the volunteer leader in your area, the following steps must be followed
in order to establish a new chapter:
Step 1

Contact The Dream Factory National Headquarters to inform the staff of the name of the
individual who would like to serve as the Area Coordinator, the individual who will organize
the chapter’s day-to-day operations as well as serve as the liaison between the chapter and
National Headquarters

Step 2

Begin to assemble a core group of volunteers to serve as the interim officers of the chapter.
Consideration should be given to including an attorney, an accountant, a physician or a
representative of the medical community.

Step 3

In consultation with the National Director/CEO, schedule a general organizational meeting in
your community to stimulate interest in the chapter and identify additional volunteers. From
among this group of volunteers, a Board of Directors should be selected. A typical Board of
Directors for Dream Factory chapters consists of 10 to 12 individuals.
The organizational meeting should serve as an opportunity to welcome volunteers to the
chapter, explain the purpose and goals of The Dream Factory and to establish the chapter’s
organizational structure. Interim officers and committee chairpersons should be selected
and their responsibilities explained. (Permanent officers and committee chairs should be
elected by the membership at a future meeting, preferably by the fourth monthly meeting of
the chapter.) A representative of National Headquarters must attend this meeting to answer
questions and provide direction.

Step 4

Establish the following:
 A local address and telephone number
(The local address and phone number must be ones that can be publicized so that
potential dream recipients, volunteers and donors can contact your chapter.)


An account in a local bank and a financial record keeping system for receipts and
expenditures for dreams, administrative expenses and chapter dues.
(A chapter bank account is required so that income and expenses can be clearly
identified as Dream Factory financial information by auditors, licensing bureaus and
government agencies.)



A listing of potential Board members and officers with addresses, telephone numbers
and business affiliations.
(Copies of up-to-date resumes of all chapter officers and Board members should be kept
on file. The names of all officers, Board members and volunteers who will have direct
contact with children and Dream Factory funds will be checked through a mandatory
background screening process to verify that none have been charged with or convicted
of crimes against children, inappropriate financial transactions or other crimes of moral
turpitude.)
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Step 5

Following your organizational meeting, complete the Chapter Contract which will be
provided to the Area Coordinator by the National Headquarters, and return it as soon as
possible. This document will authorize you to operate as a Dream Factory chapter within
the by-laws of our organization. When this signed Chapter Contract is received in the
National Headquarters office, a federal identification number and the appropriate state
licensing and regulatory documents as well as other pertinent information will be sent to you
to assist in your chapter’s development.

Step 6

Contact the local Chamber of Commerce, Better Business Bureau, news media, medical
community, foundations and civic and business organizations to establish recognition for the
chapter and to explain The Dream Factory purpose, mission and goals.

Step 7

Plan and conduct your chapter’s first event to raise the funds necessary to make your first
dream come true. (Suggestions include holding bake sales, aluminum can drives, 5Kruns or
walks, or asking fraternal, church and civic groups for contributions to fund your first dream.)

Step 8

Select the first child who will receive a dream from your chapter. A copy of the standardized
dream application is enclosed in this manual.

Step 9

Use the first dream as an opportunity to get television and newspaper coverage for your
chapter. This coverage should generate calls from interested volunteers and donors as well
as parents of children who may be eligible to receive a dream.
The importance of getting the media involved with your chapter from the start cannot be
over-emphasized. Actually, without the cooperation of your local television, radio and
newspaper personalities, starting your chapter will be much more difficult than if these folks
were included in your preliminary planning. Having the endorsement of your local media will
make it easier to attract volunteers, donors and eligible dream recipients as well as give
credibility to your efforts.
Serious efforts should be made to encourage representatives of your local media to become
involved in your chapter as Board members, volunteers, or community partners on whom
you will be able to depend for coverage of your dreams and special events.
Sample press releases are included in this handbook. Feel free to use them as guides to
create your own press releases. It is also perfectly acceptable to contact your local
media and ask for their preferred formats. This would be a good reason to meet with
representatives and introduce yourself and The Dream Factory.
Don’t be intimidated by a lack of experience in public speaking or news writing: our cause
speaks for itself. When local volunteers are trying to raise money in their own community for
a child who attends a local school, doors will open for you.
It has often been said that “it takes a village to raise a child.” It will also take that same
village to grant his dream, so let your local media do what they do best: make the
community aware that one of their own needs assistance. You will be pleasantly surprised
at the results if you are willing to put forth the effort!
After completing these steps, you’ve laid the groundwork for a successful plan to
make dreams come true in your community. Good luck and best wishes!
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III. Chapter Development
B. Duties and Responsibilities of Chapter Officers
The Area Coordinator will enlist the support of volunteers who are willing to serve as officers of the
newly formed chapter. The officers are responsible for managing the chapter and for providing
continuity of leadership. The duties of the chapter officers are as follows:
Area Coordinator
 Coordinates all activities of chapter
 Oversees administrative and financial record keeping
 Serves as chapter spokesperson
 Develops community and business relationships
 Serves as liaison to National Headquarters
 Ensures compliance with all Dream Factory procedures, policies, guidelines and directives are
followed by members of the chapter
 Executes annual chapter contract
Secretary
 Records minutes of chapter meetings and submits to National HQ
 Types and mails correspondence for Area Coordinator or committee chairpersons
 Acknowledges receipt of all donations and gifts
 Clips appropriate Dream Factory articles from local newspapers and mails them to the National
Headquarters
 In the absence of a Screening Chairperson, the Secretary sends all screening sheets and
dream reports to the National Headquarters
 Performs other administrative duties as necessary
Treasurer
 Maintains chapter checking account and ledger
 Reconciles chapter accounts on a regular basis
 Prepares checks and signs jointly with Area Coordinator or other designated officer if applicable
 Completes and mails Monthly Financial Report (Form VIII), copies of bank statements and a
check for chapter dues to the National Headquarters by the 15th day of each month for the
preceding month.
 Keeps bank signature cards up-to-date as officers change
 Maintains records and receipts for all chapter financial transactions
Additional officer positions, such as President, Vice President and Historian, may be elected at
the chapter’s discretion. It is suggested that these positions be given specific and clearly
defined duties and responsibilities.
It is the policy of The Dream Factory, Inc. that all chapters will nominate and elect officers to
serve terms beginning September 1st and ending August 31st to coincide with the corporate
fiscal year.
The election of these officers should be communicated to the National Headquarters no later
than September 15th of each year. Even if the names of the officers do not change, a statement
should be filed annually by September 15th.
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C. Financial Solvency Policy For Individuals Serving As Officers of The Dream Factory, Inc. and
its Chapters:
In order to execute and enforce the fiduciary responsibilities of the National Board of Directors of The
Dream Factory, Inc. and to eliminate the possibility of financial improprieties, it is the policy of The
Dream Factory, Inc. that no individual may serve as an officer of the national organization or of a
chapter who in the last 5 years has:



Had a petition in bankruptcy issued again them;
Has made a voluntary assignment in bankruptcy;

No individual may serve as an officer of the national organization or of a chapter who has ever
 Has been rendered a judgment against him/her in a claim based in whole or in part on fraud, theft,
deceit, misrepresentation, conspiracy, breach of trust, breach of fiduciary duty, illegal distributions
or failure to disclose material facts.
Prior to the installation of officers and members of the board of directors of Dream Factory chapters at
the commencement of the corporate fiscal year on September 1 st, each officer and/or individual
authorized to sign checks or who is issued a Dream Factory credit card must submit to The Dream
Factory National Headquarters an annual statement attesting to his/her financial solvency.
Failure to complete the required statement will result in the removal of the volunteer as an officer of
the organization and negate his/her authority to sign checks or hold a Dream Factory credit card. (See
form, page 81)

D. Duties and Responsibilities of Chapter Committees
The establishment of committees by a chapter is determined by the individual chapter’s needs. The
following committees and their duties represent the types of committees currently utilized by Dream
Factory chapters:
Executive
 Assists Area Coordinator in making policy decisions that affect local chapter
Finance
 Provides oversight for all financial matters and reports. Should consist of at least 3 members.
Fundraising (General)
 Organizes and conducts fundraising activities. (All volunteers should take an active role in
fundraising)
 Coordinates with other committees for support as needed
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Fundraising (Corporate)
 Establishes a working relationship with the business community to institute an annual giving
program.
 Communicates with local human resource departments or plant managers in an attempt to provide
employees with a payment deduction option or some other avenue of support.
Procurement
 Obtains goods and services from merchants or individuals at no cost to the chapter (if possible) that
are necessary to grant dreams, raise funds or conduct the daily business of the chapter.
Public Relations
 Coordinates with other committees to provide publicity as desired or needed
 Makes presentations to civic and other groups desiring information about The Dream Factory; other
volunteers may be called on to assist in this process
 Serves as a liaison with the local media
Screening & Selection
 Ensures that the child meets the age and illness criteria established by the National Board of
Directors and that the child has not received a dream from another organization
 Investigates all requests to ensure that the chapter is in a legal position to grant requests for travel
or dream items that may place the chapter in a situation of liability (such as swimming pools)
 Ensures that the chapter complies with National policies and procedures regarding dream requests
especially those for weapons and motorized vehicles
 Closely coordinates with family and the child’s physician to confirm information
 Determines if family agrees to publicity. If so, coordinates with Public Relations Committee
 Sends reports to National Headquarters upon completion of dreams

Travel
 If dreams require travel, arrangements are made by this committee, either utilizing the Travel
Service at the National Headquarters, local travel professionals or other resources.
Each committee formed by local chapters should, at the minimum, consist of a chairperson and
a co-chairperson or assistant to ensure continuity of leadership.

Standard Operating Procedures Revised: November 2017

18

E. Service Area
Because The Dream Factory is the only national wish-granting organization granting dreams to
chronically ill children as well as to critically ill children, most chapters receive dream requests from
families who do not reside in their geographical area. It is not unusual for chapters to receive dream
requests from hundreds of miles away.
Therefore, it is suggested that chapters identify a service area – generally a 50 mile radius –
and strictly adhere to this geographic boundary.
While The Dream Factory would like to grant dreams to as many children as possible, doing so
outside of a predetermined service area is not desirable for several reasons: (1) direct contact with
the child and family for purposes of screening and dream fulfillment is difficult if not impossible; (2) a
basic tenet of The Dream Factory is that funds are raised locally to grant dreams for local children;
(3) most chapters have a difficult time raising funds to grant the dreams of children residing in their
immediate area without extending the boundaries of the service area beyond the suggested 50 mile
radius.
In the case of states where there are multiple Dream Factory chapters, service areas will be
designated to ensure that fundraising and dream fulfillment activities of adjacent chapters do not
overlap. Generally, chapter service areas represent the geographic area of the community in which
the chapter is formed or in the case of large cities, the metropolitan area as determined by the
Standard Metropolitan Statistical Area.
It is important to remember that The Dream Factory’s mission is to make dreams come true: if an
eligible child is treated by a physician or in a hospital in the community in which a chapter is located,
and there is no wish-granting organization in proximity to his or her home, it is acceptable to exceed
the geographic boundaries normally employed by the chapter, though certainly not required.
The National Headquarters in conjunction with the affected Area Coordinators will resolve any conflicts
arising from chapter service area disagreements.
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IV. Chapter Administration
A. Fundraising
Raising the funds necessary to fulfill the dreams of critically or chronically ill children is a vital part of
each chapter’s responsibilities. However, securing the necessary funds and services for the fulfillment
of dreams must be coupled with a commitment to maintaining the reputation of The Dream Factory. It
is the goal of The Dream Factory, Inc. that 90 cents of each net fundraising dollar be used to grant
dreams for critically or chronically ill children.
B. Choosing a Fundraising Activity
The development of fundraising activities is the responsibility of each chapter’s Fundraising
Committee. The type of fundraising activity and its duration should reflect The Dream Factory’s
commitment to efficiency and quality. As a general rule, fundraising expenses should not exceed 20%
of the project’s revenue.
C. Using a Professional Fundraiser/Fundraising Ventures
It is the policy of The Dream Factory, Inc. that professional fundraising ventures are not to be
entered into, either with corporations or individuals, because of the disproportionate return to
the organization. Furthermore, utilizing the services of paid fundraisers requires special permission,
additional fees and the filing of special reports in the vast majority of states in which The Dream
Factory, Inc. is registered. Failure to obtain permission to engage the services of a professional
fundraising concern from the appropriate state governmental body jeopardizes The Dream Factory’s
registration in that and in other states, and is therefore strictly prohibited.
Telemarketing: It is the policy of The Dream Factory, Inc. that no chapter or any of its members,
representatives or agents will enter into contracts with telemarketing firms, allow the name of The
Dream Factory, Inc. to be used in telemarketing or engage in any way in the practice of telemarketing
using paid employees or volunteers.
D.

Special Events
Special events such as auctions, charity bingos, ball games and golf scrambles serve several
purposes: they raise funds for your chapter and they generate publicity for The Dream Factory which
could lead to new donors, new volunteers and new dream applicants.
Some special events are planned and sponsored by your chapter. Others are conducted by civic,
fraternal and special interest groups to benefit your chapter.
In either case, be sure to consider the following:
 Is a special permit needed for this event? (Example: a road block)
 Is a solicitation permit required by your city, county or state?
 Is it necessary for the chapter to purchase an insurance policy to cover volunteers, spectators and
participants in this event?
 Is the number of volunteers required to conduct this event excessive for the return the chapter
hopes to realize?
 Will the cost to produce this event exceed 20% of the anticipated revenue?
 Will this event enhance or harm The Dream Factory’s reputation in your community?
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Does the sponsoring agency hope to enhance its reputation by sponsoring this event for The
Dream Factory or are their intentions strictly to help The Dream Factory grant dreams for critically ill
children?
Will your chapter’s affiliation with the sponsoring agency be detrimental to The Dream Factory’s
reputation in your community?
Does this event have the potential to be an annual event or is it a one-time opportunity?
How many similar events are conducted in our community? There can be too many golf scrambles
or charity auctions for your chapter’s undertaking to be successful.
These factors, and others not listed above, should be taken into consideration before any event is
planned either by or on behalf of your chapter.
When the sponsor of the special event is not your chapter but is an individual or group hoping to
raise funds for The Dream Factory, the Special Event Proposal Form included in this manual
should be required prior to any commitment or agreement on your chapter’s part.

E.

Use of Name and Logo
The Dream Factory, Inc. name and logo are registered trademarks of The Dream
Factory, Inc. Appropriate notice of this registration is required whenever this name and
logo is used. Failure to use an approved registration notice may affect the outcome of
an infringement suit under the Federal Trademark Act. Use of The Dream Factory
name and/or logo by outside parties without written permission is prohibited.
Unauthorized use will result in legal action.
Chapter Area Coordinators may authorize the use of The Dream Factory, Inc. name
and/or logo and may rescind their approval at any time for any reason. Any action
resulting from unauthorized use of the name and/or logo must be communicated to the
National Headquarters immediately.
The logo (as it appears here) is registered to The Dream Factory, Inc. as a legal trademark and may
not be altered in any manner. The words “Dream Factory” are an integral part of the trademark and
may not be moved to the side or top nor can the words be combined into one line or removed entirely.

F. Contributions as Tax Deductions
Because The Dream Factory, Inc. is a tax-exempt 501(c)(3) non-profit organization, contributions
made directly to your chapter or our National Headquarters are tax-deductible. If, however, the
contribution takes the form of a discounted purchase of goods or services, the chapter’s actual cost
for the goods or services must be deducted by the donor before reporting to the IRS. The chapter
must be sure that any costs for goods or services is clearly communicated at the time of the
transaction or agreement.
The Ombudsman Tax Reconciliation Act of 1993 requires the charity to clearly state in
writing the fair market value of goods or services received from The Dream Factory.
For example, if your chapter is sponsoring an auction and selling tickets for $50/person, it must be
clearly stated on the ticket and in any advertising for the event that the fair market value of the
evening’s food, beverages and entertainment is estimated to be $35.00 and that the remainder of
the ticket price ($15) is a donation to The Dream Factory.
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A sample statement might read:
“The Dream Factory estimates the fair market value of your food, beverages and entertainment to
be $
. The remainder of the ticket price is a donation to our chapter. We do suggest,
however, that you consult a tax advisor regarding the deductibility of this donation.”
In cases where a donation is not associated with a special event or purchase from your chapter, a
statement in your thank you letter to the donor such as the following is appropriate:
“Because you received no goods or services in exchange for your contribution to The Dream
Factory, it is 100% deductible according to the Internal Revenue Service. We suggest that you
contact your tax advisor regarding the deductibility of this contribution.”

G. Financial Reporting
It is of the utmost importance that each chapter of The Dream Factory, Inc. keep clear and up-todate financial records and that a monthly statement of financial transactions be provided to the
National Headquarters. (Use Monthly Financial Report included in this SOP) Chapters are to
provide copies of all bank statements to the National Headquarters on a monthly basis. All other
documentation including receipts, expenditures, bank balances (checking and savings) and
investments are to be maintained by the local chapter. These documents must be made available
for inspection by the National Headquarters or authorized outside agencies.

H. Chapter Ledger and Check Register
The chapter ledger is to be used to record all receipts and expenditures. Upon receipt of
contributions, the name and address of the donor should be recorded in the ledger. If it is not
obvious whether the donor is an individual or a business, please specify. If the funds are a result
of a fundraiser, specify the type of fundraiser that was held.
An entry must be made in the ledger for each check written from a chapter account. This entry,
which will include the check number, date written, and to whom it was written, should be explained
in detail. For example, if a check is written to pay for T-shirts, specify whether they were
purchased for a fundraiser, purchased to be sold to members, or to be given away to recipients.
Each entry in the ledger should correspond with the check register and should be made in
chronological order. Other receipts and charges for checking fees, interest, dividends, etc. should
be noted in both the ledger and check register. Any errors or discrepancies must be reported to
the National Headquarters as soon as possible.
I. Monthly Financial Reports
The monthly financial report for each reporting period (one calendar month) must be postmarked
by the 15th of the following month. Copies of bank statements must be included with this report.
Included with the financial report should be completed dream reports, in-kind goods and services
reports and copies of news articles that appeared about your chapter.
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J. Chapter Dues
Each chapter of The Dream Factory, Inc. is responsible to pay, on a monthly basis, 10% of
all net income as chapter dues. This money is used to help offset the costs of operating the
National Headquarters including but not limited to travel expenses to set up new chapters and to
maintain communications with existing chapters, postage, printing, telephone charges, insurance,
salaries and office equipment.
K. Calculating Chapter Dues
As stated above, each chapter of The Dream Factory, Inc. is required to pay chapter dues
equivalent to 10% of all net income, including but not limited to donations, grants and interest
received on investments. Net fundraising is determined by subtracting fundraising expenses from
the gross monthly revenues of the chapter.
A Monthly Financial Report form is provided to each chapter. This form is to be used to calculate
and report chapter’s income, expenses and beginning and ending cash balances to the National
Headquarters.
Chapters should note that according to the IRS, expenses for special events that are deductible
are only those that are directly received by participants. For example, the cost of lunch, greens
fees or prizes for golfers are deductible expenses. The cost of advertising, mailings, printing and
postage are not allowable deductions.
L. Chapter Operating Expenses
A small percentage of a chapter’s total revenue may be used to offset daily operating expenses of
the chapter. Operating expenses include costs that are not directly related to a fundraising effort,
e.g. printing of letterhead used for general correspondence, normal telephone costs, etc. These
expenses are to be reported to the National Headquarters on the Monthly Financial Report.
Expenditures for activities for dream children such as dream parties and holiday celebrations, or for
the purchase of T-shirts or other items, should be listed on the monthly financial report as “program
service” costs in the category formerly listed as “dream costs.” While it is important that no creative
accounting take place, any costs that are directly incurred in order to grant a dream or deliver
services to dream recipients should be listed as “program services.”
The Dream Factory strives to designate 90% of net revenue to program services.
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M. Chapter Staffing
It is the policy of The Dream Factory, Inc. that there are no paid staff members at the chapter level,
regardless of the size of the chapter.

N. Loans to Chapters
Dream Factory chapters experiencing financial problems resulting from fundraising failure or
increased requests for dreams may be eligible for short-term loans from the National Headquarters
to fulfill dreams. These loans will not exceed $2,000 and will be repayable, without interest, within
twelve months. Chapters should contact the National Headquarters at least four weeks in advance
of the dream fulfillment to inquire about the possibility of a short-term loan.

O. Reporting Dreams
By the stated due date each month, a completed dream report must be submitted by each chapter
to National Headquarters. Even if no dreams were completed the preceding month, a report
should be filed indicating the same so that Headquarters personnel know that the report was not
omitted. It is important that all details of the dream (total cost, dates, etc.) be included on the
completed dreams report and submitted to the National Headquarters for inclusion in the
permanent dream file. (Sample form included in this Manual.)
Chapters of The Dream Factory, Inc. must complete a minimum of three dreams per year after
their initial year of operation. Failure to do so could result in the revocation of the chapter’s charter.
It is necessary for National Headquarters to have an accurate total of the number of dreams
completed by each chapter and the organization for each fiscal year to report to licensing and
regulatory agencies.
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P. Dream Fulfillment Guidelines
The fulfillment of dreams by chapters of The Dream Factory, Inc. must adhere to the following
guidelines:
1. Dreams are granted for children 3 through 18 years of age. In the case of a severe mental
disability, children with a cognitive age of less than three years are not eligible.
2. The child must be diagnosed with a critical or chronic illness. The Board of Directors of the
organization voted in March 2008 to adopt the following policy regarding ineligibility
with a revision to the policy in September 2014:
To receive a dream, a child must be diagnosed with a critical or chronic medical condition; and
be between the ages of 3 through 18 with a cognitive age of 3 years.
If a dream is approved for an 18-year old applicant, it must be completed prior to the 19th
birthday.
The basic assumption is that the qualifying illness is physical, not mental or emotional and that
any condition causing a handicap is not self-inflicted. In each illness there should be a clear
quality of life issue that is present and verifiable by the child’s attending physician.
The following list is meant to be used as a general rule of thumb of illnesses/ conditions that
when present alone and uncomplicated would not be considered as an approved medical
condition.
Each chapter has the autonomy to grant dreams for the below conditions except for mental
illness when a majority of its board members deem that there is a quality of life issue or
additional illnesses/ conditions are present in conjunction with the primary condition. Each
chapter should notify the National Headquarters of their decision and justification for granting
the exception.

List of illnesses that when present alone or in an uncomplicated state would be
ineligible for the granting of a dream:
--Cardiac: PDA (patent ductus arteriosis) , ASD (atrial septal defect), VSD (ventricular
septal defect - unless surgical or associated with more significant illness), SVT
(supraventricular tachycardia).
--Endocrine: Diabetes (type 2), Thyroid and parathyroid disease, hypoglycemia, precocious
puberty.
--Mental Illness: Decreased IQ lower than mental age of three, Autism, depression, anxiety,
bipolar, ADD (attention deficit disorder), ADHD (attention deficit hyperactivity disorder),
behavioral issues, TIC disorders
--Metabolic: IQ less than mental age of three
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--GI-- Nutritional deficiencies (iron deficient anemia), rickets, vitamin deficiencies, food
allergies, GERD (gastroesophageal reflux disease) , functional IBS (Irritable Bowel Syndrome) ,
hernias, hydrocoeles, hypospadius.
--Hematologic-- Iron based anemia, ITP (idiopathic thrombocytopenia), uncomplicated sickle
cell
--Pulmonary-- Uncomplicated asthma
--GU-- VU (vesicoureteroreflux) reflux
--Genetics-- Uncomplicated Down syndrome, craniosynostosis, Celiac Disease
--Neurological-- Seizure (unless severe), headache, Tourette syndrome
--Injury
--Congenital-- Pectus (unless surgical), amniotic band syndrome.
--Infectious disease-- None unless sequelae are significant/severe
--Other—obesity, bulimia, anorexia
3. The screening process should include direct contact with the child, the child’s doctor and the
child’s parents or guardians.
4. The Dream Factory’s goal is to grant dreams. (The articles of incorporation state that the
purpose of the organization is to “provide recreational activities for children.”) Items such as
medical equipment and services or financial assistance are provided by many social service
agencies. Therefore, The Dream Factory will refrain from providing funds for these purposes.
If, however, a child’s dream is in conflict with this policy and the chapter’s Board of Directors
feel that extenuating circumstances exist and the dream should be considered, the Area
Coordinator should contact the National Director/CEO for a final determination.
5. The Board of Directors of The Dream Factory, Inc. has established a national maximum
expenditure of $6000.00 per dream. If the cost of a dream is to exceed this amount, a vote of
the general membership OR the Board of Directors of the chapter must be held and this action
communicated to the National Headquarters prior to dream fulfillment.
6. Whenever possible, the fulfillment of dreams should include the children’s immediate families.
(The immediate family is defined as mother, father, sisters and brothers under the age of 18
years living in the same household.) Additional family members including siblings over 18
years, grandparents, step-parents, step-brothers and step-sisters may be included at the
discretion of the local chapter.
7. Only one dream may be provided per child. If a child has received a dream from another
wish-granting organization, he or she is not eligible to receive a dream from The Dream
Factory. A fraud policy was adopted by the Board of Directors in September 2010 in an
attempt to strengthen the Dream Factory’s legal position when enforcing this criterion.
8. Spending money will be provided to families taking trips. It is the policy of The Dream Factory,
Inc. that all chapters shall give families the same amount of spending money for trips to Give
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Kids the World (7 days, 6 nights). The amount of money is $50 per person per day including
travel days. Infants up to the age of 1 year should not be given money. Families who drive to
Give Kids the World will receive additional funds for gas, lodging and food while traveling to and
from Give Kids the World. This policy will be visited yearly or as deemed necessary. An
additional allowance for checked baggage (round trip) should be considered by the chapter if
funds are available.
For all other trips, the suggested minimum amount is $175/person per week but chapters have
the option of adjusting this amount according to the chapter’s or the family’s circumstances, the
dream location, or the expressed components of the dream trip.
9. Merchandise provided to a child in fulfillment of a dream is warranted by the manufacturer. The
Dream Factory, Inc. is not to be held liable for damage from misuse of the merchandise after
delivery. The original receipt must be retained by the chapter as part of their official records.
Copies of receipts may be provided to families upon request.
10. Any child with a dream request who is the child, grandchild or step-child of any director, or
related in any degree closer than a second cousin, the dream request will be forwarded to the
national headquarters for consideration and approval. If approved, all proposed expenses
incurred by the local chapter must be approved by the national office prior to granting the
dream.
11. Requests for cash, motorized vehicles or weapons of any type are strictly prohibited.
12. The Dream Factory, Inc. and its chapters grant dreams to children who meet the criteria listed
above without regard to race, color, creed, religion, sexual orientation or economic status.
These national policies were established by the Board of Directors of the Dream Factory, Inc. at a
meeting held on March 11,2000 and revised on September 18, 2004. The policy for ineligible
illnesses/conditions was adopted in March 8, 2009. The policy for granting dreams for board family
members was adopted September 30, 2017.
Additional Considerations:
Because the Dream Factory’s mission statement is to grant dreams for critically and chronically ill
children, ages 3 through 18, additional considerations were adopted by the Board of Directors in
September 2011.
In order for Dream Factory funds to be expended on a child in order to grant his or her dream, the
child must have a cognitive age of 3 – 18 years, have a critical or chronic illness as certified by an
MD or DO; cannot have had a dream from another organization; and must be able to communicate
the dream request to a Dream Factory volunteer. Effective September 25th, the following additional
criteria must be met:
Children are defined as:
*Relying on an adult for care, living and sustenance
*Not married or living with significant other
* Are legal dependents of a parent or guardian
* The dream must take place with a parent or guardian
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IV. Chapter Administration
Q. Revoking or Suspending a Chapter’s Charter
The Board of Directors of The Dream Factory, Inc. may, with a majority vote of its membership,
revoke or suspend the charter of any Dream Factory chapter for the following reasons:
1. Participation in any illegal or unethical practices in fulfillment of chapter responsibilities.
2. Failure to provide accurate and up-to-date reports to the National Headquarters.
3. Persistent failure to adhere to policies, procedures and guidelines.
4. Failure to pay chapter dues.
5. Improper management of financial and/or administrative resources.
6. Failure to complete a minimum of three dreams per year
7. Other reasons determined serious enough to warrant action by the Board of Directors
The following review procedures will be utilized in determining the final outcome of a Chapter’s
charter revocation or suspension action:
1. Upon receiving a report of compliance failure from the National Director/CEO, The Board of
Directors of The Dream Factory, Inc. will establish an Ad Hoc Review Committee to investigate
a resolution to the situation. The Committee will communicate in writing with the chapter,
explaining the concerns of the Board of Directors, and will, if necessary, require the Area
Coordinator of the chapter in question to explain why actions necessary to resolve the conflict
have not been taken.
2. If a resolution is not found, the chapter in question will be given thirty days to adhere to all
Dream Factory guidelines and procedures.
3. If the chapter refuses to comply within the thirty-day period, the Board of Directors of The
Dream Factory, Inc. will, to the degree necessary to keep the chapter functional, pursue one or
more of the following steps:
a.
b.
c.
d.
e.

Resignation or removal of the Area Coordinator
Resignation or removal of the local Board of Directors/membership
Reorganization of the chapter
Suspension or dissolution of the chapter’s Charter
Confiscation of all assets accumulated on behalf of The Dream Factory, Inc.
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R. Publicity
Each chapter should appoint a Public Relations Committee that will have the responsibility of
promoting the mission and local activities of The Dream Factory, Inc.
The Public Relations Committee will be responsible for the promotion of chapter activities (i.e.
dream fulfillment, fundraisers, special events, etc.) and for maintaining ongoing relationships with
local media.
The release of information pertaining to dreams will be a joint decision of the Area Coordinator and
the child’s parents or guardians. If for any reason a parent or the child’s physician requests that no
publicity be sought for a dream, the chapter will abide by that request. It is important, however,
that every attempt be made to gain publicity for our organization’s efforts. This publicity should be
handled with sensitivity and with a full understanding of the impact on the child and his or her
family and The Dream Factory, Inc. If the parents or guardians agreed to publicity, the Information
Release Form must be completed and signed by the parents or guardians.
S. Legal Contracts
It is the policy of The Dream Factory, Inc. that all legal contracts entered into by either National
Headquarters or individual chapters with duration of over twelve (12) months or involving amounts
over $5000 must be approved prior to acceptance by the National Board of Directors of The Dream
Factory, Inc.
No contract of any duration shall be entered into which is inconsistent with or violates terms of any
existing contracts.

T. Chapter Meetings and Intra-Chapter Communication
Each chapter should establish a plan for providing communications to its volunteers. A website
that is kept up to date, weekly emails or a chapter newsletter published and distributed to all
chapter volunteers at least quarterly are examples of appropriate methods of communications.
It is the policy of The Dream Factory, Inc. that in order for a chapter to be in good standing, regular
monthly meetings of the board of directors and/or volunteers must be held. The purpose of
these meetings is to approve dream applications, plan and coordinate all chapter activities
including the arrangements for and completion of dreams, events and fundraising activities; the
timely preparation of all mandatory chapter reports; and the examination and discussion of all
financial activities and transactions of the chapter since the previous meeting.
With the exception of meetings cancelled or rescheduled because of inclement weather or other
serious reasons, the time, date and location of these meetings must be communicated to the
membership no less than 72 hours prior to the meeting.
When a majority of the membership agrees that a meeting will be cancelled or replaced with
another function (such as during the holiday season), this decision must be documented and
reported to The Dream Factory national headquarters in lieu of minutes of the cancelled meeting.
It is necessary for a majority of the members of the chapter to be in attendance in order to conduct
business including but not limited to the approval of dream requests, financial transactions , special
events and fundraising activities. If a quorum is not present, a vote to approve necessary actions
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can be conducted by email or other documented means if this practice is agreeable to a majority of
the members of the chapter. The results of this vote should be reported to the membership and
ratified at the next meeting.
Single member chapters are required to document the expenditure of funds by providing to
National Headquarters a written statement of the cost of dreams as well as complete explanations
of any funds expended on behalf of the chapter.

U. Inter-Chapter Communication
It is vital that communication between Dream Factory chapters be maintained so that, when
possible, information and services can be shared to obtain efficiencies of scale. For example, if it
is known that there is a need for several computers, savings may be achieved by combining our
orders. The National Headquarters serves as a focal point for this kind of information.
Additionally, sharing information between chapters can result in increased morale, new ideas for
fundraising and a feeling of commitment to the overall mission of The Dream Factory, Inc.
Towards this end, National Headquarters provides an email address for each chapter as well as a
website, and a chapter to chapter newsletter (chapternews@dreamfactoryinc.org) is published by
members of the Mentoring Committee in order to share information.
A one-page electronic newsletter is e-mailed to each chapter monthly by the National Director.
“What We’re Working On at HQ“ intended to be a quick glance at current projects, issues and
events that have an impact on the organization.

V. Chapter Disbursements Unrelated to Dreams
No chapter funds may be disbursed other than for the purpose of program services and providing
specific dreams or to offset administrative expenses of operating a chapter. Grants, gifts, loans or
payments to other non-profit organizations, corporations, foundations and/or individuals are
prohibited without the approval of the Board of Directors of The Dream Factory, Inc. Requests for
approval must be made to The Dream Factory, Inc. National Headquarters no later than thirty days
prior to anticipated disbursement.
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W. Sexual Harassment Policy
The Dream Factory has a policy of nondiscrimination on the basis of gender, race, national origin, veteran status, age,
disability, sexual orientation, religion, or any other status or characteristic protected by local, state, or Federal law, which
includes the protection of employees and applicants against acts of any type of harassment. Sexual harassment will not be
tolerated by The Dream Factory. Such behavior includes, but is not limited to:


Making unwelcome sexual advances and/or requests for sexual favors or other verbal or physical conduct of a sexual
nature as a condition of employment (quid pro quo).



Submission to or rejection of such conduct as the basis for employment decisions affecting an employee.



Creating an intimidating, hostile, or offensive working environment by such conduct.



Sexual harassment refers to behavior that is not welcome, that is personally offensive, that fails to respect the rights of
others, that lowers morale, and that interferes with work effectiveness.



Demanding sexual favors.



Verbalizing sexual innuendoes, suggestive comments, and jokes of a sexual nature, sexual propositions, and/or
threats.



Displaying sexually suggestive objects, making graphic commentaries, making suggestive or insulting sounds, leering,
whistling, or making obscene gestures.



Any unwanted physical contact.

Sexual harassment may be subtle or obvious. Whatever form it takes, sexual harassment can be insulting and demeaning,
and will not be tolerated. Anyone observing sexual harassment or being a victim of harassment by a supervisor, management
official, fellow employee, volunteer, client, vendor or any other person in connection with your employment or volunteer service
at The Dream Factory must report the incident to the National Director/CEO or another management employee immediately.
Complaints will be kept as confidential as possible, consistent with the need to investigate.
Reported incidents will be thoroughly investigated to ensure that a factual determination can take place. Discipline regarding
sexual harassment will be determined by the seriousness of the incident; however, no incident will be taken lightly. Discipline
may be administered up to and including termination. No employee will be punished or suffer any adverse employment action
as a result of bringing any good faith harassment complaint to The Dream Factory’s attention.

OTHER FORMS OF HARASSMENT
It is the policy of The Dream Factory that all employment and volunteer relationships shall be conducted in an environment that
is not hostile or offensive. Harassment based on an individual’s age, race, creed, color, religion, national origin, sex, sexual
orientation, disability, veteran status, marital status, or any other basis prohibited by applicable local, state, or Federal law will
not be tolerated at The Dream Factory.
Other areas of harassment include, but are not limited to:
Verbal harassment, such as making a joke or comment that refers to a certain ethnic group, race, sex, nationality, age,
disability, sexual preference, religion or belief, epithets, derogatory comments, vulgar or profane words and expressions, slurs
and/or threats.
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X.

Religious and Political Activities
It is the policy of The Dream Factory; Inc. that religious or political activity by individuals or chapters
is prohibited while acting on behalf of The Dream Factory, Inc. This policy includes but is not
limited to distributing literature or books, promoting a specific belief or ideal, or otherwise engaging
in rhetoric or any activities that can be classified as other than secular. Copies can be obtained by
contacting National Headquarters.

Y. Licensing & Audit Costs
In order to equitably divide the costs of annual registration and solicitation licensure in the states in
which The Dream Factory operates, as well as the cost incurred to commission an annual financial
audit; in March 2001 the Board of Directors established a formula for assessing these costs to
active chapters.
Cost of Audit + Cost of Annual Licensure divided by the percentage of the organization’s total
income realized by the chapter = assessment
For example: $10,000 + $5,000 divided by 14% (if the chapter in question was responsible
for raising 14% of the total income reported to the IRS) = $2100.00
The cost of the annual audit is delineated in the financial report distributed to all chapters as is the
amount spent the previous year to register the organization. The percentage of total income
attributed to each chapter is calculated by Headquarters staff based on the information supplied in
the monthly financial reports.
If a chapter commissions an independent audit, it will not be assessed a portion of the cost of the
group audit, but will be responsible for a share of the licensing costs based on the abovementioned
formula.
Z. Director’s and Officer’s Liability and Cyber Insurance
It is the policy of The Dream Factory that all chapters must carry both Director’s and Officer’s
Liability and Cyber Insurance. Annually, National Headquarters will acquire a group policy, the
cost of which is shared equally by the chapters.
Alternatively, chapters may choose to purchase their own policies locally. In this case, a copy of
the policy (including declarations page) must be provided to National Headquarters no later than
July 18th of the policy year and must provide coverage of no less than $1,000,000.
Notice of intent to purchase a separate policy must be given to National Headquarters no later than
May 15th of the policy year. If a separate policy is purchased, the chapter will not be assessed a
portion of the cost of the group policy.
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AA. Fines for Past Due Reports, Dues Payments and Invoices
Effective October 1, 2017 the new fine structure will be based on the fiscal year and will restart
each year. The fines are for minutes, reports and dues that are not received by the 15th of the
month following. If all paperwork is not received in the HQ office by 30 days from this deadline, a
fine will be assessed accordingly. These fines will also apply to the receipt of chapter contracts,
board of director’s lists and financial solvency forms for officers that must be receive at National
Headquarters by September 30th.
1st offense $100 fine or 1.5% of total assets whichever is less
2nd offense $250 fine or 2.0% of total assets whichever is less
3rd offense $500 fine or 2.5% of total assets whichever is less
All invoices are due within 45 days of issue date or a $25 late fee will be assessed. An additional
$25 late fee will be assessed every 30 days.

BB. Policy for Screening Dream Factory Volunteers
It is the policy of The Dream Factory, Inc. that all paid staff, members of the National Executive
Committee, Chapter Board Members and most volunteers must be screened by a firm approved by
The Dream Factory prior to their involvement in organizational activities. As approved by the
Board of Directors in September 2010, this screening must be repeated every three years.
This background check must include a criminal felony and misdemeanor search in all of the
counties in which the individual has lived during the last seven years as well as a national sex
offender registry search. A criminal search on the federal level will also be required in all of the
states in which the individual has lived in the last seven years. Copies of the written results of this
search will be kept on file by at the National Headquarters indefinitely and treated with the same
level of confidentiality as any legal document. All background checks will be commissioned by
National Headquarters and the results reported to the National Director/CEO or his/her designee.
If criminal activity is revealed during the background check of a potential volunteer, the National
Director/CEO, in consultation with the Board of Directors President, will make the final decision
regarding the status of the candidate. The appropriate area coordinator will be notified of the
background check findings and decision as soon as possible. The appropriate chapter has the
right to appeal the decision of the National Director/CEO. Any convictions for crimes against
children or sexual offenses automatically eliminate an individual from consideration as a
volunteer in any capacity.
The cost of this background search will be paid by either the local chapter or the individual
volunteer, depending on the decision of the local chapter’s Board of Directors.
Consent must be given using the form provided by the firm retained by the National Headquarters.

Standard Operating Procedures Revised: November 2017

33

CC. Employee and Volunteer Protection (Whistleblower) Policy
If any employee or volunteer of The Dream Factory, Inc. believes that some policy, practice or
activity is in violation of the law, a written complaint must be filed by that individual with the National
Director/CEO or the President of the Board of Directors.
It is the intent of The Dream Factory, Inc. to adhere to all laws and regulations that apply to this
organization. The purpose of this policy is to document The Dream Factory’s goal of legal
compliance. The support of all employees and volunteers is necessary to achieve compliance with
various state and federal laws and regulations.
Employees and volunteers are protected from retaliation only if the individuals bring the alleged
unlawful activity, policy or practice to the attention of The Dream Factory, Inc. and provide The
Dream Factory, Inc. with a reasonable opportunity to investigate and correct the alleged unlawful
activity. The protection described below is only available to individuals who comply with this
requirement.
The Dream Factory, Inc. will not retaliate against an employee or volunteer who in good faith has
made a protest or raised a complaint against some practice of The Dream Factory, Inc., or of
another individual or entity with whom The Dream Factory, Inc. has a business relationship, on the
basis of a reasonable belief that the practice is in violation of the law, or a clear mandate of public
policy.
The Dream Factory, Inc. will not retaliate against employees or volunteers who disclose or threaten
to disclose to a supervisor or a public body any activity, policy or practice of The Dream Factory
that the employee reasonably believes is in violation of a law, or a rule or regulation mandated
pursuant to the law or is in violation of a clear mandate of public policy concerning the health,
safety, welfare or protection of the environment.
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DD . Record Retention Policy
It is the policy of The Dream Factory, Inc. that the records of all chapters and National Headquarters be
retained according to the scheduled below (offered by the Kentucky Society of CPAs.):
 Accident reports and claims (settled)
7 years
 Audit reports, after liquidation of entity
7 years
 Background Checks for Volunteers & Staff
Indefinitely
 Bank statements and deposit slips
6 years
 Board minutes
Indefinitely
 Bylaws
Indefinitely
 Business licenses
Indefinitely
 Canceled checks
3 years
 Capital asset records (tax life of the asset plus
3 years)
 Chart of accounts
Indefinitely
 Contracts/leases (after liquidation of entity)
7 years
 Corporate stock records (after liquidation of entity)
7 years
 Depreciation schedules (tax life of asset plus
3 years)
 Dream applications (consecutively numbered)
Indefinitely
 Dream reports (costs, completion, details)
Indefinitely
 Employee expense reports
6 years
 Employee payroll records
3 years
 Employee files (ex-employees)
7 years
 Fixed asset purchases (after liquidation of entity)
7 years
 Financial statements (after liquidation of entity) 7 years
 General ledger (after liquidation of entity)
7 years
 Insurance policies, including expired
7 years(after liquidation of
entity)
 Inventory records
3 years
 Loan documents, notes
Indefinitely
 Other expense records
3 years
 Paid vendor invoices
3 years
 Real estate records
7 years(after liquidation of
entity)
 Sales records
6 years
 Tax and legal correspondence
7 years(after liquidation of
entity)
 Tax return copies
7 years
 Worker’s compensation documents
11 years
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EE. Standardized Format for Minutes:
It is the policy of The Dream Factory, Inc. that all chapters conform to the standardized format for
minutes (below) and include specific mention of the assets held (Treasurer’s Report) within the context
of each set of minutes.
Type of Meeting (For Example: Board of Directors)
Time of Meeting
Day and Date
Location

I.

Call to Order (Time and Who Presided)

II.

Members Present (First and Last Names)
a. Members Absent
b. Guests Present (First and Last Names; reason for attending should appear when they
are entered into the minutes, i. e. in the New Business section, John Doe, City
Councilman, presented a check to the chapter for $$$$$)

III.

Review of Previous Minutes (A motion should be made to accept minutes; changes, if
any should be noted, and result of vote indicated.)

IV.

Committee Reports:
a. Dreams (Child’s first and last name, illness, dream request, and decision regarding
application should be noted in minutes.)
b. Fundraising (Who, what, when, where and why of events should be noted.)
c. Finance (Financial report should be approved by members of board and attached as
part of the minutes.)
d. Volunteers or other committees (Any information that should be made part of the
chapter’s records or available for future use or documentation)

V.

Old Business (Any items or discussions which were discussed previously)

VI.

New Business (New items or discussionS that should be documented.)

VII.

Other

VIII.

Adjournment (Time and by whom)

(One-time announcements, details of next meeting, etc.)

Minutes submitted by:
Name and title
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FF. Credit Cards:
It is the policy of The Dream Factory, Inc. that chapters strictly limit the number of active credit cards
held by their chapters; that distribution be made only to individuals with demonstrated need for these
cards; and that a limit be established for the maximum amount an individual can purchase. The
number and type of cards, the credit limit, the names of the holders of these cards and the maximum
purchase limit per individual should be recorded in the minutes of a Board of Directors’ meeting of the
chapter and reviewed and updated annually.
GG. Purchasing Approval:
It is the policy of The Dream Factory, Inc. that all chapters document in their minutes on an annual
basis a list of the names of the individuals authorized to receive funds and approve expenditures
on behalf of the chapter.
HH. Signatures on Checks/ATM Cards
It is the policy of The Dream Factory, Inc. that all chapters require a minimum of two signatures on
checks written from chapter accounts and that a list of these accounts and authorized signatures
be recorded in the minutes of a Board of Directors’ meeting of the chapter and reviewed and updated
annually.
In March 2012, the following additional resolutions were added regarding checking accounts:
 Two signatures of nonrelated individuals are required on all checks issued by Dream Factory
chapters
 No ATM withdrawal are permitted
 Authorized signers are not to sign blank checks
 A copy of every bank resolutions for each chapter must be forwarded to National Headquarters
to verify that the two signature and no ATM withdrawals requirements are documented.

II. Legal Issues:
To complete the federally-mandated annual audit of our organization, the National Director/CEO is
required to submit documentation of any legal or potential legal action against The Dream Factory and
its subordinates (chapters).
Therefore, it is the policy of The Dream Factory, Inc. that any communications received by chapters
from attorneys or other individuals that have the potential to result in legal action against the
organization must be communicated to the National Director/CEO immediately.
Copies of written communications or a synopsis of telephone conversations must be provided to
National Headquarters as part of this reporting process.
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JJ. National Meeting Attendance:
Organizations cannot function to the best of their abilities unless every member is educated, informed
and committed to the future of the group.
To ensure that everyone is aware of current policies, practices and procedures is a challenge in any
non-profit; it is especially difficult when dealing with an all-volunteer organization with chapters in 20
states.
Therefore, it is the policy of The Dream Factory, Inc. that each chapter must send an elected or
designated representative to one of the two regularly-scheduled face to face meetings of the Board of
Directors each year and have a representative present on the 2 conference calls. (As mandated by
the bylaws of The Dream Factory, a national convention is held in September and a mid-year meeting
in March/April of each year.)
Chapters with insufficient funds to support the cost of attending a meeting must contact the National
Director/CEO to discuss options for continued involvement or risk jeopardizing their active chapter status.
When a chapter sends representation to a national meeting or convention, funds from the chapter may be
used at the discretion of the membership. All expenses and number of representatives will be voted on at
a chapter meeting and documented in the meeting minutes. Funds raised by Dream Factory chapters
may not be used to pay the travel expenses of individuals who are not active members of the
chapter. This includes family members of active volunteers. In special situations, funds can be used for
non-active volunteers with the approval of the National Director/CEO of the Dream Factory.

KK. Crisis Management Plan:
Purpose: the purpose of this plan is to effectively manage communications through a formal, clearly
defined channel in order to minimize serious negative ramifications to The Dream Factory and to
maintain its reputation as a responsible, ethical not-for-profit organization.
Definition: A crisis is any situation that threatens the integrity or reputation of The Dream Factory.
Examples of Situations/Events/Incidents covered by this policy:
 Theft
 Child Abuse
 Accident or Injury at Dream Factory Events or during the dream-granting process
 Accident or Injury involving dream item (such as swimming pool, animal, recreational
equipment)
 Missing Person/Child abandonment
 Inquiries from attorneys or law enforcement agencies
 Unauthorized procedures, misuse of confidential information, errors of judgment, human error,
inadequate standard operating procedures, inadequate supervision
 It can also be a situation where in the eyes of the media or general public, The Dream Factory
did not react to one of the above situations in an appropriate manner
 This policy does not extend to routine interviews conducted during scheduled chapter
fundraising or special events or the granting of dreams.
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Crisis Management Policy:
1. All incidents should be reported to the chapter’s Area Coordinator immediately, who will notify the
National Director/CEO after gathering all of the facts.
2. The National Director/CEO is the chief spokesperson for the organization for the situations
addressed above. The National President is the backup spokesperson. These individuals are the
only representatives of the Dream Factory authorized to release information to the media and to the
public in a crisis situation. All other staff, board and chapter members should be professional and
helpful to the media by directing them to the designated spokespeople, but will neither speak to the
media nor provide any information.
3. The National Director/CEO will notify the President of the Board of Directors of any crisis situation.
Together, they will decide the necessary steps to respond to the crisis. Possible considerations
include the involvement of legal counsel and/or the Executive Committee, an alternative spokesman,
or travel to the site of the occurrence prior to issuing a response.
4. In the event of a crisis, The National Director will initiate a phone tree for staff; the National
President will notify appropriate members of the Executive Committee. Constant communication by
phone will be maintained with the area coordinator of the chapter involved in the situation. As soon as
practical following the incident, an email will be sent to all members of the Board of Directors.
5. If the National Director/CEO and National President determine that an immediate verbal response
to questions from the media is necessary or appropriate, a written statement will also be prepared and
distributed to local media with the assistance of the area coordinator, HQ staff and the local board of
directors.
6. All pertinent information regarding the handling of the crisis will be documented and retained at
National Headquarters.
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The Dream Factory, Inc.
Crisis Communication Phone Tree
In the event that a situation warrants the immediate notification of all chapters in good standing of The
Dream Factory, Inc. of a serious incident (as determined by the President of the Board of Directors and/or the
National Director/CEO) this chart illustrates the HQ staff members and national officers designated as the
first lines of contact and the chapters/individuals who they will subsequently contact.
Detailed records should be maintained that list the date, time of contact, individual with whom contact was
made or for whom messages were left, and when the messages were returned. As many attempts as
necessary should be made to ensure that every chapter/individual is contacted.
Following the completion of the assigned calls, a report should be given to the team leader.

The National Director will contact:

Standard Operating Procedures Revised: November 2017

The President of the Board will contact:

40

LL. Volunteers Accompanying Dream Families on Trips
Because of the requirements of the NASCAR Foundation, some celebrities, and sports teams, upon
occasion it is necessary for a volunteer of The Dream Factory to accompany a dream child and his/her
family on trips.
Therefore, when it has been documented in writing by an outside source (an agent or representative of a
celebrity, political figure, sports star, destination or other entity) that a representative of the wish-granting
organization must accompany the dream child, the following policy will apply:
The volunteer to accompany the family will be voted on by the members of the chapter’s Board of
Directors and his/her name recorded in the minutes of the meeting. Regardless of the number of
volunteers who planned the dream, expenses will be paid for one volunteer from Dream Factory funds.
Expenses for the volunteer will be paid for the shortest possible time period and not the entire duration of
the family’s trip. (For example, if a child from New York is scheduled to meet Carl Edwards in Alabama
on Saturday morning, covered expenses for the volunteer will be for round-trip travel, maximum two
nights lodging, and a per diem meal allowance of a maximum of $50.00 each day for Friday (travel day),
Saturday (meet & greet day) and Sunday (return travel day). All expenditures must be documented by
receipts. The cost of allowing a volunteer to accompany the family will be allocated to Program Services
for financial reporting purposes as part of the child’s dream and all costs documented on an expense
report, which will be included in the child’s file as well as in the chapter’s financial files.
Every effort should be made to choose different volunteers to accompany dream children on overnight
trips. Allowing the same volunteer to travel with more than one dream recipient in a predetermined time
frame (for example, one calendar year) should be avoided.
MM. Accessing Forms on the National Website
Because it is cumbersome to change the forms on more than 30 websites every time a form is changed or
updated, the standardized forms, procedures and policies are available only on the National website.
The “Factory” portion of chapter websites may be utilized for chapter-specific information that is needed
by your chapter volunteers.
The national website will be updated as needed and chapters may log-in with one common username and
password to access the “Factory” portion of our website.
www.dreamfactoryinc.org

Password: 1234

NN. USE OF DREAM FACTORY COMPUTERS AND INTERNET ACCESS
The use of Dream Factory automation systems, including computers, fax machines and all forms of
Internet/Intranet access, is for Dream Factory business and is to be used for authorized purposes only.
Brief and occasional personal use of the electronic mail system or the Internet is acceptable as long as it
is not excessive or inappropriate, occurs during personal time (lunch or other breaks), and does not result
in expense to The Dream Factory.
Use is defined as "excessive" if it interferes with normal job functions, responsiveness, or the ability to
perform daily job activities. Dream Factory automation systems are Dream Factory resources and are
provided as business communications tools. Electronic communication should not be used to distract
coworkers or disrupt the workplace.
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Use of Dream Factory computers, networks, and Internet access is a privilege granted by management
and may be revoked at any time for inappropriate conduct including, but not limited to:


Sending chain letters;



Engaging in private or personal business activities;



Misrepresenting oneself or The Dream Factory



Engaging in unlawful or malicious activities;



Using abusive, profane, threatening, racist, sexist, or otherwise objectionable language in either
public or private messages;



Sending, receiving, or accessing pornographic materials;



Becoming involved in partisan politics;



Causing congestion, disruption, disablement, alteration, or impairment of Dream Factory networks
or systems;



Infringing in any way on the copyrights or trademark rights of others;



Defeating or attempting to defeat security restrictions on Dream Factory systems and applications.

Using Dream Factory automation systems to create, view, transmit, or receive racist, sexist, threatening,
or otherwise objectionable or illegal material is strictly prohibited. "Material" is defined as any visual,
textual, or auditory entity. Such material violates the Dream Factory anti-harassment policies and is
subject to disciplinary action. The Dream Factory’s electronic mail system must not be used to violate the
laws and regulations of the United States or any other nation or any state, city, province, or other local
jurisdiction in any way. Use of Dream Factory resources for illegal activity can lead to disciplinary action,
up to and including dismissal and criminal prosecution.
Unless specifically granted in this policy, any non-business use of The Dream Factory’s automation
systems is expressly forbidden.
Ownership and Access of Electronic Mail and Computer Files
The Dream Factory owns the rights to all data and files in any computer, network, or other information
system used by The Dream Factory. The Dream Factory reserves the right to monitor computer and email usage, both as it occurs and in the form of account histories and their content. The Dream Factory
has the right to inspect any and all files stored in any areas of the network or on any types of computer
storage media in order to assure compliance with this policy and state and federal laws. The Dream
Factory will comply with reasonable requests from law enforcement and regulatory agencies for logs,
diaries, archives, or files on individual computer and e-mail activities. The Dream Factory also reserves
the right to monitor electronic mail messages and their content. Employees and volunteers must be aware
that the electronic mail messages sent and received using Dream Factory equipment are not private and
are subject to viewing, downloading, inspection, release, and archiving by Dream Factory officials at all
times.
The Dream Factory has licensed the use of certain commercial software application programs for
business purposes. Third parties retain the ownership and distribution rights to such software. No
employee may create, use, or distribute copies of such software that are not in compliance with the
license agreements for the software. Violation of this policy can lead to disciplinary action, up to and
including dismissal.
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Confidentiality of Electronic Mail
As noted above, electronic mail is subject at all times to monitoring, and the release of specific information
is subject to applicable state and federal laws and Dream Factory rules, policies, and procedures on
confidentiality. Existing rules, policies, and procedures governing the sharing of confidential information
also apply to the sharing of information via commercial software. Since there is the possibility that any
message could be shared with or without your permission or knowledge, the best rule to follow in the use
of electronic mail for non-work-related information is to decide if you would post the information on the
office bulletin board with your signature.

Message Tone for Electronic Mail
Users are expected to communicate with courtesy and restraint with both internal and external recipients.
Electronic mail should reflect the professionalism of The Dream Factory and should not include language
that could be construed as profane, discriminatory, obscene, sexually harassing, threatening, or
retaliatory.
It is recommended that using all capital letters, shorthand, idioms, unfamiliar acronyms, and slang be
avoided when using electronic mail. These types of messages are difficult to read.
Software tools such as “spell check” and “grammar check” should be used on all emails prior to their
dissemination.

Electronic Mail Tampering
Electronic mail messages received should not be altered without the sender's permission; nor should
electronic mail be altered and forwarded to another user and/or unauthorized attachments be placed on
another's electronic mail message.

Policy Statement for Internet/Intranet Browser(s)
The Internet is to be used to further the Dream Factory’s mission, to provide effective service of the
highest quality to the Dream Factory’s donors, volunteers, dream families and staff, and to support other
direct mission-related purposes. The various modes of Internet/Intranet access are Dream Factory
resources and are provided as business tools to employees and volunteers who may use them for
research, professional development, and work-related communications. Limited personal use of Internet
resources is a special exception to the general prohibition against the personal use of computer
equipment and software.
Employees and volunteers are individually liable for any and all damages incurred as a result of violating
Dream Factory security policy, copyright, and licensing agreements.
All Dream Factory policies and procedures apply to volunteer’s employees' conduct on the Internet,
especially, but not exclusively, relating to: intellectual property, confidentiality, Dream Factory information
dissemination, standards of conduct, misuse of Dream Factory resources, anti-harassment, and
information and data security.
Violation of these policies and/or state and federal laws can lead to disciplinary action, up to and including
dismissal and possible criminal prosecution.
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Inappropriate Use of the Internet/Intranet
Use of Dream Factory computer, network, or Internet resources to access, view, transmit, archive, or
distribute racist, sexist, threatening, or otherwise objectionable or illegal material is strictly prohibited.
"Material" is defined as any visual, textual, or auditory item, file, page, graphic, or other entity. Such
material violates the Dream Factory’s anti-harassment policies and is subject to Dream Factory
disciplinary action.
No employee or volunteer may use the Dream Factory’s Internet/Intranet facilities to deliberately
propagate any virus, worm, Trojan horse, trap-door program code, or other code or file designed to
disrupt, disable, impair, or otherwise harm either the Dream Factory’s networks or systems or those of
any other individual or entity.
The Dream Factory’s Internet/Intranet facilities and computing resources must not be used to violate the
laws and regulations of the United States or any other nation or any state, city, province, or other local
jurisdiction in any way. Use of Dream Factory resources for illegal activity can lead to disciplinary action,
up to and including dismissal and criminal prosecution.
Internet/Intranet Security
The Dream Factory owns the rights to all data and files in any information system used by The Dream
Factory. Internet use is not confidential and no rights to privacy exist. The Dream Factory reserves the
right to monitor Internet/Intranet usage, both as it occurs and in the form of account histories and their
content. The Dream Factory has the right to inspect any and all files stored in private areas of the network
or on any types of computer storage media in order to assure compliance with this policy and state and
federal laws. The Dream Factory will comply with reasonable requests from law enforcement and
regulatory agencies for logs, diaries, archives, or files on individual Internet activities.
Existing rules, policies, and procedures governing the sharing of work-related or other confidential
information also apply to the sharing of information via the Internet/Intranet. Any employee or volunteer
who attempts to disable, defeat, or circumvent Dream Factory security measures is subject to disciplinary
action, up to and including dismissal.

User’s Responsibilities
It is the responsibility of each employee and volunteer who is authorized to use or has access to
Dream Factory automation systems (including computers, fax machines, and Internet/Intranet
systems) to:







Maintain current antivirus and malware software
To protect the hardware from theft or abuse
To limit access to confidential information
To provide information about all passwords and user IDs to another individual so that the equipment
and files are not rendered useless
To secure portable devices such as laptops, cell phones, projectors, etc. and report theft or loss
immediately to HQ’s Director of Administrative Services
To provide the information necessary for the appropriate inventory of fixed assets by the Director of
Administrative Services at Dream Factory National Headquarters or by a member of the chapter’s
board of directors.
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OO. Board of Directors Code of Ethics
As a Member of the Board of Directors of The Dream Factory, Inc. I will:
 Respect the opinion of my fellow Board members.
 Respect and support the majority decisions of the Board.
 Recognize that all authority is vested in the full board only when it meets in legal session.
 Keep well informed of developments relevant to issues that may come before the Board.
 Participate actively in Board meetings and actions.
 Bring to the attention of the Board any issues that may have an adverse effect on the
organization, its members or the children served by The Dream Factory, Inc.
 Refer complaints to the proper level on the organizational chart.
 Recognize that board members should ensure that the organization is well managed, not
manage the organization.
 Represent all those whom this organization serves and not a particular geographic area or
interest group.
 Act as a “trustee” of the organization and ensure that it is well maintained, financially secure,
growing and always operating in the best interest of the children served.
 Declare any real or possible conflicts of interest and abstain from voting when appropriate.
 Attend at least 75% of the Board meetings.

As a Member of the Board, I will not:
 Criticize fellow Board Members or their opinions, in or out of the Boardroom.
 Use the organization for personal advantage or that of friends or relatives.
 Discuss the confidential proceedings of the Board outside the Boardroom.
 Promise how I will vote on any issue before a meeting.
 Interfere with the duties of the other members of the Board of Directors.
(Adopted: March 2010)

PP. Conflict of Interest Policy
No member of the Board of Directors, Executive Committee, staff or volunteer of The Dream Factory, Inc.
shall engage in any activity that may be considered to be a conflict of interest to the organization; that is
any activity from which a member may realize personal gain.
Members shall refrain from voting on or otherwise influencing Board decisions to transact business with
individuals, companies or other entities in which they have a significant interest or control, and further,
they shall remove themselves from any Board vote or corporation activity in which there may be a conflict
of interest.
As mandated by the Board of Directors, all staff members must sign this statement annually. Members of
the Board of Directors are expected to abide by this policy.
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QQ. Grant Writing, Fundraising and Development Services
In order to compensate the National Headquarters staff for the additional time and effort required to write
grants specifically for one chapter, or to organize/administer fundraising projects for specific chapters, a
5% fee above the dues currently in effect was approved by the Board of Directors in September 2010.
The dues and fees for development/fundraising assistance will be taken from chapter funds, not the
proceeds of these projects, since companies and organizations generally required that proceeds from the
funds raised through their programs be caused strictly for program services.
Administrative Fees
A 5% fee will be assessed with a not to exceed amount of $25 for funds disbursed by the national
office to individual chapters. Examples of this are funds received by national for chapters via Network For
Good and employee giving platforms such as Your Cause and Benevity.

RR. Proxy Votes
In order to encourage participation by as many chapters and individuals as possible in the administration
of The Dream Factory, Inc., a policy was adopted in April 2011 that the use of proxy votes is forbidden. In
the event that there insufficient members in attendance to constitute a quorum of the full Board of
Directors, meetings will go into Executive Session and business will be conducted by the Executive
Committee.

SS. Transporting Dream Children and Families
In order to protect The Dream Factory, Inc. and our staff and volunteers from litigation that may arise due
to accidents, injury or accusations of inappropriate conduct or contact, it is the organization’s policy that
no volunteers, staff members or designees of the same may transport Dream Factory children or family
members of Dream Factory children for any reason. This policy includes transportation to and from Dream
Factory events, transportation for the purpose of granting dreams (that is to airports, shopping facilities,
and other dream destinations), for medical appointments, etc.
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TT. Nomination of Executive Committee Officers and Members
(President, Vice President, Treasurer, Secretary, Chapter Representative)
As stated in the By-laws, Article II section 1.
The officers shall be elected at the annual meeting of the Corporation’s members, by a
majority vote of those members present and entitled to vote prior to the election. The term of
office of an officer shall be three years and until his successor is elected and has accepted his
election.
It is the recommendation of the nominating rules committee that the election of officers be
staggered so that all positions are not up for reelection at the same time. By doing so, this will
allow for some continuity of leadership and should assist the National Headquarters’ staff with the
transition of officers. In order to stagger the election of officers, it is suggested that at the next
annual meeting, the President and Secretary be elected to a 3-year term and Vice President and
Treasurer be elected to a 2-year term. Following this first election, the positions shall be 3-year
terms as stated in the by-laws.
Eligibility for nominees to the position of officers of the executive committee
It is the recommendation of the nominating rules committee that any current or past
member in good standing of The Dream Factory Board of Directors be eligible for nomination. This
includes individual chapter representatives and members of the current Executive Committee.
When considering nominations, the individuals should each have leadership experience and the
individual nominated for Treasurer should have accounting knowledge.
The general responsibilities of the officers are described in the By-laws Article III Sections 2, 3, 4,
and 5.
Method for nominating officers
It is the recommendation that a nominating committee be formed 6 months prior to an
election. This committee should consist of at least one member of the executive committee and at
least 2 members of The Dream Factory Board of Directors. The committee should not exceed 6
members. Members of the nominating committee shall volunteer for this responsibility at the Board
of Directors meeting prior to the Board of Directors meeting at which the election shall be held.
Following an election, the Nominating committee shall remain as a committee until 6 months prior
to the next election when a new committee shall be formed. In this way, if an officer’s position
should become vacant, the nominating committee shall make a recommendation to the Board,
which would then follow Article II section 2 of the By-laws. “Any vacancy occurring in the Board of
Directors may be filled for the unexpired term by the affirmative vote of a majority of the
remaining Directors though less than a quorum of the entire Board of Directors.”
Any member in good standing of The Dream Factory can nominate, in writing, an individual or
slate for a position(s) on the board, to the nominating committee up to 90 days prior to the
election. The nomination must include the individual’s name, chapter, and position of nomination.
No nomination will be accepted after the designated deadline.
The nominating committee will approach the outgoing officers in order to determine their interest
in being nominated again for their current position or an alternate position. The nominating
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committee will then qualify all individuals nominated including those outgoing officers wishing to
continue and present a complete list to the general membership no less than three months prior to
the election. The list shall include but not be limited to names, chapters, positions nominated for,
and biographies as composed by the nominating committee and those nominated.
Post election
After an election, each newly elected officer shall assume his or her duties immediately after the
election results are verified.
“According to Robert’s Rules, an election is final if the nominee is present and does not
immediately decline. In this case, the elected official’s position will commence immediately.”
UU. Investment Policy Statement

Preamble
The Board of Directors (Board) as a fiduciary body holds all Dream Factory funds (Funds) for the
sake of carrying out The Dream Factory’s mission and purposes. Funds are defined as monies and
investments held for operating and endowment purposes at both the National and Chapter level.
Purpose
The purpose of this investment policy is to establish the investment objective and time horizon,
asset management, investment guidelines, and restrictions and conditions relating to any Funds
owned or controlled by the Board. The Dream Factory will manage all fund assets according to
prudent standards as established in common trust law.
Investment Objective and Time Horizon
The primary investment objective of The Dream Factory is to preserve and protect its Funds, by
earning a return for each Fund appropriate to each Fund’s time horizon, liquidity needs and risk
tolerance. The purpose of the Funds are to provide sufficient liquidity to meet the short-term
operating expenses of The Dream Factory by accumulating and investing assets to produce
investment income. That investment income will be utilized in a manner consistent with the
Board-approved Dream Factory budget.
Asset Management
The Board has delegated supervisory authority over its financial affairs to the Finance Committee
(Committee) of the Board. In carrying out its responsibilities, the Committee and its agents will
act in accordance with these Investment Policies (Policies) and all applicable laws and regulations.
The Committee will be responsible for ensuring that the Fund’s investments are managed
consistent with the short-term and long-term financial foals of the Fund. The Board reserves to
itself the exclusive right to revise the Policies.
The Funds will be reported to the Committee and the CEO at least on a quarterly basis. The
Committee will provide a status report of the Funds to the full Board of Directors at least annually,
or more frequently if necessary.
The Committee authorizes Funds to be managed by the following individuals/groups (Managers)
according to the Policies:
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National Funds will be managed on a day-to-day basis by the Dream Factory CEO and
Director of Administrative Services.
Chapter Funds will be managed by the individual chapter’s Board of Directors in accordance
with this policy and based upon review of the Finance Committee.

The Committee authorizes Managers to retain one or more investment professionals such as
consultants, managers, and custodians to assume certain investment management activities as
necessary. Managers may receive reports from, pay compensation to, and enter into agreements
with such investment professionals. Management shall solicit the investment expertise of others
as deemed appropriate.
Investment Guidelines
Allowable Investments
1. Short-term Certificates of Deposit (CDs with a maturity of less than 3 months) at national
commercial banking organizations;
2. Money market funds that invest in government backed securities;
3. Interest-bearing checking and savings accounts of national commercial banking
organizations;
4. Direct obligations of the U. S. Government, its agencies and instrumentalities;
5. Municipal or Corporate bonds that have an S & P rating of BBB or better;
6. Index Certificates of Deposit (CDs with a maturity of more than 3 months) that are FDIC
insured.
Disallowed Investments
1. Individual stock positions (common or preferred) are not permitted.
2. Stock mutual funds
Restrictions and Conditions
1. Donations of individual stock positions will be accepted and sold within a 60-day period.
2. The maturities on investments for the Funds shall be staggered to allow liquidity for immediate
needs. Any one allowable investment, with the exception of checking and savings accounts
cannot exceed 50% of the total Fund.
3. Allowed investments 5 & 6 above cannot exceed 35% of total Funds
4. International fixed income investments may not exceed 50% of the overall fixed income
position of the portfolio or 25% of the total portfolio.
5. The Committee may waive or modify, in writing, any of the restrictions in these guidelines in
appropriate circumstances. Any such waiver or modification will be made only after a thorough
review of the investment strategy involved.
6. Other investments not listed in this Policy must be approved by the Committee prior to
investment.
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V. Dream Factory Forms
Dream Factory chapters are required to complete appropriate forms when a dream is requested, upon
completion of a dream, and in submitting monthly financial reports. The forms are:
Form I

Standardized Dream Application which must be used by all chapters effective
April 1, 2010

Form II

Liability Release for Dream Trips – to be signed by parent(s) or guardian(s) (Now
part of the Standardized Dream Application)

Form III

General Liability Release – to be signed by parents or guardians for all reams
that are not trips (Now part of the Standardized Dream Application)

Form IV

Information Release – to be signed by parent(s) or guardian(s)
(Now part of the Standardized Dream Application)

Form V

Medical Authorization – to be signed by the attending physician(s)
(Now part of the Standardized Dream Application)

FormV-1

Fraud Prevention

Form VI

Fundraising Event Financial Report – to be completed and maintained in the local
chapter files

Form VII

Checkbook Register – to be completed and submitted monthly

Form VIII

Monthly Financial Report – to be completed and submitted to National
Headquarters postmarked by the 15th day of the month following the reporting
period.

Form IX

Special Event Proposal Form – to be completed by groups and/or individuals who
desire to undertake a fundraising project for your chapter.

Form X

Completed dreams report – to be completed and submitted monthly

Form XI

In-Kind Goods and Services report – to be completed and submitted monthly

Form XII

Checklist of Monthly Reports

Form XIII

Receipt for Cash Given to Dream Families

Form XIV

Disclosure to Volunteer regarding Procurement of A Consumer Report

Form XV

Financial Solvency Form
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Local Chapter Information

The Dream Factory, Inc.
National Headquarters
410 W. Chestnut St., Suite 530
Louisville, KY 40202
Phone: 1.502.561.3001
Email: dfinfo@dreamfactoryinc.org
Website: www.dreamfactoryinc.org

I. INTRODUCTION
The Dream Factory is a non-profit corporation created and operated for the sole purpose of making the
dreams of children with critical or chronic illnesses come true. A child, to be eligible to have his or her
dream granted by The Dream Factory, Inc., must:
 be three to eighteen years old;


have a qualifying illness that is verifiable by the child’s physician;




not have received a dream from any other wish-granting organization;
have a dream request that’s from the child and not a parent, guardian or other party and must
be considered to be medically appropriate for the child;
 be able to communicate the dream request to a representative of The Dream Factory.
The Dream Factory regrets that it may not have the necessary resources to grant the dreams of all
children who apply and are eligible -to have their dreams granted. The Board of Directors reserves the
right, in its sole discretion, to grant or deny an application.
Because The Dream Factory is a volunteer-based organization whose members raise funds in their
communities to grant dreams for local children, dream applications can only be accepted for children
who reside in or are treated in areas where chapters are located.
An applicant must satisfactorily complete the following steps to have his or her application processed
by The Dream Factory:


Complete all sections of this Application;



Have witness signatures on the appropriate lines, which can be anyone older than 18 who is
not listed anywhere else in the forms;
Parent(s) or guardian(s) of the applicant must sign the appropriate signature line(s)
located in this Application and, in cases where both biological parents are not signing the
forms, provide a copy of the child's birth certificate or legal documents awarding custody
of the child;
Have the primary care physician complete and sign the Medical Authorization Form.





Note to parents: Because of financial, insurance and liability considerations that may affect the
organization, as well as guidelines and policies imposed upon The Dream Factory, Inc. by our National
Bylaws, we may not be able to provide your child's dream request. Therefore, we will accept your child's
application and process it with the understanding that the dream may not be granted.
2. BACKGROUND INFORMATION
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A. CHILD
Name:_________________________________________________________________
Age: _______________ Date of Birth: ________________________

__Male __Female

Shirt Size:________________

Home Address: ___________________________________________________________________________________
City, State, Zip: ___________________________________________________________________________________
Phone Number: (

) ______________________________________________________________________________

Email address for Mother ________________________ Father ___________________________________________
Cell Phone for Mother (

) _______________________Father (

) ________________________________________

Has the child received a dream from another wish-granting organization? __Yes __No

B. PARENT(S) OR GUARDIAN(S)
Parent Name: ___________________________________ DOB: ____________________ Shirt Size:____________
Address (if different): _____________________________________________________________________________
Parent Name: ___________________________________DOB: ____________________ Shirt Size:____________
Address (if different): _____________________________________________________________________________
C. MARITAL STATUS OF PARENTS (Check one of the following)
_____ Married

_____ Single

_____ Divorced

_____ Separated

_____ Widowed

If single, divorced or separated is checked, please indicate whether the father, mother, both parents or a third person or persons has
legal custody of the child. In these situations, a copy of the child's birth certificate or court order awarding custody of the child must
accompany all applications.
Guardian(s) (if applicable): _____________________________________DOB:______________________
Address & Phone & Email (if applicable):________________________________________________________________
__________________________________________________________________________________________________

D. BROTHERS AND SISTERS
List all brothers and sisters under 19 years of age who live at home:
Name:_______________________________

DOB:_________

__Male __Female

Shirt Size: _____

Name:_______________________________

DOB:_________

__Male __Female

Shirt Size: _____

Name:_______________________________

DOB:_________

__Male __Female

Shirt Size: _____

Name:_______________________________

DOB:_________

__Male __Female

Shirt Size: _____

Name:_______________________________

DOB:_________

__Male __Female

Shirt Size: _____

Name:_______________________________

DOB:_________

__Male __Female

Shirt Size: _____

3. MEDICAL INFORMATION
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Child’s Diagnosis: __________________________________________________________________________________
Primary Treating Physician (Name, Address, Phone and FAX): _____________________________________________
__________________________________________________________________________________________________
Hospital or Other Medical Facility which has treated child (Name, Address and Phone: _________________________
__________________________________________________________________________________________________
Is your child aware of the nature of his/her illness or condition?

_____ Yes

_____ No

Describe any special medical needs of child (for example, is your child confined to a wheelchair, in need of 24-hour nursing care,
requires certain equipment, etc.): ___________________________________________________
_________________________________________________________________________________________________

4. DESCRIPTION OF DREAM:
If known, describe in detail your child's dream. Include all details in the description that may help The Dream Factory to better
understand your child's dream.
________________________________________________________________________________________________
_________________________________________________________________________________________________

_________________________________________________________________________________________________
If The Dream Factory determines it cannot grant the dream requested above, please describe your child's alternate dream.
_________________________________________________________________________________________________
_________________________________________________________________________________________________
_________________________________________________________________________________________________
If the dream request is a trip, please list three possible dates of travel.
Dates #1_______________
Dates #2_______________
Dates #3_______________

_________________________________
DATE

___________________________________________________
PARENT OR GUARDIAN

_________________________________
WITNESS

___________________________________________________
PARENT OR GUARDIAN

The Dream Factory cannot review any application that is not accompanied by the following signed documents:






Authorization for the Use/Disclosure of Protected Health Information
General Liability Release
Information Release (Optional)
Medical Authorization
Fraud Prevention and Response
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The Dream Factory, Inc.
National Headquarters
410 W. Chestnut St., Suite 530
Louisville, KY 40202
Phone: 502.561.3001
FAX: .502.561.3004
E-mail: dfinfo@dreamfactoryinc.org
www.dreamfactoryinc.org
Authorization for Use/Disclosure of Protected Health Information
Physician Name__________________________ Address __________________________________
Patient Name__________________ DOB______ Address __________________________________
I authorize the use and disclosure to The Dream Factory, Inc. (Dream Factory) of protected health
information about Patient as described below.
1. Information that may be used/disclosed: All protected health information relating to Physician’s
assessments of: (a) whether Patient is medically eligible for Dream Factory services; and (b) if so,
whether his/her desired wish is medically appropriate. In addition, Physician is authorized to fill
out, sign and provide to The Dream Factory, Inc. any forms that The Dream Factory, Inc. may
require, including forms relating to Patient’s medical eligibility, the requested wish and medical
considerations relating thereto.
2. Persons authorized to use/disclose the information: The Physician identified above, as well as
his/her authorized representatives.
3. Persons authorized to receive the information: Employees or other authorized representatives of:
The Dream Factory, Inc.
(whose national headquarters are located at)
410 W. Chestnut St., Suite 530
Louisville, KY 40202
502-561-3001 (phone) 502-561-3004 (fax)
4. Purpose for which information will be used/disclosed: To enable The Dream Factory, Inc. to
obtain: (a) Physician’s assessments regarding whether Patient is medically eligible to have a wish
granted by The Dream Factory, Inc. and, if so, whether the requested wish is medically
appropriate; and (b) pertinent information relating thereto.
5. Expiration date/event: This authorization expires once Patient’s wish has been granted by The
Dream Factory, Inc. or a final determination has been made that Patient is not medically eligible to
receive a wish.
6. Statements required by HIPAA: In accordance with the Health Insurance Portability and
Accountability Act, I acknowledge the following:
a. I understand that I may revoke this authorization at any time by notifying Physician in
writing, except to the extent that action has already been taken in reliance on the
authorization;
b. I understand that I may refuse to sign this authorization and that my refusal to do so will not
affect Patient’s ability to obtain treatment or payment or eligibility for benefits; and
c. I understand that if the person/entity that receives the information described above is not a
healthcare provider or health plan covered by federal privacy regulations, such information
will no longer be protected by these regulations and could potentially be re-disclosed by
the recipient.
__________________________
Name of Parent/Legal Guardian

__________________ ______________________________
Relation to Patient Signature of Parent/Legal Guardian
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GENERAL LIABILITY RELEASE

This General Release releases The Dream Factory, Inc. from any and all liability in connection
with a Dream request that may be granted by The Dream Factory, Inc.
Dream Child’s Name: _______________ Parent(s) or Legal Guardian(s):_______________________
Additional Participants: ______________________________________________________________
Child’s primary treating physician: _____________________________________________________
The Dream Factory, Inc. includes all volunteers, officers, directors, employees and agents of The Dream Factory, Inc., a nonprofit corporation. The Dream consists of:
________________________________________________________________________________________________
________________________________________________________________________________________________
Parents’/Guardians’ Statement:
1.
2.

3.
4.
5.
6.

7.

8.
9.

As evident by our signature below, we release The Dream Factory, Inc. and all of its agents, servants and employees from any
liability in connection with the execution and fulfillment of said dream.
I/We further agree that the Dream Factory, Inc. shall remain free from liability and the liability of The Dream Factory, Inc. shall in
no manner be affected by its participation and assistance in making arrangements for the participation in the execution of the
fulfillment of said dream.
Parent/Guardian has thoroughly discussed the Dream with the Child.
The Dream requested is that of the Child, and not a suggestion from a Parent, Guardian or other adult.
The Parent(s) or Guardian(s) whose signature(s) are affixed to this document is/are the sole legal guardian(s) of the Child
and each Participant and has sole unconditional authority to execute all legal documents on their behalf.
Parent/Guardian agrees to consult with the Physician regarding the physical and emotional effects of the Dream request.
Parent/Guardian will follow the advice of the Physician in connection with the Dream. Parent/Guardian has not been
promised anything by The Dream Factory or anyone associated with The Dream Factory, Inc.
Neither The Dream Factory, Inc. nor anyone associated with it has advised Parent/Guardian regarding the advisability of
the Dream and the risk associated with the Dream. Instead, Parent/Guardian is relying solely on the advice and
information supplied by the Physician.
Parent/Guardian acknowledges that The Dream Factory, Inc. has acted and is acting solely at Parent’s/Guardian’s
request and according to Parent’s/Guardian’s instructions.
Parent/Guardian understands that the decision of The Dream Factory to grant an applicant’s dream request is based, in
part, on information supplied by Parent(s)/Guardian(s) to The Dream Factory, Inc. The Dream Factory, Inc. retains the
right to prosecute, civilly or criminally, any persons responsible for providing false information to The Dream Factory,
Inc. with the intent to wrongfully obtain a Dream.

Consideration: Parent/Guardian is freely giving the authorizations and liability releases in this document in consideration of
The Dream Factory, Inc.’s considering the dream request, and if it determines, granting the dream request.
Release: Parent/Guardian releases The Dream Factory, Inc. as explained in this paragraph. This release is made by
Parent/Guardian for itself, the Child, and any Participant(s). This release extends to all liability, damages and claims of any
kind which may be connected with, resulting from or arising from the consideration of the Dream request. For example, this
release includes: (1) all problems encountered in connection with transportation, food or lodging; (2) medical problems, both
physical and emotional; (3) entertainment; (4) photographs; (5) accidental injury of any kind; or (6) death. This release also
includes all liabilities, damages and claims which are not listed in this paragraph.
PARENT ACKNOWLEDGES READING AND UNDERSTANDING THIS GENERAL RELEASE FORM BEFORE SIGNING IT AND
AGREES TO ALL OF THE TERMS CONTAINED IN SAID GENERAL RELEASE.
___________________________
Date

___________________________
Parent or Guardian

___________________________
Witness

___________________________
Parent or Guardian
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OPTIONAL
INFORMATION RELEASE

I______________________________ and _________________________
Hereby acknowledge and represent that we are the parents and/or legal guardians of
___________________________________________.
We hereby authorize The Dream Factory, Inc. or any of its agents, servants, officers or
employees to photograph, film and/or electronically record interviews with us,
_____________________, and his/her physicians in such manner as The Dream Factory, Inc. shall
choose.
I/We further authorize The Dream Factory, Inc. or any person or organization participating in the taking
of said photographs, films and/or electronically recorded interviews to distribute now and at any time in
the future any or all of the said photographs, films, and/or electronically recorded interviews to anyone
including the general public and to magazines, newspapers, television and radio stations and/or any
other organization or person which customarily presents information or news to the general public.

I/We further authorize The Dream Factory, Inc. to disclose to the general public, as well as to the
television and radio stations, newspapers and magazines, now or at any time in the future, the name of
the child to receive the dream and to freely discuss with anyone any aspect of the child’s physical
and/or emotional condition.
It is our understanding that by signing this Information Release that any aspect of the child’s physical and/or
emotional condition becomes public information and that we will no longer have any control over the distribution
of said information and acknowledge that the child may learn of his/her condition through other persons and that
the child’s condition will become common knowledge. It is not necessary for The Dream Factory, Inc. of any
other person or organization to contact me/us prior to releasing any of the said information to the general public.

___________________________
Date

___________________________
Parent or Guardian

___________________________
Date

___________________________
Parent or Guardian

___________________________
Date

___________________________
Witness
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Fraud Prevention and Response

The Dream Factory takes a serious view of any attempt to commit fraud by its staff members, volunteers
or families requesting dreams for their children. It is the policy of The Dream Factory, Inc. that every
instance or suspected instance of fraud by its employees, volunteers and dream families will be
investigated and reported to the appropriate authorities.
There are two broad categories of fraud perpetrated against nonprofit organizations: internal fraud
perpetrated by persons inside of the organization such as employees, officers and volunteers; and
external fraud committed by persons such as vendors, donors, dream applicants and program
participants.
For the purpose of this policy, the term fraud is used to describe a range of actions such as deception,
forgery, theft, embezzlement, misappropriation, and false representation. Fraud is further defined as the
intentional false representation or concealment of a material fact for the purpose of obtaining an
advantage, avoiding an obligation or causing a loss.
Because of the potential damage to The Dream Factory’s reputation in terms of negative publicity, lower
employee and volunteer morale, the cost of litigation and investigation, and disruption to the operations
of the organization, fraud against The Dream Factory will be reported to the police and appropriate
prosecuting authority for investigation which may result in criminal action being taken against the
alleged perpetrators.
This policy applies to the parents/guardians of children completing dream applications as well as to
employees, volunteers and officers of The Dream Factory, Inc.
Read and acknowledged:

__________________________________ Date:___________________
(Print parents/guardians name(s) here)

(Signed)____________________________

(Signed)

____________________________

Parents or Legal Guardians of ________________________________________________________
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Medical Authorization

As the primary care physician for ___________________________, I,
____________________________________M.D. or D.O., am familiar with the physical
condition of the abovenamed child and am of the opinion that the condition of the abovenamed
child is of a critical or chronic nature and therefore meets the criteria for dream fulfillment by
The Dream Factory, Inc. I have explained to the abovenamed child’s parent(s) or legal guardian(s) the medical
condition of the abovenamed child. I have discussed with the parents(s) or legal guardian(s) the risks involved,
both physical and mental, with participation by the abovenamed child in fulfillment of the dream as it was
explained to me and as hereinafter described. I have instructed them as to who to call in the event medical
assistance is needed and how to handle medical emergencies.
As long as the parent(s) or legal guardian(s) take sufficient precaution to protect the abovenamed child in
accordance with my instructions to them, I am of the opinion that the participation in the dream described to me
by the abovenamed child will not present medical risks to him/her sufficient to prevent my recommendation that
he/she participate in the following dream which will involve a reasonable amount of time.
Description of the Child’s Illness

Description of the Dream

Witness’s Signature

Physician’s Signature

Date

Date

Physician’s Office Address
Physician’s Office Phone Number
Standard Operating Procedures Revised: November 2017
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Fundraising Event Financial Report Form

(1) Chapter
(2) For Month of
(3) Event
(4)Beginning Date
(6) Income

(5)Estimated Completion Date
(7)This month

(8)_Year to Date

(11) This Month

(12) Year to Date

(9) Total:
(10) Expenses

(13) Total:
(14) Net Total:
(15) 10% of Net Total:
(For this report)
Complete lines #16, 17 and 18 of previous month’s net total if (#14) was a minus figure.
(16) Minus figure carried forward from previous report
(17) Adjusted net total subject to 10% of net receipts
(18) 10% of Net Receipts
Form VI
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Instructions for Preparing Fundraising Event Financial Report Form

1. Enter Chapter name and location
2. Enter current month
3. Enter name of event or project
4. Initial date fundraising event or project starts (Month, day and year)
5. Approximate completion date of fundraising event (Month, day and year)
6. Various sources from which money was received, such as ticket sales, sale of
t-shirts, raffles, etc. All sources of income are to be listed separately.
7. Gross income from each source
8. Complete only if income from fundraising event or project has been received during both the current
and previous months.
9. Total income this month and year-to-date (if applicable)
10. Various items of expense directly related to the fundraising event such as advertising, printing,
postage, etc. All items of expense are to be listed separately.
11. Gross expense for each item.
12. Complete only if expense for fundraising event or project has been incurred during both the current
and previous months.
13. Total expense this month and year to date (if applicable).
14. Difference between total income (#9) and total expenses (#13). List either a positive or negative
figure. Complete year-to-date total if applicable.
15. 10% of net total if positive number. If figure is a negative number, no amount is due.
A Fundraising Event Financial Report Form is to be submitted, along with the corresponding
Monthly Financial Report, dues check, bank statements, screening sheets and copies of
newspaper articles by the 15 th of the following month.
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Check #

Date

Dream Factory of
Transaction of
Description
Payment
Beginning Balance
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Check register
Deposit

Balance
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$

-
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2017 - 2018

HE DREAM FACTORY MONTHLY FINANCIAL REPORT

G/L

Chapter:
September

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

August

$0.00

$0.00

$0.00

July

$0.00

$0.00

June

$0.00

$0.00

$0.00

May

$0.00

$0.00

April

$0.00

$0.00

$0.00

March

$0.00

$0.00

February

$0.00

$0.00

$0.00

January

$0.00
$0.00

$0.00

December

$0.00
$0.00
$0.00

$0.00

November

$0.00
$0.00
$0.00
$0.00

October

1. Bank Account (name and account #)
$0.00
$0.00

$0.00

Acct #

2. Bank Account (name and account #)
$0.00
$0.00

A. BEGINNING CASH: Ending Cash of Previous Month's

3. Bank Account (name and account #)

$0.00

August

$0.00

July

$0.00

June

$0.00

May

$0.00

$0.00

April

4. Bank Account (name and account #)
5. Total Beginning Cash

March

G/L

Acct #

41000

February

G/L #

January

TOTALS:

November December

43000

October

-

September

$

G/L #
41000

47000

B. INCOME: (Current Month)
6. Direct Public Support

-

$0.00

$0.00

$

$0.00

43000

$0.00

$0.00

7. Interest/Dividend Income

$0.00

$0.00

-

$0.00

$
$0.00

$0.00 $

$0.00

47000

42000

$0.00

42100

$0.00

-

$0.00

$0.00

$

$0.00

$
$0.00

42000

$0.00

42100

$0.00

44000

$0.00

-

$0.00

$0.00 $

$0.00

$0.00

46000

$0.00

-

$0.00

$0.00

$

$0.00

44000

$0.00

-

$0.00

50200

50100

$0.00

-

50300

$0.00

$
$0.00

$0.00 $

$0.00

-

50400

G/L #

$

-

50500

Year Ending

$

-

50600

August

$

-

50800

July

50100

$

-

50900

June

50200

$

-

51000

May

50300

$

-

51100

April

50400

$

-

51200

March

50500

$

-

February

50600

$

-

51500

January

50800

$

-

51600

December

50900

$

-

November

51000

$

-

October

51100

$

-

September

51200

$

-

51900

#DIV/0!

$0.00

#DIV/0!

$0.00

#DIV/0!

$0.00

#DIV/0!

$0.00

#DIV/0!

$0.00

#DIV/0!

$0.00

#DIV/0!

$0.00

#DIV/0!

$0.00

#DIV/0!

$0.00

#DIV/0!

$0.00

#DIV/0!

$0.00 $

$

$

-

-

-

52000

51900

51800.1

51800

51700

51300
51500

$

52000
$0.00

#DIV/0!

#DIV/0!

51800.1

51800

51700

51300

51600

$

G/L #

46000

$0.00

a. Realized Capital Gain or Loss on Investments: (Income:)
8. Income Subject to Dues:
9. Special Events
a. Gross Revenue
b. Direct expenses (Must attach detailed backup)
c. Net Profit(Loss) from Special Events
10. In-kind Income Dues Exempt:
11. Income Dues Exempt: (Must provide explanation)
12. Total Revenue:
C. TOTAL OPERATING EXPENSES: (Current Month)
13. PROGRAM SERVICES EXPENSES:
Dream Travel / Expenses (Direct Dream Expenses)
Professional/Legal Fees
Advertising/Promotions
Office Supplies
Telephone
Postage/Shipping
Total Insurance Costs (D&O Insurance)
Licenses, Taxes & Fees
Printing/Publications
Meetings/Conventions/Travel (March & Sept Board Meeting
Dues Subscriptions
Background Checks
Merchandise Purchases
Equipment Rental /Maintenance
Miscellaneous Expense
Chapter Dues
Development Fees
In - Kind Expenses
Dream Recipient Events (Holiday Parties, Picnics, etc.)

% of Total Expenses:

14. Total Program Services Expenses:
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August

Year Ending

G/L #

54100

July

54200

June

-

54300

May

G/L #

$

-

54350

April

15. TOTAL FUNDRAISING EXPENSES
54100

$

-

54400

March

Fundraising Events (NOT Direct Expenses)
54200

$

-

54500

February

Professional/Legal Fees
54300

$

-

54600

January

Advertising/Promotions
54350

$

-

54700

December

Website
54400

$

-

54800

November

Office Supplies
54500

$

-

54900

October

Telephone
54600

$

-

September

Postage/Shipping
54700

$

55000

Total Insurance Costs

Building & Occupancy
54800

-

55900

55700

55600

55500

55400

55300

55200

$

$0.00

54900

Licenses, Taxes & Fees

#DIV/0!

55100

$0.00

-

#DIV/0!

$

$0.00

55000

Printing/Publications

#DIV/0!

-

$0.00

$

#DIV/0!

55100

Meetings/Conventions/Travel

$0.00

-

55200

#DIV/0!

$

Dues Subscriptions

$0.00

-

55300

#DIV/0!

$

Background Checks

$0.00

-

55400

#DIV/0!

$

Bank Finance/Service Charges

$0.00

-

55500

#DIV/0!

$

Merchandise Purchases

$0.00

-

55600

#DIV/0!

$

Equipment Rental /Maintenance

$0.00

-

#DIV/0!

-

55700

$0.00

$

Miscellaneous Expense

#DIV/0!

-

$0.00

$

55900

#DIV/0!

-

56300

56200

58100

58000

57900

57700

57600

57500

57400

56100

$

-

56400

G/L #

56100

$

-

56500

August

56200

$

-

56600

July

56300

$

-

56700

June

56400

$

-

56800

May

56500

$

-

56900

April

56600

$

-

57000

March

56700

$

-

57100

February

56800

$

-

57200

January

56900

$

-

57300

November December

57000

$

-

October

57100

$

-

September

57200

$

-

G/L #

57300

$

57400

-

57500

#DIV/0!

$

#DIV/0!
Year Ending

$

In - Kind Expenses

% of Total Expenses:

16. Total Fundraising Expenses:

17. Chapter Administrative & General Expenses:
Travel/Entertainment
Professional/Legal Fees
Advertising/Promotions
Office Supplies
Telephone
Postage/Shipping
Building & Occupancy
Total Insurance Costs
Licenses, Taxes & Fees
Printing/Publications
Meetings/Conventions/Travel
Dues Subscriptions
Background Checks
Bank Finance/Service Charges
Merchandise Purchases

$0.00

#DIV/0!

-

$0.00
#DIV/0!

$

57600

Equipment Rental /Maintenance

$0.00
#DIV/0!

-

57700

$0.00
#DIV/0!

$

Miscellaneous Expense

$0.00
#DIV/0!

-

$0.00
#DIV/0!

$

57900

$0.00
#DIV/0!

-

In - Kind Expenses

$0.00
#DIV/0!

-

58000

$0.00
#DIV/0!

$
47002

$0.00
#DIV/0!

-

$0.00
#DIV/0!

$
$0.00
#DIV/0!

$

Gain/Loss on Investments
Unrealized Gains or Losses

% of Total Expenses:

18. Total Chapter General & Administrative Expenses:
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$0.00

November

$0.00

$0.00

December

$0.00

$0.00

January

$0.00

$0.00

February

$0.00

$0.00
$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$

$

$

-

-

-

August

October

$0.00

$0.00

July

$0.00

$0.00

June

September

$0.00

$0.00

May

$0.00

$0.00

April

$0.00

$0.00

March

19. Total Expenses: {add lines 14, 16, 18}

$0.00

TOTAL EXPENSES:

20. Excess/Deficit

$0.00

a. Other Changes in Net Assets or Fund Balances:
(Balance Sheet Items)
$0.00

21. Ending Cash Balance Per General Ledger:

$

-

-

-

August

February

$

-

July

January

$

-

June

December

$

-

May

November

22. Bank Account (name and account #)

$

-

April

October

23. Bank Account (name and account #)

$

-

March

September

G/L #

24. Bank Account (name and account #)

$0.00 $

-

D. ENDING CASH BALANCES PER GENERAL LEDGER:

25. Bank Account (name and account #)

$0.00 $

-

Worksheet Balanced / Out of Balance
E. CHAPTER DUES: (Current Month)
Line 12 (Total Revenue)
Line 10 (In-kind Income - Dues Exempt)
Line 11 (Income-Dues Exempt)

$

-

-

August

$0.00 $

-

$0.00

$0.00 $

-

$0.00

$0.00

$0.00 $

Line 16 (Fundraising Expenses)

July

$0.00

-

$0.00

$0.00

$0.00 $

$0.00

$0.00

$0.00

$0.00

June

$0.00

-

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

May

$0.00

-

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

April

$0.00

-

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

March

$0.00

-

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

February

$0.00

-

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

January

$0.00

-

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

December

$0.00

-

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

November

$0.00

-

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

October

$0.00

-

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

-

$0.00

$0.00

$0.00

$0.00

$0.00

Total Ending Cash Per General Ledger:

$0.00

$0.00

September

$0.00

$0.00

Total Income Subject to Dues:
Dues Owed To National HQ: @ 10% Exclusion of Fundraising Events

Variance:

Dues Amount Received:

Date Dues Received:

G/L #

-

TSTANDING BANK CHECKS: (checks that have not clear

-

$0.00

$

$0.00

26. Bank Account (name and account #)

$0.00

-

$0.00

$

$0.00

27. Bank Account (name and account #)

$0.00

-

$0.00

$

$0.00

28. Bank Account (name and account #)

$0.00

-

$0.00

Prepared by:

$

$0.00

Date

$0.00 $

BANK STATEMENT BALANCE:

Amount

29. Bank Account (name and account #)

Name of Individual, Corporation or Foundation

Please list all donations $1500 or over for current month

Title:
Date:

G/L #

G/L #
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National Headquarters
410 W Chestnut St, Suite 530
Louisville, KY 40202
Phone: 1-502-561-3001
FAX: 1-502-561-3004
E-M ail: dfinfo@dreamfactoryinc.org
www.dreamfactoryinc.org

Special Event Proposal Form

Date
Name of Sponsoring Individual or Group
Address
Contact Person

Phone

Purpose of Sponsoring Organization
Type of Event/Activity Proposed
Briefly describe the event/activity

Location of Event/Activity
Date(s) and Time(s) of Event/Activity
Anticipated Gross Receipts of Event/Activity_
Anticipated Expenses of Event
(Attach budget schedule if applicable)
Anticipated Net Contribution to The Dream Factory:
Does sponsoring organization/individual agree to assume all costs of event/activity?
[ ] Yes
[ ] No
Does sponsoring organization/individual agree that The Dream Factory will receive all net funds from the
event as well as a final accounting of the funds within 20 days of the event/activity?
[ ] Yes
[ ] No
If no, please explain
Is a solicitation permit required? [ ] Yes
[ ] No
If so, who will obtain this permit?
Has the sponsoring organization/individual conducted similar events/activities in the past?
[ ] Yes [ ] No
Does the sponsoring organization/individual understand and agree that all publicity for the proposed
event/activity must be approved by The Dream Factory, Inc. before it is released, printed, or disseminated
Standard Operating Procedures Revised: November 2017
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in any manner and that no publicity may be initiated until you have received from The Dream Factory, Inc.
a copy of this agreement signed by both parties authorizing you to name The Dream Factory as a
beneficiary of this proposed event/activity?
[ ] Yes [ ] No
Does the sponsoring organization/individual further agree to indemnify and hold The Dream Factory, Inc.
harmless from any claims of any nature whatsoever arising out of, or in any way related to, the proposed
event/activity?
[ ] Yes [ ] No
Is an insurance policy necessary for this event/activity?

[ ] Yes [ ] No

If yes, who will purchase this policy?
If an insurance policy is necessary, does the sponsoring organization/individual agree to include The
Dream Factory, Inc. on this policy?
[ ] Yes [ ] No
Remarks

Note: This proposal form does not authorize the sponsoring organization/individual or any
employee or representative of the sponsoring organization/individual to act as an agent of The
Dream Factory, Inc.
Name of Individual/Representative of Sponsoring Organization/Individual completing form:

Title
Address
Phone

Fax

Signature

Date

Approved by:
Dream Factory Area Coordinator

Date

Dream Factory Fundraising Committee Chairman

Date

Note: This proposal form is due in The Dream Factory office no later than two weeks prior to the date of the
event/activity.
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72
National Headquarters
410 W. Chestnut St. Suite 530
Louisville, KY. 40202
Phone: 1-800-456-7556
FAX: 1-502-561-3004
e-mail:
info@dreamfactoryinc.com
Website:
www.dreamfactoryinc.com

Dreams completed by the:

Chapter:

During the Month/Year of:

City & State of Residence

Illness

Dream Request

Cost

$

[

] No dreams were completed this month by our chapter.
This form should be completed monthly and submitted along with your financial reports, bank statements,
chapter dues and completed in-kind goods and service reports. Please forward all of your chapter's reports
to National no later than the 15th of each month to the address posted at the top of this page.

Submitted By:

Date:

Date

-
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Child's Name

Dream #

National Headquarters
410 W. Chestnut St. Suite 530
Louisville, KY. 40202
Phone: 1-800-456-7556
FAX: 1-502-561-3004
e-mail: info@dreamfactoryinc.com
Website: www.dreamfactoryinc.com

In Kind Goods and Services Received from the:

Chapter

During the Month/Year of:

Item or Service:

Donor:

For (Dream, Fundraiser, etc.

Value:

$

-

No goods or services were received this month by our chapter.
This form should be completed monthly and submitted along with your financial reports, bank statements,
chapter dues and completed dream reports. Please forward all of your chapter's reports to National no
later than the 15th of each month to the address posted at the top of this page.
Submitted By:
Standard Operating Procedures Revised: November 2017

Date:
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MONTHLY
CHAPTER
CHECKLIST

National Headquarters
410 W Chestnut St, Suite 530
Louisville, KY 40202
Phone: 1-502-561-3001
FAX: 1-502-561-3004
E-Mail: dfinfo@dreamfactoryinc.org
Website: www.dreamfactoryinc.org

These items are to be submitted to National Headquarters monthly and should be
postmarked no later than the 15th of each month.
Financial Spreadsheet Report with
General Ledger OR
Checkbook Register (if no General Ledger)
All Bank Statements
All Investment Statements
All Bank Reconciliations
Copies of Canceled Checks
Dues Check
Dream Report
In-kind Goods and Services Report
GKTW World Spreadsheet(s)
Chapter Meeting Minutes
Newspaper Articles (original newsprint if possible)
Notification of changes in officers addresses or phone numbers
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National Headquarters
410 W Chestnut St, Suite 530
Louisville, KY 40202
Phone: 1-502-561-3001
FAX: 1-502-561-3004
E-Mail: dfinfo@dreamfactoryinc.org
Website: www.dreamfactoryinc.org

Receipt for Cash Given to Dream Families
DREAM CHILD:

DREAM #:

TRAVEL DATE:

RECEIVED FROM THE DREAM FACTORY OF
LISTED CATAGORIES:
MEALS:

$

GAS:

$

MOTEL/HOTEL:

$

SPENDING MONEY:

$

ATTRACTIONS:

$

CAR RENTAL:

$

CAR INSURANCE:

$

FOR ONE OR ALL OF THE

OTHER:
$
TOTAL RECEIVED:
(NOTE: NOT ALL CATAGORIES MAY APPLY TO EVERY DREAM)
PARENT/GUARDIAN:
ADDRESS:
Signature:

Date:

Signature:

Date:

Volunteer:

Date:
Check #:
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DISCLOSURE TO VOLUNTEER
REGARDING PROCUREMENT OF
A CONSUMER REPORT
In connection with your volunteer work with The Dream Factory, we may procure a Background Investigative Report
and/or Background Report on you as part of the process of considering your candidacy as a volunteer. In the event
that information from the report is utilized in whole or in part in making an adverse decision with regard to your
potential volunteer work, before making the adverse decision, we will provide you with a copy of the consumer report
and a description in writing of your rights under the federal Fair Credit Reporting Act.
The Fair Credit Reporting Act gives you specific rights in dealing with consumer reporting agencies. You will be given
a summary of these rights together with this document.
By your signature below, you hereby authorize us to obtain a consumer report and/or an investigative report about
you in order to consider you for volunteer work. The information requested below is being used strictly for preemployment background screening purposes in order to obtain accurate results. The consumer report may include,
but not be limited to, criminal history, verifications of employment and education, and driving records. A credit report
detailing personal financial history will only be obtained for permissible purposes in consideration of jobs meeting
specific criteria.
Applicant’s Name:
First, Middle & Last name(PLEASE PRINT)
Applicant’s Address:
City/State/Zip:
Signature:
Social Security Number:
Date of Birth:
The EEOC states for the purpose of pre-employment inquiries, under the Age
Discrimination in Employment Act of 1967, Section 1625.5, “A request on the
part of an employer for information such as ‘‘Date of Birth’’ or ‘‘State Age’’ on
an employment application form is not, in itself, a violation of the Act.”
Email Address:
Dream Factory Location:

To All Applicants:
The information requested above is used to assist in the completion of a background investigation. The information
will be maintained in a limited access file, detached from your application. The information will be used for the sole
purpose of identification when conducting a background investigation.
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Para informacion en español, visite www.ftc.gov/credit o escribe a la FTC Consumar Response Centre, Roma
130-A 600 Pensilvana Ave. N.W., Washington, D.C. 20580.

A Summary of Your Rights Under the Fair Credit Reporting Act
The federal Fair Credit Reporting Act (FCRA) promotes the accuracy, fairness, and privacy of information in the files
of consumer reporting agencies. There are many types of consumer reporting agencies, including credit bureaus and
specialty agencies (such as agencies that sell information about check writing histories, medical records, and rental
history records). Here is a summary of your major rights under the FCRA. For more information, including information
about additional rights, go to www.ftc.gov/credit or write to: Consumer Response Center, Room 130-A, Federal Trade
Commission, 600 Pennsylvania Ave. N.W., Washington, D.C. 20580.


You must be told if information in your file has been used against you. Anyone who uses a credit report or another
type of consumer report to deny your application for credit, insurance, or employment – or to take another
adverse action against you – must tell you, and must give you the name, address, and phone number of the
agency that provided the information.

You have the right to know what is in your file. You may request and obtain all the information about you in the files
of a consumer reporting agency (your “file disclosure”). You will be required to provide proper identification,
which may include your Social Security number. In many cases, the disclosure will be free. You are entitled to a
free file disclosure if:

a person has taken adverse action against you because of information in your credit report;

you are the victim of identify theft and place a fraud alert in your file;

your file contains inaccurate information as a result of fraud;

you are on public assistance;

you are unemployed but expect to apply for employment within 60 days.
In addition, by September 5 all consumers will be entitled to one free disclosure every 12 months upon request from
each nationwide credit bureau and from nationwide specialty consumer reporting agencies. See www.ftc.gov/credit
for additional information.




You have the right to ask for a credit score. Credit scores are numerical summaries of your credit-worthiness based
on information from credit bureaus. You may request a credit score from consumer reporting agencies that
create scores or distribute scores used in residential real property loans, but you will have to pay for it. In some
mortgage transactions, you will receive credit score information for free from the mortgage lender.
You have the right to dispute incomplete or inaccurate information. If you identify information in your file that is
incomplete or inaccurate, and report it to the consumer reporting agency, the agency must investigate unless
your dispute is frivolous. See www.ftc.gov/credit for an explanation of dispute procedures.
States may enforce the FCRA, and many states have their own consumer reporting laws. In some cases, you may have more
rights under state law. For more information, contact your state or local consumer protection agency or your state Attorney
General. Federal enforcers are:
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TYPE OF BUSINESS:

CONTACT:

Consumer reporting agencies, creditors and others
not listed below

Federal Trade Commission: Consumer Response
Center - FCRA
Washington, DC 20580 1-877-382-4357
Office of the Comptroller of the Currency
Compliance Management, Mail Stop 6-6
Washington, DC 20219 800-613-6743
Federal Reserve Board
Division of Consumer & Community Affairs
Washington, DC 20551 202-452-3693

National banks, federal branches/agencies of
foreign banks (word National" or initials "N.A."
appear in or after bank's name)
Federal Reserve System member banks (except
national banks, and federal branches/agencies of
foreign banks)
Savings associations and federally chartered
savings banks (word "Federal" or initials "F.S.B."
appear in federal institution's name)
Federal credit unions (words "Federal Credit Union"
appear in institution's name)
State-chartered banks that are not members of the
Federal Reserve System

Air, surface, or rail common carriers regulated by
former Civil Aeronautics Board or Interstate
Commerce Commission
Activities subject to the Packers and Stockyards
Act, 1921

Standard Operating Procedures Revised: November 2017

Office of Thrift Supervision
Consumer Complaints
Washington, DC 20552 800-842-6929
National Credit Union Administration
1775 Duke Street
Alexandria, VA 22314 703-519-4600
Federal Deposit Insurance Corporation
Consumer Response Center, 2345 Grand Avenue, Suite
100
Kansas City, Missouri 64108-2638 1-877-275-3342
Department of Transportation , Office of Financial
Management
Washington, DC 20590 202-366-1306
Department of Agriculture
Office of Deputy Administrator - GIPSA
Washington, DC 20250 202-720-7051

78

Financial Solvency Policy for
Individuals Serving As Officers of The Dream Factory, Inc. and its Chapters
In order to execute and enforce the fiduciary responsibilities of the National Board of Directors of The Dream
Factory, Inc., and to eliminate the possibility of financial improprieties, it is the policy of The Dream Factory, Inc.
that no individual may serve as an officer* of the national organization or of a chapter who has in the past 5 years:
 Had a petition in bankruptcy issued against them;
 Has made a voluntary assignment in bankruptcy.
No individual may serve as an officer of the national organization or of a chapter who has ever
 Been rendered a judgment against him/her in a claim based in whole or in part on fraud, theft, deceit,
misrepresentation, conspiracy, breach of trust, breach of fiduciary duty, illegal distribution or failure to
disclose material facts.
Prior to the installation of officers* and members of the board of directors of Dream Factory chapters at the
commencement of the corporate fiscal year on September 1st, each officer* and/or individual authorized to sign
checks or who is issued a Dream Factory credit card must submit to The Dream Factory National Headquarters an
annual statement attesting to their financial solvency. Failure to complete the requirement statement will result in
the removal of the volunteer as an officer* of the organization and negate his/her authority to sign checks or hold
a Dream Factory credit card.
*Note: Officers of the chapter include the President/Chairman/Area Coordinator; the Vice President, the Secretary
and the Treasurer. As stated above, this policy applies to every individual who is authorized to sign checks or who
is issued a Dream Factory credit card as well as to the individuals elected o serve as officers.
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Declaration of Financial Solvency

1,
state the following under oath: I am aware of the policy of
The Dream Factory, Inc. regarding volunteer service as an officer of the national organization or of a chapter
prohibiting anyone from serving who has in the past 5 years:



Had a petition in bankruptcy issued against them;
Has made a voluntary assignment in bankruptcy.

And that no individual may serve as an officer of the national organization or of a chapter who has ever
 Been rendered a judgment against him/her in a claim based in whole or in part on fraud, theft, deceit,
misrepresentation, conspiracy, breach of trust, breach of fiduciary duty, illegal distribution or failure to
disclose material facts.
I therefore agree that by signing this affidavit, I am stating that none of the statements above are applicable to me
and that I will notify the National Director/CEO within seven days should they become applicable.

(Signed)

(Dated)

The foregoing instrument was sworn before me on

(DATE)

By
Who appeared before me or who is personally known to me.
State of:
Notary:

(NAME)

County of:
Date:

My commission expires:
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