JOB DESCRIPTIONS FOR GODWIN CHORAL BOOSTER BOARD OFFICERS 

(created MAY 2011)

EXECUTIVE BOARD: PRESIDENT

Description

To oversee the Executive Board and General Board, coordinating the work of the officers and committees in order that the objectives of the association are obtained; perform such other duties as may be prescribed in the bylaws or assigned by the association and/or the Executive Board.

Responsibilities
· Preside at all meetings of the association and join membership;

· Coordinate the work of the officers and committees in order that the objectives may be promoted;

· Meet regularly with the Choral Director providing full support of the choral program's needs and priorities;
· Lead the executive committee when decisions need to be made on the executive level, such as budget recommendations, audit reports, spring trip scholarships, bylaws, etc;

· Ensure annual audits are conducted on the General Fund and Spring Trip Fund for the County;

· Ensure annual budget is created, presented, and approved;

· Recruit and enlist committee members and other volunteers in conjunction with the Executive Board and General Board Chairs.

EXECUTIVE BOARD: FIRST VICE PRESIDENT, MEMBERSHIP

Description

To set membership goals, solicit membership, receive membership forms and monies, maintain on-going membership spreadsheet, compile volunteer interests of members, supervise and set-up reserved seating for Winter and Spring Concerts, assist the President, and serve on the Executive committee.

Responsibilities

· Serve on Executive Board;

· Attend Choral Booster monthly meetings and join membership;

· Assist the President and serve in his/her absence;

· Set membership goal before school year;

· Man or solicit volunteers to man membership table during both fee days in August;

· Distribute faculty membership forms in teacher mailboxes during fee day;

· Advertise membership campaign through VP Communications, including general membership, family/friends membership, and alumni membership;

· Send membership form to president in July for the Parent Handbook;

· Compile volunteer interest of parents at the bottom of membership form and give to Executive and General Boards for future committees;

· Send e-mail addresses of members to VP Communications and E-blast chairperson on a weekly basis (Fridays) until membership form receipt begins to taper off;

· Maintain membership spreadsheet;

· Update membership forms when needed;

· Collect forms and monies (some will come by mail to VP’s address, others will come to Choral Boosters mailbox in chorus room);

· Turn in monies often to General Fund Treasurer;

· Man membership table at Fall and Winter Concerts;

· Compose brief skit with president to advertise membership at the Fall Concert;

· Print reserved seating signs for Winter and Spring Concerts;

· Day of concert, place reserved seating signs on seats at 4:30 p.m.;

· Solicit volunteers to usher at Winter and Spring concerts;

· Print booster level listing for ushers to use;
· Take reserved seating signs off seats after Winter and Spring Concerts;

· Maintain membership hard-copy applications for five years (to be passed to succeeding VP Membership).

EXECUTIVE BOARD: SECOND VICE PRESIDENT, WAYS AND MEANS

Description

To oversee the General Fundraising and Spring Trip Fundraising for the Choral Boosters. Board members will be elected to coordinate each fundraising event; however, the VP will explore and establish events, help in setting event dates, give support to the fundraising chairperson, review fundraising orders for accuracy/completeness, place orders, and give funds/spreadsheets to both treasurers. In addition, the VP serves on the Executive Board.
Responsibilities

· Serve on the Executive Board;

· Attend and report at monthly Choral Booster meetings and join membership;

· Set up joint fundraising event dates with band counterpart in August;

· Send fundraising event dates to Choral Director and Website Chairperson by mid-August;
· Oversee and give support to all fundraising chairpersons and oversee the fundraising activities of the association;

· Set up and give fundraising spreadsheets to chairpersons;

· Complete event forms as needed, such as sign-out sheets;

· Receive completed spread sheet, back-up data, and monies from chairpersons two days prior to company deadline, review, and place orders ;

· Give fundraising funds/spreadsheets to treasurer(s);

· Explore other fundraising opportunities;

· Review existing fundraising for ongoing viability;

· Compose announcements for e-blasts, newsletter, and website concerning fundraising, when needed (usually done by chairpersons for each fundraising event);

· Evaluate fundraising events for future modifications.

EXECUTIVE BOARD, THIRD VICE PRESIDENT, COMMUNICATIONS

Description

To plan and coordinate all the communication needs for the organization, including overseeing the communications with regards to weekly e-blast, quarterly newsletter, and website; to represent the organization to news media, if necessary; and to serve on the Executive Board. VP may also hold one of these general board positions mentioned in addition to overseeing others involved in the three main job divisions. 

Responsibilities

· Attend monthly Booster meetings, Executive Board meetings, and join membership;

· Supervise the work of the chairpersons for e-newsletter, e-blasts, and website. VP Communications officer may hold one of these officer positions as well;

· To gather information and supervise the dissemination of info for weekly e-blasts, quarterly newsletter, and website;
· To advertise upcoming events in the Richmond area press;
· To serve on the executive committee;

· To provide information at the end of the year for next year’s officers concerning their job positions.
EXECUTIVE BOARD: GENERAL FUND TREASURER

Description

To keep records of receipts, expenditures, and allocation of funds in accordance with the approved budget as authorized by the association; to prepare financial statements for every business meeting; submit tax returns; submit records for audits.

Responsibilities

· Attend monthly Booster meetings and Executive Board meetings (including Budget meeting in August) and join membership;
· Keep records beginning July 1-June 30, a fiscal year, using Quicken (which must be downloaded);
· Meet with former treasurer to transfer paper records and electronic copies of records;
· Be the keeper of former financial records in accordance of bylaws;
· Keep accurate records of receipts, expenditures, and allocation of funds in accordance with the approved budget authorized by the association;
·  Present a financial statement and budget report(make copies for members) at every monthly business meeting;
· Work with Spring Trip Treasurer to get a copy of the financial report for the spring trip account, the June 30 bank statement, and bank reconciliation. 
· Prepare and submit tax returns (can be done personally or by a professional tax preparation service) by the deadline date. The tax form is Form 990 EZ, with a due date of November 15. A three month extension can be obtained by filing an extension, Form 8868, on or before November 15, which extends the due date to February 15 (www.IRS.gov). The current Treasurer will be responsible to for the tax return due 16 months after taking office. When mailing tax return, send by certified mail/return receipt;
· Prepare and submit records to a professional auditor or an audit committee for purposes of conducting an audit as required by and in accordance with standards set forth by Henrico County Public Schools;
· Write checks (Sun Trust Bank) and obtain two other Executive Board member signatures. Checks are handwritten and then keyed into Quicken;
· Make deposits;
· Check Boosters mailbox in chorus room weekly  or twice monthly for checks, especially during high times of check collecting;
·  Reconcile bank account monthly with Quicken; 
· Process matching gift forms from businesses after membership drive and/or register for online matching gifts.
EXECUTIVE BOARD: SPRING TRIP TREASURER

Description

To be responsible for accurate records of receipts and expenditures of funds collected and maintained for the purpose of funding the annual choral department trip for the choirs; responsible for the timely submission of records upon request by the first Treasurer for the purposes of tax preparation and audits.

Responsibilities

· Attend monthly Booster meetings and Executive Board meetings and join membership;

· Communicate spring trip payment deadlines through VP Communication for e-blasts, e-newsletter, and website;

· Keep accurate records by spreadsheet of student individual fundraising receipts;
· Collect payments from students and chaperones for spring trip;

· Make payments for spring trip group expenses;

· Receive and review spring trip scholarship requests and present to Executive Board;

· Provide financial report of spring trip account to First Treasurer; 

· Write checks (Sun Trust Bank) and make deposits;
· Check Boosters mailbox in chorus room weekly or twice monthly for checks, especially during high times of check collecting. 
EXECUTIVE BOARD: SECRETARY

Description

To ensure all appropriate meeting notes are captured, approved, and archived. 
Responsibilities

· Attend all monthly Boosters meetings, Executive Board meetings, and any other special meetings as called by the Board or general membership;

· Be a member of Choral Boosters;

· Capture all meeting minutes and publish draft of same to President for approval;

· Prepare final version of all meetings minutes after incorporating feedback from President and circulate same to Executive Board;

· Ensure appropriate archiving of meeting minutes, notes, etc., in a safe, recallable environment such as a computer hard drive or hard copy file.

GENERAL BOARD: BANQUET

Description

To chair Choral Banquet committee, set dates with Choral Director and school, and supervise planning and implementation of event.

Responsibilities 

· Recommend budget to Executive Board in early August;
· Attend monthly Choral Boosters meetings and join as member;

· Call Keith Miller (Godwin Cafeteria supervisor) early in the school year to confirm date of event;

· Plan menu and confirm price of meal per person;

· Solicit volunteers to serve on the banquet committee;

· In September, call B & N Community Relations person at Short Pump and get dates for Fall Fundraiser in November. Check dates with Choral Director. B & N will provide a contract, coupons, and flyers for the fundraiser. Details should be announced through the VP Communications for website, e-newsletter, and e-blasts;
· In January or February, get list of seniors from Choral Director;

· Order blankets for each senior from MVP;

· Supervise committee to solicit donations for door prizes and senior gift bags;

· Supervise committee to organize senior memory book (seniors to write letter to Choral Director and make scrapbook page of their photos);

· Mail letter and invitation to senior parents;

· Send electronic invitation to VP Communications for e-blasts, e-newsletter, and website;

· Compile special guests list from Choral Director and mail invitations;

· Order corsages for special guests;

· Order latex balloons (red and white) for tables and Mylar balloons for seniors from Lloyd’s Hallmark (Sue Lloyd is contact);

· Order tables for commons area for the event three weeks prior;

· Arrange for senior gift (student directors determine gift and assist in collecting money from seniors);

· Organize  and supervise senior poster night;

· Provide hard-copy invitations to leave in chorus room;
· Solicit person to lead invocation;

· Confirm banquet times with cafeteria one month before and numbers two weeks before;

· Supervise the making of the programs and seating chart;

· Supervise set-up and clean-up;

· Collect and turn in monies and receipts to General Fund Treasurer. 

GENERAL BOARD: CHAPERONES

Description
To recruit, train, and communicate with volunteers who will chaperone during the annual spring trip.

Responsibilities

· Attend monthly Booster meetings and join membership;

· Recruit one chaperone per eight students who will attend the annual spring trip (teachers and administrators who accompany the group are not considered chaperones) through VP Communications for e-blast and e-newsletter announcements;

· Encourage parent chaperones to join Booster membership;

· Work closely with Choral Director and Band Chaperone officer for location specific duties of Chaperone officer or chaperones;

· Hold a meeting to prepare and train chaperones several weeks before spring trip. Give each chaperone a list of students in his/her group. Instruct them to call each student’s parent to give his/her cell phone number in case of emergency and to collect any medicine the student will need to take during spring trip;

· Assign bus captain and medical captain for each bus from the list of chaperones;

· Restock supply and medical bags before trip (gallon-sized Ziplock bag that contains Tylenol, Advil, Tums, Wet Wipes, hand sanitizer, feminine products, tissues, gum, mints, etc.);

· Collect trip payment from each chaperone and turn in to Spring Trip Treasurer;

· Make schedule for hall duty at the hotel for each chaperone;

·  Be available to chaperones in case any problems arise;

· Thank chaperones after trip.

GENERAL BOARD: E-NEWSLETTER

Description

To solicit and compile information and photos, edit, publish the “Note Worthy” quarterly e-newsletter (October 1, December 1, March 1, and after choral banquet), and send to VP Communications for dissemination.

Responsibilities

· Attend Choral Boosters meetings and join membership;

· Solicit information for upcoming newsletter at least one month in advance from Executive and General Boards and Choral Director (give clear deadlines). From Choral Director, solicit info about student awards, upcoming concerts or events, outcomes at competitions, important dates, and other relevant info. From Executive Board or General Board, solicit announcements, results, or anything else they would like in the newsletter;
· Compile photos and edited articles and announcement into a published document;

· Send to VP Communications at least one week prior to dissemination on e-blast;

· Print out a hard copy to personally put on Choral Boosters bulletin board in chorus room (do not ask Choral Director to do this).

GENERAL BOARD: E-BLASTS

Description

To inform parents/Booster members of Choral Boosters and chorus events on a weekly basis through e-mail.

Responsibilities

· Attend monthly Choral Boosters meetings and join membership;

· Create/maintain distribution list of e-mail addresses of all chorus parents and/or students (get forms from Choral Director at the end of September) and Boosters membership (get from VP Membership on a weekly basis from August fee days through Winter Concert);

· Create distribution list of alumni from alumni membership forms for a separate distribution list (get from VP Membership);

· Set up system to send out mass e-mails;

· Gather info from VP Communications, the Choral Director, and other members of the Executive and General Boards by Friday of each week;
· Publish weekly e-blasts every Monday (or as needed for special e-blasts as authorized by VP Communications);

· Monitor the Godwin Choral Boosters e-mail address and forward any responses to appropriate Board member.

GENERAL BOARD: WEBSITE

Description

To maintain Internet info of Godwin Choral Boosters (www.godwinchoralboosters.org).

Responsibilities

· Attend monthly Choral Boosters meetings and join membership;
· Load Intuit software on to a computer. This must be a PC rather than an Apple;
· Maintain Choral Boosters website, weekly or when necessary. This includes announcements, listing of choirs, spring trip information, forms, photos, etc.;
· Renew subscription for website annually (October to October; Homestead, an Intuit Company) and solicit payment from General Fund Treasurer (around $239.99 annually);
· Check with VP Communications and e-blasts for updates on a weekly basis;
· Maintain Choral Boosters Facebook page, posting announcements, pictures, and events.
GENERAL BOARD: HISTORIAN

Description

To document a school year’s choral events through photographs and memory book.

Responsibilities 

· Attend monthly Choral Boosters meetings and join as member;

· Photograph choral concerts, festivals, and special events;

· Solicit volunteers to photograph choral events when not able to attend;

· Provide photographs for the e-newsletter and Choral Boosters website 

· Create a memory book documenting the school year’s choral events. The book can be created as a traditional scrapbook or as a printed book created on a computer. There are many online services that can be used for the creation of the book (i.e., ourhubbub.com, shutterfly.com, costco.com);

· Arrange for the presentation of the memory book to the Choral Director at the annual Choral Banquet.

GENERAL BOARD: HOSPITALITY

Description

To organize the receptions following the Fall, Winter, and Spring Concerts; to organize hospitality for any other function when requested by Choral Boosters and/or the Choral Director.

Responsibilities

· Attend monthly Choral Booster meetings and join membership;

· Compile list of volunteers willing to help with the events when hospitality is required;

· Send a request through VP Communication for e-blasts and e-newsletter for parents to bring two dozen cookies on a disposable plate for each concert. Donations should be brought the night of the concert and left on a table in the commons area before the concert;

· Contact teacher sponsors of service clubs to solicit student volunteers to help on concert nights;

· Contact custodial staff to set up tables on the night of the concert (two weeks prior);

· Purchase punch and paper goods supplies;

· Arrive early on concert nights to decorate tables, make punch, and receive donations from parents;

· Clean up tables and leftover items;

· Store all hospitality decorations and equipment;

· Replace cups, plates, napkins, and other supplies when needed.

GENERAL BOARD: PROGRAMS

Description
To prepare and publish concert programs for Fall, Winter, and Spring Concerts.

Responsibilities
· Attend monthly Choral Booster meetings and join membership;
· Get three quotes from printing companies each summer to present to the Executive Board before August when budget decisions will be made;
· Request/receive program ads and well wishes from Program Ads officer, and prepare ads of those that need designing;

· Request/receive President’s letter for program;

· Request/receive order of musical selections, students names in different choirs,  program notes, and special thanks from Choral Director;

· Request/receive membership lists from VP Membership;

· Design and prepare programs;
· Take programs to the selected company for printing;

· Contact Choral Director to find Tri-M (band) student volunteers to pass out programs before concert;

· Pick up programs after they have been printed;
· Deliver programs to the auditorium on the evening of the concert by 6 p.m.;
· Collect programs left in the auditorium after concerts for recycling.
GENERAL BOARD: BOOSTERS FUNDRAISING, CONCERT FLOWERS

Description

To provide flowers for sale at the Fall, Winter, and Spring Concerts, including buying flowers and materials, soliciting volunteers, arranging flower arrangements, selling arrangements, and turning in money to General Fund Treasurer.

Responsibilities

· Attend monthly Choral Boosters meetings and join membership;
· One week before concert, call and order flowers, fern, and baby’s breath from wholesaler;

· Day before concert, pick up flowers from the wholesaler;

· Night before concert, get together with volunteers to assemble bouquets and store in water; 

· Day of concert, get change for cashbox of $50 in five dollar bills plus one or two ten dollar bills (bouquets are $5 each);

· Concert night, transport your flowers to the commons area, set up table near the main doorway about 30 minutes before the start of the concert, and sell flowers before, during intermission, and after the concert;
· Turn in money collected from sales and receipts for reimbursement (if not billed) to General Fund Treasurer.
GENERAL BOARD: BOOSTERS FUNDRAISING, PROGRAM ADS

Description

To supervise/participate in the solicitation, design, and collection of monies for ads in the concert programs.

Responsibilities

· Attend monthly Choral Boosters meetings and join membership;

· Evaluate current ad prices to determine if they need to be raised;

· Evaluate forms and letters sent to advertisers during the summer to see if they need to be updated;

· Solicit volunteers to help solicit and design ads and be involved in this personally;

· Advertise the opportunity to place ad or well wishes to Choral Boosters and parents through VP Communications;

· Collect money for ads and turn in to the General Fund Treasurer with spreadsheet;

· Obtain ad from Corporate Sponsor from Corporate Sponsor/Restaurants Chairperson;

· Send all ads and well wishes to Program Chairperson by deadline given;

· Keep spreadsheet up-to-date of participating businesses and contact information.

GENERAL BOARD: BOOSTERS FUNDRAISING, SILENT AUCTION

Description

To oversee solicitation of donations, set financial goal for budget requirements, preparation of Silent Auction brochure, chair the Silent Auction committee, prepare and/or review bid sheets. 
Responsibilities
· Recruit committee heads, such as Donation Coordinator, Set-up Coordinator, Information Technology Coordinator, and Auction Wrap-up Coordinator;

· Assist committee heads if needed to recruit volunteer committee members and solicit large auction items;

· Set budget goals;

· Pray for Winter Concert not to be cancelled (;

· Review and account for all monies raised/spent to be given to General Fundraising Treasurer;

· Ensure that all monies have been collected from bidders and all items have been collected;
· Give any remaining unsold items to Banquet Chairperson.

Committees

Donation Coordinator:

· Oversees volunteer efforts to solicit donations;

· Produces a list of businesses who normally donate;

· Divides business list to volunteers;

· Coordinates business/item information for brochure with Information Technology Coordinator;

· Prepares bid sheets, setting beginning bid increments.

Set-up Coordinator:

· Determines theme;

· Orders tables from school office;

· Arranges for tablecloths, boxes, and decorations;

· Solicits school club volunteers to patrol tables during concert and to assist Auction Wrap-Up Coordinator with bagging items after bids close;

· Sets up registration with two volunteers;

· Sets up check-out area;

· Sets up items on tables with bid sheets;

· Have everything ready for bidding at 6 p.m.

Information Technology Coordinator:

· Sets-up beforehand and inputs Silent Auction spreadsheet during registration that includes name, phone number, e-mail address, student name, and bidder number;
· Produces, along with the Donation Coordinator, the brochure;

· Arranges for computer and printer support;

· Reports for duty 30 minutes before registration begins;

· Tallies bidder numbers and items during second half of Winter Concert to give to Auction Wrap-up Coordinator.

Auction Wrap-Up Coordinator:

· Solicits volunteers and supervise pulling items after bids close for pick-up;

· Solicits cashiers and helpers, such as gift certificate distributor and people to collect other items for bidders;
· Pulls bid sheets and give to Information Technology Coordinator;

· Posts winning bid numbers on white board;

· Assists in counting money, and reconciling bid payments and collections;

· Solicits volunteers to clean up.
GENERAL BOARD: BOOSTERS FUNDRAISING, SINGING VALENTINES

Description

To coordinate the sale of Singing Valentines the week before Valentine’s Day (performed on or close to February 14 by the two barbershop quartets or a Madrigals ensemble).
Responsibilities

· Attend monthly Choral Boosters meetings and join membership;

· Communicate with Choral Director regarding date of event (Districts sometimes conflict);

· Check with Booster parents to see if anyone will donate printing of Valentine cards, receipts for purchase, and candy;

· Communicate with school regarding sales dates/morning announcements;

· Communicate with janitor prior to lunchtime sales for table setup;

· Coordinate with volunteers to schedule help for lunchtime sales;

· Advertise sales of Valentines prior to event through morning announcements, posters, student word of mouth, and VP Communications (e-blasts and e-newsletter);

· Prepare Singing Valentines;

· If not donated, purchase candy for sales day to attach to Valentine cards;

· Attend and/or oversee sales and delivery of Singing Valentines;

· Cost is $5 for barbershop/beautyshop performance and $3 for Mads performance.

GENERAL BOARD: BOOSTERS FUNDRAISING, CORPORATE SPONSOR AND RESTAURANTS

Description

To explore existing and new Corporate Sponsors and Restaurant fundraising opportunities; for restaurants, arranges Spirit Nights with business and Choral Director, sends announcements to VP Communications, collects and gives money to General Fund Treasurer, and prepares contracts with businesses.

Responsibilities
· Attend monthly Boosters meetings and join membership;

· Review current businesses such as Glory Days, Gino’s, and Chick-fil-A;

· Recruit new businesses for Spirit Nights and/or Corporate Sponsorships;

· Negotiates and secures contracts with Corporate Sponsor, getting approval from Executive Board and Choral Director;

· Clears any event dates with Choral Director;

· Give receipts when appropriate and pick-up checks to give to treasurer;

· Write announcements for VP Communications to advertise Spirit Nights.
Corporate Sponsor Contact:

Chick-fil-A at Short Pump Crossing

Tamara Gajda, Marketing Director

Tamara.cfamarketing@gmail.com
GENERAL FUND: SPRING TRIP FUNDRAISING, ENJOY THE CITY

Description

To coordinate fundraiser, including setting dates with VP Ways and Means, contacting vendor, preparing marketing material for students, advertising through VP Communications, being available for students during school day to pick up sample books, collecting orders and money, reviewing and reconciling orders and money, completing spreadsheet with required information, calculating credit for individual students, and turning in spreadsheet and monies to VP Ways and Means.

Responsibilities

· Attend monthly Choral Boosters meetings and join membership;
· Set dates in August with VP Ways and Means;
· Call vendor for sample books delivery (Initial order usually 150);
· Prepare marketing packets before school year begins since this is the first fundraiser and in early September-October 1 ;
· Establish times during school, such as before first period and during lunch, to hand out information to students;
· Advertise fundraiser through VP Communications, including advertising for alumni parents/students;
· Arrange times to collect ongoing orders and give out books during the fundraiser;
· Collect orders, monies, and unsold sample books;
· Advertise pick-up date often through VP Communications and make phone calls when necessary to remind parents;
· Complete spreadsheet by individual student and turn in with monies to VP Ways and Means.
Contact:

Karen Parry (pronounced CAR-in)

(804) 514-7468

GENERAL BOARD: SPRING TRIP FUNDRAISING, PEE JAY’S FRESH FRUIT

Description

To coordinate fundraiser with band booster representative, set dates with VP Ways and Means,  prepare marketing material for students, advertise through VP Communications, take marketing material to chorus room for student pick-up, collect orders and money, tally spreadsheet at least two times weekly due to volume of checks/orders, carefully review all orders (student delivered orders AND gift orders that are direct shipped) and reconcile orders and money, complete spreadsheet with required information, calculate credit for individual students, turn in spreadsheet and monies to VP Ways and Means, solicit volunteers for fruit pick-up date, and supervise pick-up day with band boosters representative.

Responsibilities

· Attend monthly Choral Boosters meetings and join membership;
· Set dates in August with VP Ways and Means (event date is October with early December delivery);
· Band Booster representative arranges with vendor, but Choral Booster representative coordinates with this person;
· Receive marketing packets in early October from Band Boosters representative and place in choral room for student pick-up;
· Advertise fundraising instructions and dates to VP Communications;
· Collect orders and monies from Choral Booster mailbox;
· Complete spreadsheet by individual student and turn in with monies to VP Ways and Means;
· Solicit volunteers for pick-up day;
· Advertise pick-up date often through VP Communications and make phone calls when necessary to remind parents;
· Supervise pick-up day with Band Booster representative;
· Coordinate with Band the sale of extra fruit and/or cheesecake for student credit and turn in that money to VP Ways and Means.
Contact:
1-800-847-6141

www.peejays.org
GENERAL BOARD: SPRING TRIP FUNDRAISING, CB ENTERPRISES COOKIE DOUGH
Description

To coordinate fundraiser, including setting dates with VP Ways and Means, (along with Band) contacting vendor, preparing marketing material for students and leaving for pick-up in chorus room, advertising through VP Communications,  collecting orders and money, reviewing and reconciling orders and money, completing spreadsheet with required information, calculating credit for individual students, turning in spreadsheet and monies to VP Ways and Means, soliciting volunteers for pick-up day, and supervising with Band on pick-up day.

Responsibilities

· Attend monthly Choral Boosters meetings and join membership;
· Set dates in August with VP Ways and Means (January is time of fundraiser);
· Coordinate with Band about contacting vendor for marketing materials;
· Contact CB Enterprises (unless Band chairperson does); 
· Prepare marketing packets for student pick-up in early January;
· Collect orders and monies from Choral Boosters mailbox;
· Complete spreadsheet by individual student and turn in with monies to VP Ways and Means;
· Solicit volunteers for cookie dough pick-up day;
· Advertise pick-up date often through VP Communications and make phone calls when necessary to remind parents;
· Supervise with Band Booster representative on pick-up day;
· Arrange for the sale of any extra cookie dough.
Contact:
Chuck Batt

804-402-0349

battchuck@comcast.net
www.chuckbatt.com
GENERAL BOARD: SPRING TRIP FUNDRAISING, VIRGINIA DINER

Description

To coordinate fundraiser, including setting dates with VP Ways and Means, contacting vendor, preparing marketing material for students, advertising through VP Communications, collecting orders/money from Choral Boosters mailbox, reviewing and reconciling orders and money, completing spreadsheet with required information, calculating credit for individual students, turning in spreadsheet and monies to VP Ways and Means, meeting delivery truck and have products taken to choral room for pick-up and ensuring that all orders are collected in a timely manner.

Responsibilities

· Attend monthly Choral Booster meetings and join membership;
· Set dates in August with VP Ways and Means (October is month of fundraiser);
· Call vendor for marketing  brochures in September;
· Prepare marketing packets to distribute in October;
· Advertise fundraiser through VP Communications;
· Advertise pick-up date often through VP Communications and make phone calls when necessary to remind parents;
· Collect orders and monies and complete spreadsheet by individual student of all sales and give to VP Ways and Means;
· Receive on-line orders report from vendor, make spreadsheet, and give to VP Ways and Means;
· Meet delivery truck on delivery date (December);
· Ensure that all products are picked up by students in a timely manner.
Contact Information

1-800-642-6887 (FAX: 1-757-899-2281)

322 W. Main St., Wakefield, VA 23888-2940

GENERAL BOARD: SPRING TRIP FUNDRAISING, KROGER
Description
To coordinate all aspects of the “Kroger Cares” on-going spring trip fundraiser, including sale of “Kroger Cares” gift cards, advertising through VP Communications, completing spreadsheet for individual students monthly to reflect credit earned, turning in spreadsheet monthly to spring trip Treasurer, being liaison between Kroger contact and parents, and setting up new accounts throughout the year.

Responsibilities

· Attend monthly Choral Booster meetings and join membership;

· Determine number of cards to order initially each year;

· Be liaison between Kroger and Choral Booster parents;

· Sell “Kroger Cares” cards at concerts;

· Advertise fundraiser through VP Communications;

· Maintain spreadsheet for individual students on a monthly basis;

· Turn in spreadsheets monthly to Spring Trip Treasurer ;

· Set up new accounts throughout the year.
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