Suggestions for the structure of the Out Loud Chorus – July 2009
Board of Directors is made up of the Executive Committee and the Members of the Board as follows.
· Executive Committee.  To be made up of:  President, Vice President, Treasurer, and Secretary.  Their responsibilities are to:
· oversee the general smooth functioning of the choir
· establish and maintaining consistent modes of communication with the choir membership
· hire and fire staff as needed
· Treasurer and Secretary have specific jobs related to the financial structure of the org and related to the recording of minutes.
· seek out, build and maintain strategic connections within the community.
· See additional details in “committee structure list” and job descriptions

· Members of the Board.   To include: Four Choir Members at Large, two for each of the Standing Committees.  Their responsibilities are to:
· oversee the general smooth functioning of the choir.
· Support the Executive Committee in establishing and maintaining consistent modes of communication with the choir membership
· hire and fire staff as needed
· Co-chair a standing committee as defined below
· See additional details in “committee structure list” and job descriptions

Choir Support Positions.  To include:  Soprano Section Rep, Alto Section Rep, Bass Section Rep, Tenor Section Rep, Librarian and Historian.

· See additional details in “committee structure list” and job descriptions

Staff.  To be made up of:  Artistic Director and Accompanist
· See additional details in “committee structure list” and job descriptions
Visiting Musicians: 

Singing Members:  

Non-Singing Members:  

Standing Committees:
· Will be co-coordinated by four members of the board – two Choir Members at Large will serve on each committee.  The co-coordinators are not responsible for personally carrying out the charges of each committee; however they are personally responsible for ensuring that each charge is carried out.
· Choir members are to be encouraged to take an active role in the standing committees and the sub-committees.
· The two standing committees are:
· POAS:  Putting On A Show and
· RAC:  Running A Choir
“Putting On A Show” Standing Committee

Music Selection Committee

· Selection, ordering, storing of music

· Work with Librarian to pass music out to members

· Develop/maintain policy on

· who gets music when, and

· if there is a cost involved.

· Must work with the Artistic Director

Production Committee

· Venue Selection 

· find affordable venue for show

· Arrange for lights, sound, piano, etc

· Costume 

· Stage Decor 

· Work with Artistic Director to determine if a backdrop is necessary or what kind of stage decoration will be necessary, including if we will use risers  

· Obtain stage decoration / risers

· Dress the stage each night of the show

· Break-down crew

· Recording of Show

· Photographer

· Videographer

· Audio recording

· Musician Selection 

· Work with the Artistic Director to determine of what kind of musicians are needed

· Work with the Artistic Director to search for and select musicians based on skill and LGBT awareness

· Librarian
· Obtain music from Music Selection Committee
· Number and hole punch
· Develop/maintain system for keeping track of music in our repertoire
· Develop/maintain system for loaning music to choir members
· At end of season, coordinate return of music to choir filing cabinets
Production Marketing Committee

· Develop Fliers/Postcards and other marketing

· Design cover for program

· Design graphics for tickets

· Work with Artistic Director on final design selection

· Print and distribute fliers/postcards to choir and key places in Washtenaw County

· Ask Database Committee for Concert Attendees Database – reach out to these people and let them know about upcoming concerts

· Place ads for concerts in key publications/websites that reach Washtenaw County

· Record ads and marketing efforts with Historian

Program, Tickets and House Committee
· Program Committee
· Get program cover design from Production Marketing Committee
· Work with Fundraising Committee to get all ads into the program
· Get order of show from Artistic Director
· Compile information into attractive program
· Determine number to print – coordinate w/ Artistic Director and Venue Selection Committee.
· Print/collate/fold/staple program.
· Ticket Committee
· Get ticket graphics and/or completed ticket design from Production Marketing Committee.

· Have tickets printed
· Develop system for selling tickets through choir members
· Arrange with Common Language to have tickets available there
· Be available at Monday night rehearsals to collect money and sell more tickets to choir members
· Manage ticket sales at the door on the night(s) of the concert – including will-call, etc
· House Crew Committee
· Arrange for Ushers as necessary for each night of the show
· Arrange for parking assistants or other help for the night of the show.
· If it is decided that a reception will be held, manage the reception
· find people to help
· determine what to have
· arrange for food/refreshments/drinks
· assemble a clean up crew
Thank You Committee
· Coordinate Thank You cards to key people at venues, printers, etc.
· Bring to choir practice so members can sign
· Mail
Additional Performance Committee
· Receive and investigate additional requests/opportunities for the choir to perform
· Ask staff and choir to determine if choir will make commitment
· Ensure that choir will be presented in a professional manner and that venue will have or can be made to have the necessary equipment (microphones, piano, risers)
· Handle all details of engagement

“Running a Choir” Standing Committee

Membership Committee
· New Members
· Work with Choir Marketing Committee to advertise choir and seek new members
· Develop follow up system for any “leads”
· Encourage members to recruit friends
· Coordinate New Member night
· Short program – welcome
· Introduction to artistic director/accompanist
· Introduction to board / choir structure
· Brief “what to expect” talk
· Develop and maintain New Member Packet
· Include Policies
· Expectations:  what new member can expect, what choir expects of new members
· Outline structure of board and how to best utilize section reps
· Coming season’s schedule as available
· Work with Librarian to have “new member” music packets available
· Coordinate “Buddy” system – place new members with existing members
· Retaining Existing Members
· Birthday Cards
· Feedback systems
· Assist Database Committee with maintenance Choir Members database 
· Strive to find ways to keep choir fun and productive
· Vet out problem spots – things choir members are upset about and address them through the proper channels
· Assess skill set of existing members – are they willing to help the choir out in a specific way
· Policies related to Choir Membership
· Develop policies and present to board/choir for approval as required by bylaws
· Concert Readiness (Attendance)
· Expectations of serving on committees
· Recovering Previous Members
· Develop process of reaching out to previous members

Section Representatives Committee
· Made up of one representative from each section:  Soprano, Alto, Tenor and Bass
· Channel for choir members to share praise and complaints
· Assess section for needs and respond: sectionals, more members, individual’s Concert Readiness, suggest section members to Artistic Directors for solos, etc

Choir Marketing Committee

· Develop Fliers/Postcards and other marketing
· Work with Membership
· Print and distribute fliers/postcards to choir and to key places in Washtenaw County
· Assist Database Committee with Choir Members database
· Prepare “Become a Member” and “Come to our next show” booths for key events:
· Concerts
· Outfest
· Others
· Place ads asking for new members in key publications/websites that reach Washtenaw County
· Record ads and marketing efforts with Historian

Fundraising Committee
· Work with the Budget Development committee to set fundraising goals for choir season
· Brainstorm and carry out fundraising activities to meet fundraising goals
· Work with the Database committee to develop/maintain an individual donor database
· Sell ads in program
· ask for choir members’ help
· Ask Database Committee for Advertiser Database
· Get ads to Program Committee in timely fashion
· Keep track of one time or two time advertisers
· Manage sponsorships
· Report funds raised to Treasurer and turn in money
· Work with the executive committee to develop and mail an annual fundraising letter (this could be via email?)
· Upcoming GALA  - in addition to regular choir season fundraising goals, set a separate set of GALA fundraising goals
Information Management Committee
· Website Maintenance
· Develop, maintain and update two websites
· General Out Loud Choir Website
· Membership Website
· Work with board to develop policies
· Whose name can appear where?
· What about pictures?
· Historian
· Gather information about the choir – press releases, articles,  ads, programs, etc
· Record/store information in organized way
· Bring snippets of history to concerts and other events for “become a member” booth
· Store old historical items in choir’s storage unit
· Databases
· Work with various committees to develop and maintain the following databases:
· Choir members:  current, past
· Concert attendees
· Program Advertisers/Sponsors
· Individual Donors
· Key publications/ websites and contact info
· Shows (music performed, name of show, venue, etc)
· Maintain current Roster
· Remind the various committees of the existence of these databases so that the wheel doesn’t have to be reinvented
Executive Committee Responsibilities
Communications 
· Develop and maintain method for board meeting minutes to be available to choir membership
· Email Maintenance
· Maintain and manage email lists/groups in an efficient way.
· work with the choir and the board to develop/maintain policies regarding emails – social, news, business, only choir information, etc.
· Town Hall Meetings
· Per Choir bylaws, schedule, coordinate and hold town hall meetings each semester
· Seek input from choir
· Hold elections
· Manage “comment/suggestion” box

Rehearsal Management
· Ensure rehearsal space is prepared each week
· Ensure rehearsal space is cleaned each week
· Coordinate payment for rehearsal space with Treasurer
· If Artistic Director or Accompanist cannot be at a rehearsal – make arrangements to have rehearsal covered.

Nominating / Elections 
· Seek out choir members and community members to fill open board positions
· Prepare Ballots
· Keep track of which positions are open at what times
· Ensure fair running of election and counting of ballots

Budget Development
· Work with the Treasurer to develop a budget for the next fiscal year.  

Assets Committee
· Manage the assets of the choir
· Keep record of assets and their specific locations
· Coordinate/manage storage of equipment, maintain storage unit
· Retrieve assets from members who leave the choir
· Inform needs committee of specific needs

Needs Committee
· Assess needs of choir with regard to actual items (risers) or talent (maintaining databases)
· Inform choir membership of these needs
· Seek out ways to fill these needs
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