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1. Website information
a. A document repository for Membership documents has been created on the main dashboard.  The Membership VP will upload routing instructions, and other membership information.  Currently a list of BOTY is also in the Membership Documents area.  We will be creating a Routing Webform that will allow the each person that is involved in approving a prospective member for membership, and for providing the prospective member with any music, learning tracks, costumes. Website access and any other things that are necessary.

b. We are continuing to research the possibility of using the Tasks feature to allow the Secretary the ability to assign action items to board members. The board should consider who else should be able to assign tasks (not including music learning assignments that will be made by the directors).

c. The Teaching Quartet is exercising the Music Learning feature of the website for a planned future roll-out to the membership.  The Directors and the Music Team will decide on which songs we will use to start rolling this feature out to the membership.  When we do roll this out it will consist of:
i. The ability to access the sheet music and learning tracks for that song.
ii. A “Learn By” date that the Directors and Music Team expect that the song will be off paper and ready to be confirmed as Performance Ready.
iii. The ability/requirement that the member set the Music Status of that song as they proceed from “Learning” to “Off Paper” to “Test Ready”.
The target date for the rollout of the process is currently the last chorus rehearsal in December.  At that time, all music for the planned 2021 Fall show will be accessible on the website, with the target dates for being “Test Ready”.

More information on this process will be available at the next board meeting.

d. Additional email lists have been provided that target the vocal sections.

e. Ben continues to update the public and members only galleries.

f. The website has the facility to create document group that can be restricted to particular roles.  This would be visible on the User Menu and the Documents menu only to those particular roles. For example, a document repository for credit card information or bank userids and passwords that was only visible to the Treasurer and the President.  If this would be of use for anyone or any group of people, please let me know and I will set it up for you.


2. Officers’ Duties, Responsibilities and Terms of Office documentation will be added to the website.  The current proposed documentation for the Duties and Responsibilities document is attached below.  When uploaded to the website, it may be uploaded as separate document pages for each position, this will need to be discussed. PLEASE REVIEW AND COMMENT ON YOUR AREA PRIOR TO THE BOARD MEETING.

3. Standing committees and their roles and responsibilities will be added to the website at a future date.

4. We still need public news items for the website!  These should be current events that would be interesting to someone browsing our website, and we should have current news that would indicate to public prospects that we are actively meeting and singing during the pandemic.  For example, a writeup about Tom’s drive-by birthday party.

5. As part of the members information on the website there is a field for Skills.  Members need to be encouraged to update this field with whatever skills they have, whether or not they think that it is applicable to our chapter.  Skills such as Carpentry, Sales, Set transportation, Baking, etc. may be useful for shows and singouts. The ability to perform on an instrument can be useful for certain shows.  Organizational abilities (the ability to file papers, etc. without running and screaming) could also be useful. The board should begin this process by updating their own skillset! 


Board Member Duties and Responsibilities

Board Terms of Office

The term for all elected board positions is two years.  The Chorus Manager appointed by the President and serves until the President decides to appoint another member as Chorus Manager.  The Immediate Past President serves until the current president is superseded by a new president; the current president becomes the Immediate Past President.  If the Immediate Past President is unable to serve on the board, the prior presidents in chronological order from current may serve in this position.

The following officer positions are elected for terms that begin in years that are evenly divisible by two:

President
VP Membership
VP Communications
Treasurer
Board Member-At-Large Seat 1

The remaining officer positions are elected for terms that begin in years that are not evenly divisible by two:

VP Program
VP Marketing/Public Relations
VP Music and Performance
Secretary
Board Member-At-Large Seat 2

Duties and Responsibilities of Elected Officers
Duties and Responsibilities of All Elected Officers
Attend all board and chapter meetings
Provide timely reports of the month’s activities in their area of responsibility to the board prior to each board meeting
Attend installation ceremonies. 
Provide a yearly budget to the Treasurer prior to the first meeting of the Board of Directors for the year. 
President
Preside at all regular, special and Board of Directors meetings
Conduct the administrative business of the chapter
Appoint the Chorus Manager when necessary
Appoint, with the approval of the board, any vacant elected officers
Appoint and remove, with the approval of the board, all committee chairs for committees that report directly to the president or Board of Directors.
Attend, or appoint a representative to, all Far Western District House of Delegates meetings who will vote on all resolutions as directed by the Chapter, or, in the absence of direction, in the best interest of the Chapter
Vice President Membership
Assume the duties of the President in the absence of the President.
Chair a membership committee to direct efforts toward retention of current chapter members and expansion of the chapter by recruiting new members.
Conduct the Admission Program as delineated in the Bylaws
Greet and welcome all guests and prospective members, providing a name tag and a “Guest Song Book”, and assigning prospective members a buddy.  For virtual rehearsals, coordinate with the Music Librarian to provide music for that rehearsal, and provide any attendance information required to participate.
Introduce all guests to the director and to the membership
Guide prospective members through the steps to achieve membership.
Provide new members with a name badge and coordinate with the Music Librarian to create a “Member Song Book” and learning tracks for the current repertoire.
Be aware of the Society’s latest recruiting material. 
Perform any additional duties that may be assigned by the president
Vice President Program
Assume the duties of the President in the absence of the President and Membership Vice President 
Arrange for a planned program at each meeting and maintain the rehearsal time schedule set forth for that meeting.
Arrange for all visitations and special events during the year.
Coordinate and greet special guest performers and presenters for planned programs 
Perform any additional duties that may be assigned by the President   
Vice President Public Relations/Marketing
Assume the duties of the President in the absence of the President, Membership Vice President and Program Vice President.
Arrange a program of public relations or publicity for the Chapter and Chorus.
Co-ordinate with the Membership Vice President on public website design and content 
Create fund-raising and donation programs in coordination with the Treasurer.
Handle any other public relations or publicity necessary 
Perform any additional duties that may be assigned by the President.  
Vice President Music and Performance
Assume the duties of the President in the absence of the President, Membership Vice President,  Program Vice President and Public Relations/Marketing Vice President.
Provide, with the approval of the Board of Directors, suitable Chorus Directors.
Act as liaison between the music team and the Board of Directors 
Appoint section leaders and assistant section leaders as necessary 
Chair a music team that consists of all section and assistant section leaders along with any other chapter members that the Music Vice President may invite
Assume responsibilities for all musical activities of the Chapter as delineated below 
CONTEST: 
Selection of contest package 
Preparation of chorus for contest 
Direct the preparation of learning tracks and sheet music 
Administration of coaching sessions 
Administration of qualifying procedures 
SHOW: 
Select of show music from list submitted by the show chair 
Timely preparation of arrangements, sheet music and learning tracks 
Creation of a learning plan for all show music
Certify the performance readiness of all chapter quartets 
Approve all guest performers 
OTHER PUBLIC PERFORMANCE (SINGOUT):
Preparation of performance packages from show and repertoire music 
Determine (with the Chorus Manager) the suitability of a performance venue 
Prepare (with the performance emcee) proper introductions for the package 
Perform any additional duties that may be assigned by the President 
Vice President Communications
Maintain the Chapter website 
Maintain the communications roster that contains the contact information for guests, show attendees, and other chapter and chorus contacts 
Maintain the chapter events calendar on the website
Be responsible for all other electronic communications 
Provide and maintain the venue for virtual meetings and rehearsals 
Perform any additional duties that may be assigned by the President 
Secretary
Handle all normal Chapter and Chorus communications with the Barbershop Harmony Society Headquarters and  the Far Western District 
At the direction of the President or the Board of Directors, originate any other necessary correspondence 
Process all paperwork for new members’ applications and provide any assistance necessary for expediting membership renewals
Maintain Chapter records, including Board of Directors’ meeting minutes, chapter meeting minutes, officers list, committee appointment lists. Ensure that all physical copies of required records are kept safely, and that they have been scanned and uploaded to the chapter website.  Ensure that all sensitive information is kept secure. 
Ensure that the Society and Far Western District websites are kept current with regards to membership information, upcoming events and other chapter and chorus information. 
Treasurer
Collect and take charge of all chapter and chorus funds 
Establish and maintain the necessary chapter bank accounts 
Establish and maintain a set of books with up-to-date accounts of the chapter and chorus funds 
Be one of the signatories of all bank accounts and credit cards.  The other signatories shall be the President and the Secretary 
Provide a report of all accounts to the board prior to each board meeting  
Prepare the books and arrange for an audit after the close of each year 
Prepare and report on all taxes, and tax related documents required by government agencies.  Upload a copy of all documents to the chapter website 
Send a notice of indebtedness to members as necessary 
Confirm that all ASCAP and BMI payments have been made, as well as any other payments necessary to perform our music
With the Vice President of Public Relations/Marketing, manage any fundraiser and donation plans 
Pay all approved chapter and chorus expenses 
Board Members-at-Large
Ensure that the officers act in the best interests of the membership 
Be a conduit for ideas and comments of the chapter members to the Board of Directors, and for answers to the members’ concerns from the Board of Directors 
Perform any additional duties that may be assigned by the President. 

Duties and Responsibilities of Non-Elected Officers
1. Duties and Responsibilities of All Non-Elected Officers
Attend all board and chapter meetings
Provide timely reports of the month’s activities in their area of responsibility to the board prior to each board meeting
Attend installation ceremonies. 
Provide a yearly budget to the Treasurer prior to the first meeting of the Board of Directors for the year. 
Chorus Manager (Voting) 
General Responsibilities 
Maintain an inventory of all chapter property, and where that property is stored, whether by the chapter or by each member
Coordinate the repair and maintenance of all Chapter equipment, including risers, trailer, sound equipment, and props. 
Maintain an inventory of all chapter member owned costumes, props, and other necessary equipment. 
Performance Responsibilities 
Coordinate dates for all performances. Update the chapter website with all necessary information 
Determine the suitability of a venue for the planned event, including when required the entrances and exits, riser placement, lighting, sound system, and dressing facilities.  If adequate facilities do not exist, arrange with the sponsoring organization to obtain them.
Arrange for a written contract with the venue, if necessary 
Logistics 
Arrange for transportation of risers, costumes, props, and any other necessary items. 
Be the contact person for the Chapter.  Arrange for a written contract if necessary, with the sponsoring organization, and obtain or arrange for payment at the time of the performance.
Contest responsibilities 
Act as contact between the Chapter and the Far Western District, the Southwest Division of the Far Western District, or the Society in all matters pertaining to the logistics of the contest 
Arrange for the transportation of risers, props, costumes and members to the contest location 
Arrange for rehearsal space at the contest site
Show responsibilities 
Arrange for transportation of risers, costumes, props, lighting and sound equipment and any other necessary items
Ensure that the chorus members are supplied with the correct costumes  
Update the website with the information necessary for chorus members in advance of each event.  Provide additional cast with the logistic information necessary  for their performance, including mic testing and other call time requirements, and dressing facilities.
Immediate Past President (Voting)
Provide continuity with previous Boards of Directors. 
Chair the nominating committee for the next years elections 
Perform any additional duties that may be assigned by the President 
Parliamentarian (Non-Voting) 
Interpret the Bylaws and Standing Rules and Regulations of the Chapter, Far Western District and the Society when necessary to conduct Chapter business, notifying the President of any chapter practices that are in conflict.
Bring to the attention of the Board of Director any changes in the Rules, Regulations, Bylaws of Statements of Policy by the Far Western District that affect the chapter or the chorus
Assist in any changes to the Chapter Rules and Regulation or to the Chapter Bylaws. 
Perform any additional duties that may be assigned by the President. 
