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Introduction

Good music programs inspire. They inspire not only students, they also inspire parents and
community members. Because of this, music has a resource rare among the academic disci-
plines: adults who are willing to give their time and cnergy in its support.

This manual is intended to help music educators focus that energy by setting up, guid-
ing, and working with a booster organization. Some of the information is directed pri-
marily toward the music teacher, and some is for the boosters themselves. Some of the
procedures described will be most appropriate for large organizations, but even the
smallest groups will benefit from considering the principles behind the processes.

Before you get started in organizing a booster group, here are some things to think
about.

* The booster program should always be thought of as an addition. The funds it rais-
es are not a replacement for school funding to justified programs, Rather, it provides
means for students to have music experiences beyond what the school can supply.

* The goal of a booster program is to assist and support the music educator so that he
or she can maintain a music program that will be educational, cnjoyable, and
rewarding. But its authority should never reach into the content and priorities of the
music program.

* A booster group is a music education advocacy group. When possible, it should be
involved in supporting the entire music program, not just the chorus or marching
band. After all, these are community members who have seen how important the
arts are in children's educations and in their school experiences.

= When you are very aclive in fundraising, you need to be more aware than ever of
your relationship with the community. Fundraising can be viewed as a form of sup-
plemental taxation.

The Music Educators National Conference recognizes the importance and dedication
of booster organizations. Their cfforts have allowed thousands of students to have some
of the most thrilling experiences of their school lives. It is hoped that the information
contained in this manual will assist in starting new groups and improving the efficien-
cy of established groups. Music booster workshops, which are ofien offered by state
music educators associations, are another important source of information. If you have
any questions or ideas, contact MENC, Music Booster Information, 1902 Association
Drive, Reston, VA 22091-1597.
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Starting a Booster Group

Getting a booster group off (o0 a good start is largely a matter of communication and
cooperation. If parents, administrators, and the music director are aware right from the
beginning of the nced for a booster group, the kind of activities it will engage in, and its
goals, there will be less resistance and fewer misunderstandings later.

BEFORE THE FIRST MEETING

As the music direclor, your first step will be 1o let the school administration know about
your plans. Explain carcfully the kinds of things the booster group will do—and the
kinds of things it won't do. Invite members of the administrative stalf to booster plan-
ning sessions. If they have strong opinions (pro or con) about the formation of a booster
group, you should know about them and they should be aired.

Notice who your supportive parents are: those who are always at concerts, those who
volunicer when you put out a call for help, or those who have approached you about help-
ing out. Arrange an informal meeting with four or five of these parcnts (or other interest-
ed individuals in the community) to discuss the formation of a booster group. Explain
your need for parent boosters, what areas of your program would benefit from their assis-
tance, the kinds of tasks and responsibilities they might be asked to take on, and the goals
you have in mind for them and for the students. With the help of this core group, develop
a plan for establishing and organizing the group and for recruiting members.

Make a list of parents who would make good officers and contact them about serving,
The standard slate of officers includes a president, a vice president, a secretary {perhaps
both a corresponding and a recording secretary), and a treasurer. Some, if not all, of
those being considercd will be a pan of the small group you've assembled.

GENERAL MEETING

Choose a date for the first general meeting to explain your purpose and plans to all
parents. Announce the meeting in a school or department newsletter, newspaper, con-
cert program, or flyer sent home with students (keeping in mind that many flyers don't
actually make it into the hands of parents). Have each of those who have agreed 10 help
call at least five other interesied people and invite them personally o the meeting,
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Meet with those who have agreed to serve as officers before the general meeting. Plan
what will be discussed, including purpose, membership, policies, long- and short-term
goals, and activities. At the first general meeting, you will want 1o have the slate of
officers elected or approved. You may also want Lo establish commitces o deal with
such things as ways and means, publicity, bylaws, telephone, travel, and a newsletter.
You may want to select your first commitice chairs the same way you sclected officers.

OTHER CONSIDERATIONS

As soon as possible after the booster group becomes organized, establish a set of
bylaws that clearly state purposes, goals, and responsibilities.

Before the organization collects any dues or raises its first dollar, open a bank account
in the name of the group. Always keep booster funds scparate from school funds. Never
put a booster account in one person's name. A checking account works best with two
signatures required. This means at least two officers, and preferably the entire executive
commitiee, must approve the expenditure.

Consider incorporating. Advantages include being able to formally establish nonprofit
and tax-exempt status. The booster group will be required to file annual federal and
state tax returns and may be subject to an audit, but it will be exempt from paying
income tax on camings and possibly sales tax on purchases. One of the most important
advantages is the perpetual protection of all involved, Consult an allorney or accoun-
lant. (Refer to the next section, on organization, for more information.)
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Booster Organization

A successful business stimulates the productivity of its employees through salary,
benefits, and incentives. But a booster program, which depends on volunteers, must
stimulate the enthusiasm of its supporters by providing a clear vision of the good their
efforts are achieving and by not wasting their time. Proper planning and organization,
right from the start, are central (o fulfilling this need.

BYLAWS

The goal of a booster program is to provide the music director with assistance and
support thal will allow him or her to develop an educational, enjoyable, and rewarding
music program. Bylaws can provide operational guidelines toward that end. They are
the rules adopled by an organization for management of its internal affairs, They should
encompass the organization's purpose, membership, authorities, financial affairs, meet-
ings, means for change, and parliamentary procedures. The bylaws should be formally
approved by the full membership. (Sce Appendix 1 for a sample.)

INCORPORATION

There are a number of benefits to be gained by incorporating a booster group. An
incorporated organization has the advantages of limited liability and perpetual exis-
tence. In addition, the establishment of a corporation can provide a clear definition of
the framework and structure of the organization. It also will resolve questions about the
purpose of the organization and its stability.

You will want to consult an attomey (who may be willing to donate his or her ser-
vices) if you decide you want to incorporate. Although the steps for incorporation vary
from state to state, they generally include the following:

Name of organization. Determine from the appropriate state autherity the availability
of the name selected for the organization and place it on reserve.

Articles of incorporation. Draft and file the articles of incorporation. Each state has
a statuie governing their content, In general, the following subjects are covered:

» Name of the corporation
* Duration of its existence



MUSIC BOOSTER MANUAL

* Purpose

= Location of the initial office

* Name and address of the initial registered agent

* Names and addresses of the initial board of direciors (usuvally three)

* Names and addresses of the incorporators (usually three)

Officers. Hold an organizational meeting of the initial board of directors to elect offi-
cers and to make other organizational decisions.

FUNCTIONAL RELATIONSHIPS

It's important to establish responsibility guidelines for the music direcior, booster
organization, and school administration,

Music director. Basic responsibility for the music program is in the hands of the
music director, He or she decides iis conient, plans curriculum and activities, selects
music, and formulates policy and philosophy (following school guidelines), He or she
also writes the budgel and, of course, teaches, rehearses, and directs. The director is
also responsible for identifying arcas for cxpansion and improvement.

A primary responsibility of the music director in his or her relationship with the
booster organization is to be sure that fundraising projects do not conflict with school
policies or music program activities.

Boosters. The boosters organization must identify ways it can support the music program,
This will ofien mean developing, managing, and implementing fundraising projects. Usually
these projects are 1o buy items or finance projects that might be thought of as beyond the
“bascline” curriculum: awards, banquets, special equipment, or trips. Boosier groups might
purchase items such as special music arrangements, slationery, risers, stands, tuners, banners
and flags, duplicating equipment, or percussion supplies. It is to be hoped that the baseline cur-
riculum is financially supported by the school, but in some cases booster assistance may be
required Lo buy basic items such as instruments or music,

Boosters also typically provide assistance in chaperoning activities, sponsoring social
cvents, making costumes, caring for uniforms or robes, and transporting students,

Generally, what the boosters purchase is largely the responsibility of the music director.
How they raise the money necessary is largely the responsibility of the boosters, It is the
responsibility of the director 10 provide timely information 10 the boosters conceming
fundraising or volunteer man-hour needs, It is the responsibility of the boosters to sched-
ule their fundraising and support activities so they will meet music program needs and 1o
determine the degree of support that can be provided in the short or long term.

Administration. The school administration usually sets general policies concerning
travel, time students can spend out of school, and fundraising projects associated with
school programs. It is responsible for providing all basic supplics and equipment neces-
sary for an adequate school music program and for providing facilities, instructors,
instruments, music, uniforms/robes, and cquipmenL. It is important that the funds raised
by boosters always be viewed as supplemental to the funds provided by the school.

EXECUTIVE BOARD

The executive board, made up of officers and committee chairs, plans and implements
booster activitics. As a general rule, the membership on the executive board should rep-
resent a ratio of one member to every ten students in the program. The expertise and
experience of the parent should be considered when making appointments 1o the board:
however, an overriding qualification is the ability 10 deal with people in a positive manner.
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President. The president is the chief executive officer of the organization and is
responsible for all its actions. He or she provides the day—to-day liaison among the
boosiers, the director, and the school administration. He or she selects appointed mem-
bers of the executive board.

Vice president. The vice president is the principal assistant (o the president. He or she
acls on behalf of the president and performs the president’s duties when he or she is
absent. In addition, he or she is assigned specific duties, such as managing a festival or
lour or representing the organization on the state level and reporting to the executive
board on state items.

Secretary. The secrelary provides and maintains records of official acts of the organi-
zation. The secretary also develops and maintains the membership list.

Treasurer, The primary responsibility of the treasurer is 1o keep accurate financial
records for the organization. The treasurer is also responsible for all authorized dis-
burscments of the organization and reports o the organization on its financial condi-
tion. The treasurer is a member of the budget committee,

Trip coordinator. The trip coordinator is responsible, under the guidance of the
music director, for trip planning, transportation, lodging, meals, itinerary, health infor-
mation, and other administrative details.

COMMITTEES

Hospitality. This commitiee handles activities such as the hosting of visitors and providing
refreshments for meetings. (Sce Chapter 3)

Budget. This commitice includes the music dircctor, president, treasurer, and the ways and
means commitice chairman, It takes the director's proposed program and prepares the bud-
gelary estimate for cach clement, making recommendations 1o the executive board and pre-
senting the budget, as approved by the board, 1o the organization. (See Chapler 4.)

Ways and Means. The ways and means commiuce develops the plan for mising funds to
support the budget and manages fundraising programs. (Sce Chapter 5.)

Chaperons. This committec develops and maintains a list of those who have voluntecred
for chaperon duty and assists in conducting the erientation and training of chaperons. Actual
sclection of the chaperons is a task assigned 1o the director and the trip coordinator, (Sec
Chapicr 6.)

Publicity. The publicity committec maintains contact with radio and television stations and
newspapers and finds other ways of stimulating communily interest, Activities such as pro-
ducing a boosters yearbook might be a duty of this committee. (See Chapter 7.)

Newsletter. This commitice produces the newsletter, which is the principal tool in
recognizing student and parent contributions and accomplishments. The newsletler
keeps members and others abreast of the total program activitics and needs on a regular
basis. (See Chapter 8.)

Telephone. The ielephone commitice provides rapid communications to parents and stu-
dents, (See Chapier 8).

Uniforms or robes. This committee is responsible for fitting, issuing, maintaining, and
keeping the inventory for uniforms or robes, (See Appendix 2.)

Other regular committees. Regular and continuing functions (such as selling at a conces-
sion stand) are usually better handled when they are separated from other activitics and given
the full-time atiention of a commitice. Additional commitiees might also be cstablished for
groups such as a band's auxiliary units or a swing or show choir.
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Meetings

There are several things boosters can do to enhance participation and attendance at
mectings. When establishing a meeting date, consider school and community activities
that might conflict. Publicize the meeting well in advance so families can plan around
the date.

At the mecling, provide refreshments, even if only coffee and tea. If possible, provide
student musical entertainment (this also gives students performance experience). Have
sign-up sheets for volunteer workers. Make personal contact with as many people in
attendance as possible. Speak, shake hands, issue compliments, be cheerful and positive.

Pace and focus arc very important. The president is responsible for maintaining con-
trol and keeping the meeting on schedule. When discussion of a subject has a slow
start, questions such as, "Does anyonc have any prior experience with this?” or "Can
anyone suggest the basis or facts that we should be considering to put this subject in
proper perspective?” should prompt member contributions. To stimulate further discus-
sion, statements such as, “Let's hear from those who have been listening to the opinions
prescnted so far,” or "What other aspects of the subject should we be considering?” are

usually helpful.
To divert atiention from someone who has been dominating a discussion, Iry a state-
ment like, "The ideas offered by are very interesting. Can someone else add to or

provide comments on them?”
Finally, a litle humor goes a long way. A light approach to a touchy subject will facil-
itate posilive interaction.

EXECUTIVE BOARD MEETINGS

The executive board is the booster organization’s management team. It should gather
monthly throughout the year, about a week before the general membership meeting.
The executive board meeting is the means by which the organization's affairs are coor-
dinated. It is important that all members of the executive board participate.

Agenda. The agenda is the president's responsibility, but the director's input is also
important. This meeting provides a good opportunily to meet with the direclor in a way
that ensures that he or she won't be interrupted during the school day.
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Each functional division of the boosters' support program should be addressed on the
agenda, and events that will occur within 90 10 120 days should be discussed. The fol-
lowing order of business may prove useful:

L. The president calls the meeting to order and makes opening remarks about the
meeling agenda and upcoming events in the next several months. This should not
be interrupted for discussion,

2. The secretary reads the minutes of the previous meeting, and the board approves or corrects.

3. The treasurer gives the financial report that will be presented to the general membership.

4. Other members of the exccutive board give committee reports including follow-ups
on completed activities and recommendations for improvements and recognition,
status of current activities, and identification of any approval or assistance needed
to accomplish current tasks.

GENERAL MEMBERSHIP MEETING

The general membership meeting is the most important tool in developing and main-
laining a successful booster program. It provides communication and stimulation of the
organization. The conduct of the meeting must convey the message that the organiza-
tion is on course with its goals. Every meeting must be run in a way that keeps to the
point and avoids wandering general discussion. Meetings should be held regularly (for
example, on the first Monday of cach month).

The agenda for the general meeting, based on material covered at the executive board
meeting, should be prepared by the president. A typical agenda might include the following:

1. The minutes: read by the secretary and approved or corrected by the members.

2. The treasurer's report.

3. The music director’s report.

4. The executive board members' report on completed, current, and future activities.

3. A discussion and, if possible, resolution and closing of old business.

6. The introduction of new business in order of priority.

7. When all discussion is completed or tabled, the president's summary and closing of

the meeting.

SPECIAL MEETINGS

Special meetings should be used to address subjects that would consume an unusual
amount of time. An cxample would be a meeting Lo decide on making a commitment to
purchase new uniforms.

An announcement should be made at the membership meeting and through the
newsletter and telephone committee that a special meeting will be held w0 cover the
actions and recommendations of the commiltee managing the special project. The
announcement should indicale the actions that arc to be considered at the meeting.

Agenda. The typical agenda for a special meeting would be as follows:

1. Introduce the subject, explain the purpose of the mecting, and outline the agenda.

2, Present background information and reports by appropriate commitice members,

3. Present oplions and commitice recommendations,

4. Call for a motion.

5. Entertain questions and discussion.

6. Call for the question and vole.

7. Summarize actions to be taken as a result of the membership decision.

7
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Budgeting

The road to failure is paved with good intentions and bad budgets. Time spent in
thinking out the budget, presenting it clearly, and living up to it will pay off in the
availability of items most needed by the music program and in a spirit of effectiveness
in the ranks of booster volunteers. The budgeting process is an integrated effort incor-
porating input from the director and the school administration as well as the boosters'
executive board.

A booster group must recognize the immediate and long-range requirements of the
organizations it supports and then set up a logical sequence of achievable goals. Careful
planning will enhance the ability of the boosters to ensure staff, funds, and equipment
necessary for a successful music program,

PROGRAM ASSESSMENT

Before the budget process begins, the music director should determine the program
goals and objectives and the minimum program size necessary to meet the basic goals.
This becomes the bascline program, which should usually be within the level of support
provided by the school (but may require additional support from the booster program),

The director is also responsible for identifying the goals for growth beyond the base-
line and priorities for accomplishing these goals. The following items should be consid-
cred in the program assessment.

Staff. Full-tme teaching staff, part-time assistants and specialists, and office staff are
the responsibility of the school. There may, however, be some exceplions. With the
approval of the music director and school administration, boosters may want to supply
funds for privale instructors, section coaches, professional accompanists, choreogra-
phers, or show choir specialists. They may want 10 supply some volunteer office assis-
tance, especially if a special project such as a festival has caused extra clerical work.

Physical plant and equipment. Most of the ilems included in this category should be
covered by the school budget. Again, however, the boosters may have a role in upgrading
facilities such as rchearsal areas, practice rooms, slorage spaces, and auditoriums. They
may also be asked 10 purchase uniforms or robes, instrumenits, or special music.
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Travel. Usually a school or music department budget will have limited funds avail-
able for group travel. When a performing group is active in compeltitions, festivals, and
community performances, the boosters will often be called upon to budget for travel
expenses above those covered by the school.

Office and administration. A school budget should cover basic operational expens-
es for the music depariment. However, when the boosters have activities that generate
the need for additional office supplies, their budget should cover the additional expens-
es. Examples might include stationery and postage; newsletter, programs, and printing;
instaliation of telephone line and monthly bills; a telephone answering machine; per-
sonal computer, printer, and accessories.

BUDGET DEVELOPMENT

The director should submit his or her assessment of the items needed and the approxi-
mate costs 1o the budget commitiee. This list will include items that have been
submitted on school budget requests and been denied and items that there is simply no
chance the administration will approve. They should be placed in order of priority.
(Again, be careful not to permit the school administration to abdicate financial support
of the program.) Throughout the budgeting process, keep in mind the boosier crganiza-
tion's potential to receive free services. Within its ranks you may find printers, painters,
carpenters, tailors, publishers, typists, photographers, and musicians. There may also be
people in your community who are willing to donate supplies or services.

The budget is developed jointly by the budget and ways and means commitiees, then
approved by the boosters' exccutive board and full membership. The budget committee
prepares the budget. After considering potential for support from the school, the com-
mittee decides on each item requested. (See the accompanying figure.) Using the pro-
gram schedule, the committee then develops a list of estimated expenses for each item

Director's Need List
Item Estimated Cost
Yard Markers $50.00 Disposition
Rehearsal Tower 200.00 Budget (equipment)
Fender-Rhodes Piano 1,000.00 Budget (construction)
Electric Typewriter 250.00 Defer *
Small Copy Machine 300.00 School
Bass Clarinet 1,200.00 Repair (school)
Office Supplies 300.00 Defer**
Music Supplies 300.00 Budget (operating) #
Clinicians: Budget (operating) #
Flags & Rifles 500.00
Drill Team 600.00 Budget (clinicians)
Band 1400.00 Budget (clinicians)
Music Arrangements 1,000.00 Budget (clinicians)
Field Commander Uniform 225.00 Budget (operating) #
Office Clerical 1,800.00 Budget (uniform maintenance)
Noles: Defer***
*Request in school budgel for next year.
“*Request in school budget for next year. If rejected, boosters will include required amount in follow-
|ing year's budget.
***To be provided by volunteer parents.
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Proposed Budget
Income Expense
Marching Contest $1,500 Camp Staff $1,200
Auction Concession 1,800 Uniform Fund 3,300
Tag Day 2500 Construction 400
Christmas Sale 2'323 Equipment 1,000
Dances (2) ting: Booste 1,000
Pro Football Raffle 1,000  Operatng: Boosiers
e Band 1,000
Spagheitti Dinner 800
o . Awards 200
Band Appreciation Dinner 500 . 2 000
Concession Stand 4,800  Transportation :
Registration/Uniform Rental 3,500  Clinicians 2,500
Student Account Donations 250 Em‘_l“:]l gjog
estivals
TOTAL $19.900 Film & Pictures 500
Hospitality 150
Trips 3,000
Uniforms Maintenance 1,750
TOTAL $18,550

and a schedule of expenditures (cash flow, prepared on a monthly requirement basis)
for submission to the ways and means committee.

The ways and means commiltee evaluates the organization's fundraising potential and
schedules and manages (undraising projects. This includes coordinating the fundraising
schedule with the music program schedule. The committee discusses methods for pro-
viding the financial resources, then develops a schedule for fundraising activities that
meets the cash flow requirements and submits a list of the proposed income sources to
the budget committee, The budget commiltee prepares the final proposed budget (see
the accompanying figure.)

The final proposed budget is reviewed by the boosters’ executive board, which can
then discuss each line item. After the executive board has completed its review, it
should make a recommendation to the membership for approval.

The budget committee presenis the proposed budget to the general membership along
with recommendations of the execulive board. The ways and means commiltee presents
its plan for fundraising. After discussion, the membership voles on the proposed budget.
At subsequent meetings, the budget commitice should update the status of the budget
and, if appropriate, make recommendations for changes.

Alter the budget is approved by the membership, develop a combined schedule show-
ing the music program and booster activities. Distribute this schedule 1o all members of
the boosters and to the school administration.

10
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Fundraising

A primary function of a booster group is ofien fundraising. But before starting on
fundraising projects, boosters and the music direcior should be familiar with the
school’s fundraising policics. Also, kecp in mind that going to the public with an open
hand oo many times can losc their support.

STUDENT PARTICIPATION

Student participation in fundraising activities may be vital to their success, Their
enthusiasm and the hours they put in selling candy, manning booths, or washing cars
may be indispensable. But care must be taken in enlisting their aid. Don't involve them
in so many fundraising activities that their school work could suffer—in fact, be careful
that you don't give even the appearance of doing this. Find out if the school district lim-
its the number of hours that students may work or the number of projects they may be
involved in.

Trips arc by far the most molivating reasons for working on a fundraiser. Many clubs set
quotas (either a cash amount or number of units sold) for students to earn their rights to go
on a trip without paying an additional fee. But, again, tread lightly. Working on fundraising
projects should never be a prerequisite to being in the band or chorus,

ADVANCE PLANNING

A good place to start a fundraising program is by establishing specific goals, both in
terms of a specific purchase and the money necessary. Boosters, students, businesses,
and the community will respond more readily if they are aware of the goals.

The ways and means committee should begin planning for fundraising events at least
six months in advance. This will ensure adequate time (o determine arcas of responsi-
bility, support requirements, committce assignments, and publicity needs. A six-month
lead timme also minimizes the danger of overlooking details, a common mistake in a vol-
unteer organization. Too many fundraisers fail because of a detail someone forgot,

The obvious reaction to the six-month lead time is, "We're 100 busy working on next
week's project 1o worry about next year's project.” But leadership can make it become
the standard. In the long run, more time will be available, and year-to-year program
development will be more successful.

11
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CHOOSING A PROJECT

Seck the advice of parents in the boosier group who have sales experience. They can be
helpful in planning and exccuting the fundraising program. A fundraiser in which volunteers
provide a service (such as a car wash or flea market) usually involves linle or no overhead.
Most of what is taken in is profit. The resale of items purchased from a fundraising company,
on the other hand, involves accurate planning and sometimes calls for a large cash outlay at
the beginning.

If the organization decides to sell a product, check into several suppliers before making a
commitment. They will vary in price and support available. Avoid doing business with any
supplier that does not address all of the areas below and provide writien policy statements at
the outser.

Find out about a company's policy on product deliveries and retum of unsold merchandise.
Also ask about prepayment discounts, volume discounts, incentives such as prizes or bonus-
es, and any other special arrangements a company may offer. Find whether they make sales
kits or publicity material available.

Do check with others who have dealt with a potential supplier before making a commit-
ment. Obtain a list of groups who have bought a given product from a given supplier and
contact them. Also contact the Beuer Business Burcau and other such agencies to obtain
information regarding financial stability, reliability, and reputation.

PROJECT EXECUTION

Much of the work on a project can be handled by committees, but there should be one per-
son in charge of running the entire project and kecping appropriate records. This person
advises commitiee chairs and assists in decision making.

A permanent record of each project should be developed that includes the following infor-
malion:

» Financial goal and results

= Number of participants and total work-hours expended
Breakdown of arcas of responsibility

« Suppori requircments

+ Commillee assignments

» Problems cncountered

= Recommendations for improvement

Each project can be broken down into specific componenis. For example, organizing a
bazaar might include finance, decorations, publicity, booths, pricing, food preparation and
serving, tickets, and cleanup. Establish committees to carry out the project and divide the
work load into manageable tasks.

Identify items and scrvices needed 10 support the project and incorporate them into commit-
tee assignments, In the example of the bazaar, the support requirements would include stor-
age space, booths or tables, chairs, signs, price tags, cash boxes, worker identification (such
as uniforms, hats, or arm bands), first aid provisions, parking, checkrooms, rest rooms, and
security.

Establish a calendar to help each committee meet its objectives. Include milestone dates 10
measure progress. For example, the publicity commitiee should have the first drafts of media
releases prepared at least two months in advance to allow for approval, revisions, and timely
distribution. Coordinate fundraising times and projects with other groups in the school and
with local merchants.
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Publicize goals and objectives and let the community know about fundraising projects.
Make sure that participants generate enthusiasm for the project, the booster organization, and
music programs in general.

MARKETING

Good marketing is essential 10 a successful sale. The product should be something that peo-
ple normally use. It must also have a fair and reasonable price.

Profit margin, The difference between the price that an organization pays for each ilem
and what it charges for the item is called the markup. The markup divided by the total selling
price is the profit margin. For example, if you pay $.75 for an ilem and sell it for $1.00, the
markup is $.25. Divide that by the sclling price, and the profit margin is 25 percent.
Generally speaking, sales programs in which the markup is less than 33 percent usually fall
short of their goals; those that exceed 50 percent are probably overpricing the product and
will lose sales.

Don't give the appearance of gouging or taking advantage of customers. Remember, boost-
ers are not looking for donations, but are selling a product. If the cost of a product plus a rea-
sonable markup makes the selling price unreasonable, the project should be rejected.

_Calculating profits. In making this calculation, the overall profit is an important considera-
tion.

If sales quotas are used, try the following method to determine them: Subtract the cost from
the selling price to get profit per unit. Divide the profit into the fundraising goal to get the
minimum number of units that must be sold. Divide that number by the number of members
participating in the sale 10 get the quota for each. Here is an cxample in which the goal is
$3,000, the cost of each itlcm is $1, the selling price is $2, and two hundred people have
agreed o help sclt the product.

Selling price - Cost = Profit

($2-51=%1)

Goaliprofit = Minimum units

{$3,000/$1 = 3,000) .
Minimum unitsiparticipanis = Sales quota for each participan
(3,000/200 = 15 per person)

A good average quota is fourteen units per person per project. Statistics show that fundrais-
ers directly associated with a special project (such as a trip) will yicld higher sales per partici-
pant, around twenty units. Projects for the music program in general yield average sales of
from eight to tcn unils per person.

Project duration, A short-ierm, "blitz" approach is often effective. The area 1o be covered
is mapped out and sellers are given specific arca assignments to avoid duplication and ensure
total coverage. It is also helpful 1o have arca chairpersons to whom sellers report. An entire
project can be completed in three days or less, For some projects, however, a long-term
approach will be more successful. Once the organization establishes a project and repeats it
regularly, the community will be aware of its cfforts and the quality of the product or service.
Examples of long-lerm projects are concession stand sales at sporting or other recurring
events, periodic hoagic sales, and sales of gift wrapping in malls or stores during the holiday
season,

SUGGESTIONS

Below is a collection of ideas that have proven successful for many fundraising groups. For
events that will draw large crowds, don't forget to provide parking, checkrooms, rest rooms,
and picnic tables or other cating arcas.
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Entertainment, including:

- Films (comedies, classics, features, educational films, swdent-made videos, travel, art,
and music films)

« Music (jazz, classical, and pops events; soloists, folksinging, and marching competitions)

» Dances

« Shows (musical comedics, comedies, follics, serious plays, circus, puppets, minstrel
shows, and talent nights)

» Speakers (cntertainers, commentators, government leaders, cducators, authors, or
local celebrities)

» Demonstrations (cooking, crafis, and art)

Recreation and sports, including:

« Exhibition games, invilational tournaments, clinics, lesson series, horse shows or
races

+ Golf, tennis, table tennis, bowling, card games, checkers, swimming, boxing,
wrestling, squash, skating, hockey, polo, bascball, softball, riding, backgammon,
and bingo

Bazaars, fairs, and festivals, with:

» Amusements (game booths, strolling musicians, fortune-tellers, races, movies and
videos, hobby and handicraft exhibits, pet shows)

« Entertainment (games, puppets, musicians, magicians, clowns, jugglers, or acrobats)

« Demonstrations (jewelry making, gift wrapping, flower arranging, sketching and
drawing, and necdlcwork)

» Booths (art, sketches, caricatures, drawings, handicrafts, fresh produce, books,
records, country store sales, and itcms the booster group sells throughout the year)

« Exhibits (paintings, drawings, sculpture, graphics, photography, architecture, city
planning, design, needlework, health, science, conservation, history, sports, recre-
ation, antiques, livestock, and crops)

« Food (drinks, meals, snacks, and desserts)

« Sales (party supplies, accessories, local items, candles, toys, bird houses, bird feed-
ers, garden tools, decorated shopping bags, souvenir items, jewelry, gilt wrap,
dried/artificial flowers, and craft kits)

Parties with various themes, such as:

» Game parties (bridge, canasta, pinochle, checkers, and chess)

» Dances

« Qultings (bus tours, restaurant dinners, riverboat rides, out-of-town shopping sprees)

« Miscellancous (scavenger hunts, treasure hunts, and car rallies)

Tours of local gardens or houses, concentrating on architecture, remodeling, fumish-
ings, special rooms, patios or decks, landscaping, art collections, and libraries

Fashion shows:

» Based on special themes (back to school, vacation time, play time, history, interna-
tional or seasonal fashions; new fabrics, colors, or designers; or titles of books,
songs, movics, and plays)

« Based on types of clothing (resort wear, lounge wear, party clothes, bridal fashions,
sportswear, scasonal styles, scparaies, or children's wear)

Meals for a crowd, such as:
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« Picnics, barbecues, open houses, teas, coffees, brunches, breakfasts, luncheons, din-
ners, suppers, receptions, banquets, desserts, progressive dinners, and dinner dances

» Meals based on themes such as current events, politics, holidays, celebrations, his-
tory, and music

» Meals with different serving styles {sit-down, walk-away, picnic, formal, cafeteria,
family-style)

Sales of products such as:

. New items (gifts, cosmelics, local products, stationery, china, handmade items, bou-
tique items, candles, bulbs, plants, calendars, cookbooks, jewelry, fruit, kits, jokes
and gimmick items, and souvenir items)

» Used or recycled items (clothing, furniture, loys, sports equipment, baby items, appli-
ances, antiques, costumes, china, glassware, bric-a-brac)

« Tiems sold at auctions, consignment sales, rummage sales, consignment shops, thrift
shops, flea markets, bazaars, fairs, door-to-door, and those seld by phone or mail
order

Services such as car washes, newspaper drives, recycling of bottles and aluminum
cans, laking invenlory for local stores, and performing yard work
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Travel

Taking a trip with a music group is one of the most exciting experiences that many
students have in school. But it should be more than just a source of motivation; the
jeaming value should be clear. The trip should include musical performances, historical
and cultural enrichment, and personal development through the acceptance of individu-
al responsibilities without dependence on direct and continual parental supervision.

Trips should be put together with care. A disappointing expericnce can mean loss of
support from the school administration, students, and parents.

INITIAL PLANNING

Before you get started, consider whether you have enough lead time to organize the
trip you have in mind. Is there time to get the school's permission, get on family calen-
dars, raise funds, make arrangements, and leam the music? If you have any doubts, aim
for another time.

The trip coordinator should assist the director in the initial planning so that he or she
will have the basic understandings on which specific plans and arrangements will be
based later.

Sit down with the principal and explain the trip you have in mind. Be prepared to sup-
ply the following information:

+ The type of musical performancc—such as contest, festival, exchange, clinic,

parade, workshop, or community event

» Length of the trip

« Estimated costs for housing, meals, transportation, attractions, and so forth

» Activities planned in addition to the music performances

A BRIEF ITINERARY

When you talk with your principal, discuss policies on the amount of time students
can spend out of classes and liability. Also, be sure you understand your school's policy
regarding trip approval so you can obtain all the neccssary information and allow suffi-
cient time for processing your request. For example, a principal may have the authority
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1o approve a trip of less than three days within the state, while a longer rip may have 1o
be submitted to the school board for authority. In the first case a decision would be
expected in a few days, while in the second you might have to wait several weeks.

CHOOSING A TRAVEL AGENT

When planning a trip lasting several days or covering several hundred miles, consider
using a travel agent. Travel agents are paid by the transportation companies and hotels
to provide services such as information, reservations, and ticketing. The agent's service
should be available at no charge to you and may save you some money. Special consid-
cration should be given to travel agents who deal primarily with music groups since
they have specialized information others may not be able to provide (about such things
as security of instruments and equipment and festivals, competitions, concerts, and
other performance activities).

Find out if the agency you are considering is approved by the Airlines Reporting
Corporation, 1709 New York Avenue NW, Washington, DC 20006, and the
International Air Transport Association, 1730 K Strect NW, Washington, DC 20006,
(the domestic and international airline accreditation bodies). Find out how much liabili-
1y insurance the travel agency carrics. The agent should be willing to give you a copy
of the policy or a certificate of insurance.

Check the travel agent's references through such sources as the bank, the local cham-
ber of commerce, and the Better Business Burcau. Request a list of groups the agent
has handled, and contact a few for evaluations.

WORKING TOGETHER

Once you decide on a travel agent, the responsibility for the success of the trip is
shared by the agent, the booster organization, and you. The following items should be
covered by the travel agent, but it's a good idea 1o specify how you want them handled.

Contract. Request a written contract that spells out each party's responsibilitics as
well as payment schedules and cancellation penalties. The contract should be approved
by the music director, the principal, and at least three persons in positions of authority
within the booster organization. You may want the entire executive committee Lo
approve any contract or wrillcn agreement,

Confirmations. Insist that all confirmations for travel, lodging, group meals, con-
ceris, and any other planned group functions be in writing. Do not accept iclephone
confirmations.

Spot checks. Check up on some of the suppliers that will provide for your trip, such
as hotels, restaurants, concert sites, and coaches. Be sure the travel agent has informa-
tion on liability insurance, locations of restaurants and hotels, and classes of accommo-
dations for which you arc booked.

Personal contact. Request a visit from the travel agent or the agenl's representative to
talk with you and the booster organization. Be prepared Lo ask questions. For intcrna-
tional travel, insist that a responsible, expericnced member of the travel agency stall
travel with your group. For domestic travel, request that a representative assist you at
least when you are at your principal destination,

TRAVEL

Transportation decisions need to be made carefully. Buses are normally more eco-
nomical than other carriers. Air travel provides considerable time savings but must be
supplemented by ground transportation at the destination. On long trips, bus travel can
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reduce lodging costs by scheduling departure times to provide for ovemight travel; the
bus replaces the motel for one night each way.

Bus travel. If you elect 10 travel by bus, oblain price quotes from twe or more com-
peting bus companies. Determine each company's policy for repair or replacement of
buses en route. Major companies can provide replacement buses with a minimum of
lost time. Smaller or independent companies may be at the mercy of local repair shops
when breakdowns occur. Once you have selected the bus company, be sure 1o obtain the
location and timing of stops for driver changes and refueling. Also, visit the garage to
examine and approve the type of bus you will be using.

Aiir travel. Air travel requires close coordination of arrangements for transportation 10
and from the airport, check in, and baggage and equipment handling. Airlines will
assist you with these arrangements. When using a charter flight you can usually arrange
to have equipment, baggage, and passengers loaded directly on and off the aircrafi,
bypassing the normal procedures. When traveling on regularly scheduled flights, you
can arrange for some airlines to tag your luggage and cquipment for direct loading.
Special boarding and check in arrangements are also possible.

LODGING

Your selection of a place to stay should be based on considerations of cost, quality,
location (both the immediate environment and proximity to sites of scheduled activi-
tics), and policies regarding youth groups.

Rates. Obtain costs for quadruple, riple, double, and single occupancy. Determine the
policy on complimentary rooms. Establish deposit and payment requirements, check in
and check out times, and the availability of secure siorage arcas for instruments and
equipment. Economy motels that do not have lounges, clubs, and expensive restaurants
often provide acceptable facilitics and usually have better rates.

Quality of the facilitics at a given site can be verified a number of ways, but firsthand
xnowledge obtained through actual visits is the best. Several travel publications rate the qual-
ity of lodging accommodations. Travel agents will be able to find this information for you.

Location is a very important consideration. Cost is affected by location; motels on the
fringes of cities are normally cheaper. The distance between your quarters and activity sites
will influence your travel schedule. Be sure that the location minimizes risk (o the students.

MEALS

Plan sit-down or buffet meals in advance, and call the restaurant so that they'll have
sufficient help. You nced not, however, schedule all meals at restaurants. Meal varia-
tions might include a pool-side barbecue, pizza party, or picnic at a roadside rest stop or
park. Schedule independent lunches when time permits.

Keep meals on schedule; they should not take time away from other events. For bus
trips, have students plan ahcad and organize coolers for the bus.

CHAPERONS

Chaperons can be a major factor in a trip's success. The ratio should be one chaperon to
every ten to fificen students (this does not include the director’s staff). Appoint a chief or
head chaperon as the main liaison between the director and the other chaperons.

Hold a meeting with all chaperons and staff prior w departure to familiarize them with
the schedule, rules, regulations, and policies. Should schedule changes become neces-
sary after the trip is in progress, notify chaperons promptly, preferably before advising
the students.
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Provide name tags to be wom by all staff and chaperons. This is imporiant for both
students and outsiders who may need 1o have contact with your group. Develop a
schedule that will provide the chaperons with specific duties, special requirements, and
any planned free time.

HEALTH FORMS

Obtain a health form that provides pertinent information for emergency treatment of
every person on the trip—adulis as well as students. (Se¢ the accompanying suggesied
form.) These forms should be kept with the group at ali times. Note, however, the para-
graph on the form explaining the limitations of parental consent. As stated on pages
12-13 of William R. Hazard's Tort Liability for Music Educators (Reston, VA: Music
Educators National Conference, 1979), "Consent forms only advise parents of planned
activities; they do not reduce the duty of care owed o students and they do not waive
any liability for negligence.”

A person trained in first aid should accompany the group. If a parent is not properly
qualified to fill this role, hirc a nurse or contact the local rescuc squad or hospital for
assistance. See the accompanying list for suggested contents of a first aid kit.

RULES AND DISCIPLINE

Provide students with written rules and regulations that establish the standards of conduct
for the trip. The director, with input from the students, school administration, and parents,
should determine the policies to be enforced. Students and parents will understand and
respect rules and regulations when they have had some input into their development.

Regulations are of no value to you or the students unless there are disciplinary actions
established for them. There should be different levels of discipline set in advance so
that students and parents will know the consequences for certain actions. Some disci-
plinary actions will reflect school policy; others should be developed by the director. In
addition to general policies that apply to all situations, there should be special guides
that apply to specific situations such as behavior and attire for a beach or theme park.
The following items should be addressed:

Travel behavior. Specify things such as use of seat belts, amount of movement
throughout the carrier, group courtesy (particularly during overnight travel), littering,
and safety regulations.

Smoking. If permitted, specify where, when, and in what attire smoking is allowed.
Refer 10 school policy.

Use of alcohol and illegal drugs. Refer to school policy.

Coeducational visits. If allowed, specify times and policies. It is a common practice
to state that when boys and girls visit in each others’ rooms, the door must remain open.

Curfews. These should be specified in the schedule and strictly enforced.

Uniform and equipment standards. Define clearly. Appearance will have an influ-
ence on performances as well as the impression made on others.

Tardiness. Don't allow a few students to delay the schedule and inconvenience the
whole group.

Dress code for group activities, Define "casual dress” when called for in the schedule.

SCHEDULING

Scheduling is as imporiant as any task in the planning and execution of a trip.
Necessary details include date, day of the week, time, event or activity, attire, and dura-
tion for each activity on the schedule. Once a schedule is finalized, distribute copies to
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MEDICAL INFORMATION AND RELEASE FORM

Name of Program
Student's Name,

last first middle

Sex Date of Birth, / /
Month  Day Year

Name of Parent/Guardian
Home Phone
Home Address

Business Phones, /
Father Mother

Emergency
Contact
Name Address Phone

Does student have school insurance? Yes____ No
Type.

Parent/Guardian
Insurance Company
Name Poli
Number o
Military Dependent?  Yes No

Military I.D. Number

Imljcatc)mw prablems you now have or have had with the following: (Use back of this form for expla-
natjons,

Epilepsy Rheumatic Fever Heant Palpitations
Dizziness, Fainting Kidney, Urinary Frequent Colds
Ear, Eye, Nose, Throat Asthma, Bronchitis Hay Fever
Stomach Trouble Jaundice, Hepatitis Diabetes
Bee Sting Allergy Food Allcrgies® Medication Allergics*

*Specify

allergics

If you are currently taking any medication, pleasc indicate here

Family Physician

Phone

Allernate

Physician,

Phone,

NOTICE: By law, a parent cannot consent in advance to any and all manners of emergency
care, It is understandable that in cases other than the need for immediate emergency treat-
ment, the atiending physiclan may defer treatment pending the parent's express permission to
administer specific professlonal services.

IN AN EMERGENCY, THE SCHOOL HAS MY PERMISSION TO CALL MY FAMILY PHYSI-
CIAN, OR ANOTHER PHYSICIAN IF MY FAMILY PHYSICIAN OR I CANNOT BE CONTACTED.

Signature of
Parent/Guardian Date

ALL INFORMATION FROVIDED WILL BE TREATED AS CONFIDENTIAL

FIRST AID KIT
Instruments
Scissors: bandage type with blunt ends preferred 1o protect against cutting skin
Tweezers: pointed, straight, or angled tips; or scissors type
Fingernail and toenail clippers
Safety razor: double—edge, and extra blades
Single-edge razor blades
Bandapes
Bandages: variety of sizes—1/2", 1", 3", 4", 6"
Gauze: several rolls, cling type preferred
Adhesive tape: variety of widths—1/2", 1, 2"; store in plastic bags
Sling: triangular, approximately 6" x 4" x 1; purchase in small container
Ace bandages: variety of sizes—3", 4", 6"
ABD pads: 5" x 9"; excellent for compression and covering large wounds
Eye patches: individually wrapped
Splints
Short arm and long arm: four of each
OCL: 2" or 3" width; obtain from local emergency depariment, orthopedist, or doctor.
Medlcations
Prescription drugs: Have students turn over any prescription medications to person in
charge and dispense according to doctor's directions.
Over-the~counter drugs: Including aspirin, acetaminophen, antihistamines, deconges-
tants, cough preparations, skin preparations, and so forth.
NOTE: Over-the-counter drugs carry fewer problems with liability, but those dispensing
them must receive permission 1o do so.
Other items
Ammonia inhalanis
Tongue depressors
Long colton applicators or standard cotion swabs
Dial or Ivory soap: small sample sizes individually wrapped; use for washing wounds
(culs or abrasions)
Antiscptics: hydrogen peroxide or betadine
NOTE: Do not include iodine, Mercurochrome, or Merthiolate.
Ice bags: chemical-filled bag or container that can be filled with ice
Salety pins
Airways: small, medium, large with instructions on how to insert (obtain from local
hospital or rescue squad)
Emesis basin: plastic or other
First aid booklet (be sure it is up-to-date)
A large standard metal tool box with a lift-out tray is needed to carry all the supplies listed
above, In addition, a large plastic or cloth bag that closes with a drawstring is recommended.
Individual items should be stored in small metal or plastic containers, or plastic bags.
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the administration, parents, and students. When the trip starts, provide copies to the
drivers, chaperons, tour guides, hotels, and any others who will be associated with the
trip (such as those providing meals, entertainment, or other services).

Decide who will make changes and how the changes will be announced so that "rumor”
changes can be minimized. Good times to announce schedule changes are at sit-down
meals, on buscs, and at room checks. In preparing the schedule, consider the following:

Activity time, Allow the proper portion of time (o each event. A roadside stop should
last only twenty to thirty minutes, while a theme park visit will be eight to ten hours.

Preparation time. Allow ample time for such activitics as loading and unloading,
antendance checks, travel, meals, and so on, based on the size of the group.

Rest time. Plan activities carefully around major events. Do not schedule exhausting
aclivities on the day of an imponant performance.

ROOMING AND SEATING LISTS

Establishing rooming and transportation lists in advance will simplify boarding and
aticndance checks. Allowing students 10 sign up for travel and rooming companions
will generally contribute to the harmonious atmosphere that is desirable for all trips.
Provide the lists to all staff and chapcrons. Furnish the hotel with your rooming lists
and the preferred location of chaperon and stalf rooms in relation to the students'
rooms.

EMERGENCY CONTACTS

Identify at least two booster parents as emergency contacts, preferably ones who can
be reached at home while the students are on the trip. These parents should attend all
preliminary chaperon meetings. Provide them with phone numbers where you can be
contacted throughout the trip. Give their names and phone numbers to the students’ par-
ents. This function can be handled by the telephone committee.

TRIP PAYMENTS

After determining the costs of a trip, prepare a permission/obligation form (o establish
individual commitments to the trip. The form should be signed by the parents and the
student and returned to the director. An example is as follows:

"Ifwe give permission for [student’s name] to go with the [name of organi-
zation] to [trip location]). We understand that the total student cost is
(5xx.xx) and that payment in [ull is to be made by [date]. In the event that
[student's name] is withdrawn from the trip by us, we understand that al}
monics nol recoverable by the [name of your organization] will be owed by
us and are not refundable.”

This will provide the information necessary to make commitments on transportation,
reservations, and scrvices required for the trip. An information sheet should accompany
this form providing a breakdown of all items and activities covered by the students'
cost, and identifying those extras for which the student will be responsible. The infor-
mation sheet should also inform the swudents and their parents of any known risks con-
necled with the event and travel. For more information on this subject, see page twelve
of William R. Hazard's Tort Liability and the Music Educator (Reslon, VA: Music
Educators National Conference, 1979). It is also advisable to set up an incremental pay-
ment schedule so that the entire amount is not duc at one time. This will generate the
funds necessary to cover any required deposits.
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PUBLICITY

Do not overlook the importance of publicizing the trip. As soon as possible after final-
izing your itinerary, the publicity committee should prepare releases to the local media,
These releases should include information on the dates, activities, destinations, and any
fundraising activities that will help pay for the trip. (Sce the next chapier, "Publicity,"
for a sample adapted from the 1987 Music in Our Schools Month resource booklet,
published by MENC). The frequency and newsworthiness of the releases should build
as the departure dale nears.

The boosters should remember to be positive and not apologetic for calling upon the
community for support. The amount of community support gained will accrue in direct
proportion to how well the community has been informed. Provide follow-up relcases
after the trip acknowledging the accomplishments of the group and contributions of
community members.
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Publicity can make a world of difference in fundraising and music advqc_acy_effor_ts.
When a bond issue comes up or the school board is deciding budget priorities, it's nice
10 know that the volers in the community are aware of—and take pride in—the music
programs. And when a specific fundraising event comes up, it's nice to know‘ that
everybody in the community has had at least one opportunily to read or hear about i

There isn't much mystery to geuing media publicity. It's largely a matter of putting
yourself in the place of editors and news programmers. They are looking for.umely.
well-presented information that will interest their audience. But the simple requirement
that your releases be interesting implics hours of work and months gf p]annmg.
Successful boosler organizations maintain ongoing programs for dispensing informa-
tion 10 the community that cultivates and stimulates their interest ang support. Most of
the information in this chapler pertains to publicity through the media. But don't over-
look other strategies such as putting up posters or speaking before civic organizations.

REFERENCE LIBRARY

A publicity program is founded on a customized library set up by the boosl.crs' public-
ity committee. The library contains standard information and visual material for sup-
port of publicity releases and presentations.

Music program overview. The publicity committee should develop a summary that
describes the entire music program. This description can be handed out any time they
need 10 give someone basic information about the program and can be sent out with
press releases. All elements of the program should be listed, including general music
courses, large performing groups, and specialized performing groups such as show
choirs, Orff ensembles, or chamber groups. )

Prepare a standard narrative of all the program's accomplishments. The narrative
should include types of activities students participate in through the music program and
results of specific events. When possible, include complimentary quotations from
prominent people in the community.

Visual resources. The publicity committee should maintain a file of photos, color
slides, and videocassettes. This section of the publicity library should cover perfor-
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mances, rehearsals, sectionals, fundraising events, and booster functions (meetings and
support activities).

Newspaper editors prefer black-and-white photographs and usually request 5" x 7"
prints. This size provides them with good reproduction quality and allows flexibility in
cropping. Prints can be filed by subject. Note the negative number on the back of cach
picture 1o assist in retricving negatives when additional prints are required. Create an
index of all prints, listing them by subject and negative number.

Color slides are valuable for group presentations and for releases to television. Slides
can be filed in clear pages and stored in a three-ring binder. Use the same index system
for slides as for prints, and have duplicate slides prepared in advance.

Videocasseties are effective for presentations 1o civic organizations and for recruit-
ment aclivities. (They are also being requested more frequently to accompany applica-
Lions to participate in special events.)

PUBLICITY CAMPAIGN

The success of a publicity campaign depends on proper timing. Before the start of a
school year, the publicity committee should review the goals, activitics, and schedule of
the music program and of the boosters, They should prepare an initial media release,
giving an overview of the year's activities to develop interest in the program.

Each major activity of the music department and all support efforts of the boosters
should be covered by publicity relcases. Before each event, wrilc a release that covers
the preparations, Write follow-up releases that state the results in a positive way, These
are most important for sustaining interest in the program. Don’t forget to insert notices
in the "coming events" sections of local papers and newslelters,

The most cfficient way to reach a large audience is through newspapers, magazines,
radio, and television. List all media sources available in the area. Keep a record of indi-
vidual contacts, phone numbers, and mailing addresses for each, For further informa-
tion, see the MENC publication, Beyond the Classroom: Informing Others, which con-
lains many suggestions for communicating with the media.

PREPARATION OF MATERIALS

The following guidclines will help the publicity committce establish a good working rela-
tionship with the media:

Submit clean, concise articles supporied by appropriate visual material, If you ask a news
photographer 10 photograph an event, determine when the pictures can be taken (prior 10,
during, or following the event). Don't expect the photographer to wait through a long busi-
ness mecting only to shool three or four pictures of your officers afierwards, It is better o
have someone in your group take pictures and submit the best with your copy.

Learn what is considered news, what is cxpected of a news source, and how 1o wrile news
stories. A well-written news story is concise and contains useful information. A good article
gets (o the point quickly and doesn't waste words. There are two basic story forms: the straight
news story, which consists of events that have occurred or are about 1o occur; and the feature
story, comprising ideas, discussions, interpretations, background, or human interest matiers.

For a straight news story about an event that has occurred or is anticipated, use short,
uncomplicated scniences. Be especially aware of the need for objectivily, accuracy, and
brevity. The most important element of the straight news story is the lead, or opening. It may
be as short as one senience, or as long as a paragraph. It is a summary of the important facts
and answers the primary questions the reader will ask: what, where, when, who, how, and
why.
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A feature article might be about an unusually successful student, a performing group,
an intcresling aclivity in a gencral music class, the experience of going 1o band camp,
or anything else that can be spun into an inleresting story. Feature stories are usually
not dependent upon spot news developmenits. For this reason, it is possible to hold them
for publication as long as the content of the article remains accurate and timely,

Whichever type of article secms most appropriate, think about who the readers are, Be
concise. Omit details that are not pertinent to the subject. Keep paragraphs short, build-
ing each around a main topic. Write in the present tense, Check all names, dates, places,
and other facts for accuracy. Give complete dates (Wednesday, October 10) instead of
using terms like "tomorrow” or "next Wednesday.”

Find out when publication deadlines are, and meet them. All news copy should be
typewritten, double-spaced, on one side of the page only, Text should begin twe 1o
three inches down from the top. Never put more than one story on a sheet of paper even
if the story is only one paragraph long. See the accompanying news release for a sam-

le.
pA publicity committee member's name and telephone number should go in the upper
right comer of the first page. Just beneath, include a few words indicating the subject
matter covered in the story, If the date of publicalicn is important, type "For release...”
and the date of release. Otherwise, type "For immedialte rclease.”

If the story runs more than one page, center the word "more” at the bottom of the first
page and continue about two inches down from the wop of the second page. In the
upper left coner of the sccond page, write "Page 2: Booster Meeting." At the close of
the slory, type "# # #", "-30-", or the word "end" cenicred below the final paragraph.

News Release

For release: [daie] Contact: [name]
Chairperson

Mausic in Our Schools Month

[address]

[phone number]

LOCAL SCHOOL PERFORMS CONCERT

The [name] school will give a free concert on [day of the week], {date], at [time] in
the school auditorium,

[name of director], a music educator at [school], will conduct the [band, chorus,
orchestra] in the performance, which will feature both popular and traditional selec-
tions.

The concert is part of the thirteenth national observance of Music in our Schools
Month, which is held during March. This year's theme is "America the Musical."
Music in our Schools Month is sponsored by Music Educators National Conference, a
58,000-member professional association.

For more information about the concen, call [name and phone].

# # #
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Communications

The success of a voluntcer organization depends on the participation, interest, and
enthusiasm it gencrates. Regular communication is a key 10 this, and a newsletter is one
of the most effective ways of doing it. A newsletter keeps less active members
informed, provides public acknowledgement of the efforts of active members, and
maintains interest between meetings or projects. It can be as simple as a single type-
writlen sheet, or several pages printed with a desktop publishing program.

NEWSLETTER

Organization and Schedule. An editor or chairperson should be named 10 be in charge
of the newsletter. This person should be a member of the boosters’ executive board and
knowledgeable about the activities of the organization. The editor should select an
assistant or co-chairperson.

A rcgular publication schedule is generally more desirable than publishing on an "as
needed” basis. Most newsletters are published monthly or bimonthly; some are pub-
lished ten or eleven times a year (omiuing July and/or December). An August issue
permits timely coverage of activities, such as band or music camp and uniform distribu-
tion, that occur prior (o the start of the school year.).

The editor should decide the date he or she would like cach issue to be in the hands of
readers, then work backward from that date to determine deadlines for delivery to the
post office, delivery to and from the printer, completion of the camera-ready copy, and
finally for submission of items 1o the editorial staff.

Content. Production of a newsletter can be viewed as having four basic steps: writing, type-
sctting, printing, and distributing. Here are some suggestions for the wrilten content of the
newsletter.

Incorporate a wide variety of information from many sources, This can include regular
columns by important booster representatives, lists or descriptions of upcoming events, fea-
ture articles contribuled by booster or faculty members, or even letters to the editor.

The booster chapter president should have a regular column in the newsletter (o high-
light current events or upcoming aclivities, express appreciation, or report on recent
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decisions or achievements. The president's message should not deal with issues that are
school-oriented except (o offer reinforcement to a topic addressed by the music direc-
tor, when appropriate.

The music director should also have a regular column to discuss the music program
and goals, school policies, student preparation, upcoming musical events, and the
importance of the booster support.

Execulive Board members and chairs of standing or temporary committees should
provide reports when appropriate. The “wrio approach” is often very effective. This
involves a minimum of three reports on a particular activity at different times. The first
report covers planning, preparations, and a general description of what is 10 be accom-
plished. The second, published just prior 1o the date when the event is to 1ake place,
identifies those who are assisting, gives schedule details, and reinforces the importance
of the event Lo the support of the music program, The final report recognizes those who
contributed to the success of the event.

Students in the music program, such as student directors and section leaders, can con-
tribute reports on their activities, goals, and accomplishments.

A block calendar of the school year should be printed in the first issue of the newslet-
ter cach year. It may have notations for school and community events in addition to
booster and music departiment events. In addition, a monthly listing of upcoming events
should be in each issue. It should include times, locations, and the names and phonc
numbers of contact persons.

Format. The newsletier should be quickly identifiable as part of the boaster organization
or program. Using a logo, mascot, or clever title is the best way to accomplish this recog-
nition.,

The arrangement and composition of a newsletier should follow the same general plan
for each issue (except in the cvent of a special issue). This helps the readers know what
to cxpect, and it helps the editor assemble cach issue and plan several months ahead.

The most common method of numbering newsletiers is by volume and number.
"Volume” indicates the year of publication, and "number” indicates which issue of that
year. The first issue would be “Volume 1, number 1," followed by "Volume 1, number
2," The first issue of the second year would be "Volume 2, number 1,” and so on, This
information, along with the title, month and year of publication, and name of the boost-
er group is usually part of the standard heading used for each issue.

Typeseuting can mcan typing a neat copy on a typewriler or word processor, producing
a copy with a desktop publishing software package, or actually having the newslelter
professionally typeset. Printing can mean mimeographing, photocopying, or offsct
printing. The methods the newsletter committee chooses will depend on equipment and
money available,

Distribution. Scnd the newsletter to anyone in the community who may be interested
in helping support the music program and anyone who may have an influence on deci-
sion makers in the district, county, or state. These may include:

* Parents of all students in the music program

* Parents of former students still in the community

» Parents of students in other district school music programs
* School faculty members and administrators

» School board members

* Local elecied and appointed officials
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» Local civic organizations
* Local businesses, merchants, and supplicrs, especially those with whom your pro-
gram does business

The best way 1o deliver newsletters is by mail. (The worst way is to send them home
with students.) Different postal rates may apply, depending on the status of the booster
organizalion. If the school accepts the newsletter as a school publication, the booster
organization may be able to mail it using the school's nonprofit public institution bulk
rate. If the booster organization has established nonprofit staws through the Internal
Revenue Service, it qualifies for the nonprofit bulk rate. If the organization doesn't
qualify for the nonprofit rate, regular bulk rale is still less expensive than first class
mail. There is a fec for the privilege of using bulk rate and a required minimum number
of picces per mailing. The local post office can supply details and requircments.

TELEPHONE COMMITTEE

The telephone committee provides rapid, accurate, and effective internal communica-
tions through a telephone tree. Its primary mission is to supplement the newsletier and
meelings as a means of communication. It takes on special importance when members
need to be contacted quickly, though it shouldn't be overused for this. Some uscs for the
telephone commillee include emergency contacts when a group is touring; reminder
calls about meetings; verification that the newsletter has been received; and changes in
plans for fundraising events.

Organization. The organization of the telephone commitiee distributes the work load
among scveral members. It is important for this committee to have co-chairpersons
instead of a single chair. This provides casicr access to the committee and reduces the
need for having one person always available to attend to commitiee functions. The
committee is structured in a pyramidal form, so that each member makes six 10 twelve
calls per task. If, for example, two co-chairs cach call five committee members, who in
turm each call six booslers, a total of scventy-two families can be contacted quickly
without the expenditure of too much time by any one individual.

If the booster organization supports more than onc performing group, you may want to
have more than one telephone trec operated by the telephone committee. Members of the
commitice should then include chairpersons for cach group. A backup system should
also be cstablished under which a co-chair can make calls for an absent member.

Calling Lists. Successful operation of the telephone commitiee requires accurate call-
ing lists. Prepare a gencral membership calling list, to be maintained by the co-chair-
persons, and divide it among the committee members. There may be families who have
unlisted phone numbers and prefer to keep them unpublished. Their numbers should
not be included on a gencral membership roster, but they should be made known to the
co-chairpersons and to the onc commitice member to whom they are assigned.

Using the Telephone Tree. Use of the telephone committee should be controlled.
Requests should always come from the president, music director, or authorized mem-
bers of the exccutive board. When time permits, information (o be relayed should be
writien. Messages should be short, clear, and concise, and should contain sufficient
information that lengthy explanations won't be necessary. A deadline by which all calls
are 1o be made (and, if necessary, information relayed back (o the chairs) should be
included,
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Appendix 1

Constitution and Bylaws

A complete, up-to-dale, and realistic constitution and bylaws are important for the
protection and guidance of a music booster association. They provide a justification of
the organization’s purposes and methods of operation to your school board, your bank,
your members, the Internal Revenue Service, and anyone else who might raise ques-
tions. A constitution is a document that records the system of fundamental laws and
principles that normally governs the operation of an association. It gencrally states the
organization's name, purpose, and structure.

Bylaws govern the internal affairs of an organization. Generally, they describe how
the organization is 1o be managed and how its purposes are to be achieved. They define
the powers, duties, and limitations of officers and commitices; and the relations, rights,
and duties of members,

Unless you use articles of incorporation there is no fixed form for bylaws. Generally,
almost any format and any degree of detail is acceptable as long as the essential ele-
ments of purpose and management are clearly defined. The constitution and bylaws
presented below present ideas, concepts, and specific wording used by successful
booster groups. Items are listed in random order with no atempt 10 recommend one
statement or wording over another. Each booster organization must decide which state-
ments are most appropriale for its purposes.

To create your own constitution and bylaws, rcad through the list of suggestions and
select statements you feel are necessary for efficient management of your organization.
If no one statement fits your situation, write your own. If you feel a scction is unneces-
sary, omit it. Bylaws should be complete but concise.

The list of bylaws here is based on one compiled by C. Dean Streator, chairman of the
Music Booster Alfiliates of the Pennsylvania Music Educators Association. His infor-
mation was derived from bylaws submitied by twenty booster organizations and the
sample bylaws in thec AMBA Management Guide, which this book replaces.
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CONSTITUTION

This sample constitution contains articles defining the name, purpose, and structure of
an organization.

Article I: Name
. The name of the organization, association, or corporation shall be
. This organization, association, or corporation shall be known as
{Hereafter known as the Organization, Association, or Corporauon)
. This organization will include [names of schools] and any other school(s) subse-
quently built within the school district.
5. The principal office of the corporation shall be at (location) or other such places as
the board of direciors may from time (o time appoint or the activities of the corpo-
ration may require,

-hs.nJMi—

Article II: Purpose

1. To promote and encourage community/area support of the [school/area] Music
Depariment(s), with the following objectives:

To involve the community in supporting the music department.

. To supplement school board support of music activities.

To provide financial support for non-school activities.

. To encourage students to participate in the activities of the Music Booster Club,

. To encourage music department exposure,

2. To provide financial assistance and services for the music department and to all

supportive units as may be added,

. To aid in the development of student interest,

. To promote student lcadership and responsibility.

. To arouse and maintain an cnthusiastic public interest in all phases of the music

department.

6. To coopcrate with those in charge of the music department and the school board o
the end that the school music department maintain the highest possible degree of
cfficiency.

7. To bring into closer relationship the home and school, that parents and music depart-
ments may cooperate intclligently in all phases of the school’s music program.

8. To aid the music program in such manner as members of the association and the
music director shall deem fitting and proper.

9. To stimulate student and community interest in appreciation of the school music
programs.

10.To promote and encourage student cultural improvement through appreciation of
fine music.

11.To actively support all performances of the school music programs.

12.To lend all possible support, both moral and financial, o the general, instrumental,
and vocal music programs in the schools,

13.To serve as a means of communication to keep parents of [performing group]
members informed as to the activities and projects of the [performing groupl.

14.To provide for the [performing group] members those things over and above that
which is provided by the school board, such as:

carn g
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Extra activities throughout the year

. Refreshmenis

Banquet

Awards, in keeping with school policy and approved by the executive board and

music directors
e. Funds for any projects, activities, or trips that might be proposed and approved

15.To make ali plans and carry cut fundraising for support of activities and projects.

16.To assume responsibility for publicity covering any activity or project sponsored
by the organization,

17.To maintain enthusiastic interest in band, chorus, and orchestra activities in coop-
eration with the music director, assistants, and the school administration.

18.To work with and assist the music director(s).

19.To aid in the improvement of the general, instrumental, and vocal music program
of the school through a better understanding of the goals and the purpose of the
band, chorus, and orchestra and to give moral and financial assistance whenever
possible,

ao g

Article III; Structure
1. Under the provisions specified in the bylaws, this organization shall be governed
by the elected officers, the executive committee, and the membership, with the
cooperation of the school music direclor(s).

BYLAWS

These sample bylaws include articles pertaining o membership, officers, commitices,
meelings, parliamentary procedure, fiscal and financial matters, awards, amendments,
and dissolution.

Article I: Membership
1. The association shall have only one class of members. The members shall be all
parents of students participating in the organization's activities and any person
whose interest is (o further the purpose of the organization.

2. The membership of this organization shall include any adult willing to promote the

purpose of the organization.

3. Members shall be the parents or legal guardians of the studenis in the music organizaticns

and any inierested persons desiring 10 panticipate in the functions of the crganization.

4. Swdent officers of (performing group), which include president, vice-president,
secrelary, treasurer, and librarian, shall be ex-olficie, non-voting members of the
organization.

. Music students may atiend meelings as requested by the executive committee,

. Students are not eligible for membership.

. Membership shall not be limited.

. Parents of pupils active in the music department are automatically active members.
. Alumni of the high school music organizations are automatically members.

10 Other interested partics may become honorary members,

11.Members shall be those persons accepted by a two-thirds vote of the board of

directors who assume the rights and duties and accept the objects and purposes of
this corporation.

0o~
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12.The board of directors, by affimnative vote of two-thirds of all the members of the
board, may suspend or expel a member for cause after an appropriate hearing, and
may, by a majority vote of those present at any regular constituted meeting, termi-
nate the membership of any member who becomes ineligible for membership, or
suspend or expel any member who shall be in default in the payment of any dues
Of assessments.

13.Each member shall have one vote on any malter under consideration by the mem-
bership at a meeting of the membership,

14, Membership shall be for a one-year period.

15. Associate membership may be extended to any of those in the community interest-
ed in the purpose of the organization; annual duves of [amount] per family.
Associate members have all the privileges of regular members except voting and
helding office.

16.Members shall not be required to pay a membership fee.

Article II: Officers

General Guidelines
1. The officers of this organization shall be president, vice president, secretary, and
(reasurer.

2. The officers of this organization shall be president, vice president, secretary, trea-
surer, adviser, corresponding sccretary, elementary coordinator, historian, liaison,
librarian, membership chairman, middle school coordinator, music department
chairman, parliamentarian, president-elect, publicity director, senior high coordi-
nator, and such other officers and assistant officers as the needs of the corporation
may require.

Any member of the organization in good standing shall be eligible to serve as an officer.

The music director and assistants may participate in an advisory capacity.

The music director and assistants shall be ex officio, nonvoting members of the

organization.

The officers of this organization shall serve without compensation.

. The vice president will automatically become president the following term.

Only one person of any family may hold an elected office during any one school

year. However, one family may jointly hold an office.

9. To hold an office, a member must have a child who is currently active in the band
or chorus and must be a member in good standing.

10.An officer must be the parent of a student of the music department during his or
her entire 1erm of office,

11. No officer shall succeed himself or herself,

12.No member shall serve as an officer for more than two years.

13.No person shall serve more than one term in the same office.

14.Officers may not be clected to more than two successive terms in the same office.

15.A member shall hold only one office at a time,

16.Any number of offices may be held by the same person.

17.Officers of this association shall serve for a term of one year, but may be re-elected.

18.The board of direclors may secure the fidelity of any or all such officers by bond
or otherwise,

bl
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19.The four clected parent officers serve as official parent chaperons for trips; their
expenses for these trips shail be paid by the association.

20.All officers shall perform the duties prescribed in the parliamentary authority in
additior to those outlined in these bylaws and those assigned from time (o time.

21.All officers shall deliver to their successors all official material within 30 days fol-
lowing elections.

22.All officers shall transfer to their successors all books, papers, and other property
of the association in their possession after the [month of election] meeting and
prior 1o the [next month] meeting.

Nominations

1. A nominating commitice shall be appointed by the president at the general mem-
bership meeting in [month].

2. The music director shall also serve on this commiltee.

3. The committee shall attempt to reach each member to establish their interest in
serving.

4. Candidates will be presented at the general membership meeting in [month].

5. The nominating committee must present all names at the [month] meeting with
nominations being accepted from the floor, with the consent of the nominee.

6. The commitice shall present the slate 1o the president for presentation 10 the body
at the [month] meeting.

7. Nominations may also be made by members of the organization. Such nomina-
tions must be in writing and filed with the secretary no less than five days before
the annual meeting at which the officers are elected.

8. The slate shall be given 1o the president prior 1o the exccutive boand meeting preceding
the final membership meeting of the year at which time the election shall be held.

9. General membership must be notified of the slate in writing at the same time that
meeting notification is given.

10.Nominating report o be given and voted upon at the [month] meeting,

11.Election of officers will take place at the [month] meeting and the officers will
assume their duties on [date].

12.The nominating committee shall follow the accepled procedure of offering the
office of president to the current vice president if they deem him or her to be quali-
fied. The nominee accepting the commitice's nomination must be consulted as it
selects the nominees for other officers.

Elections
1. Officers shall be elected from the general assembly at the initial meeting of each
school year.

. Ifthere is only one candidate for an office, election shall be by voice vote.

. If there is more than one candidale for an office, election shall be by ballot.

A majority vote of the members present shall constitute an election.

Election of new officers shall ake place at the general membership meeting in

[month].

. Elected officers shall serve a term of one year beginning [date] and ending [date]
of the following year.

7. They shall be elected annually and installed at the [month] mecting to take office

at the [month] meeting.

B
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8. Officers are to be elected at the [month] meeling and shall assume their dutics
immediately following the close of that meeting.
Duties of the President
1. The president shall be in communication with the music director and all other offi-
cers of the organization.
The president shall have supervision over the business affairs of the association.
The president shall act as judge of all elections and declare results.
. The president shall cast a deciding vole in case of a tie,
. The president shall be chairman of the executive committee.
- The president shall preside at all executive and general meetings and maintain
order.

7. The president shall enforce a strict observance of the constitution and bylaws of
the association.

8. The president shall put all questions, when seconded, to a vote.

9.The president shall direct the secretary to call special meetings of the organization
or have the power to do so himself or herself.

10.The president shall appoint all standing and special commitice chairs deemed nec-
essary to fulfill the business and activitics of the organization subject to the
approval of the execulive commillee,

11.The president shall appoint an audit committee to audit the books of the organiza-
tion at the end of the fiscal year,

12.The president shall serve ex officio on all committees except the nominating com-
mittee.

13.The president shall sign all vouchers along with the treasurer.

14, The president shall represent the association at any meeting the association dele-
gates invite him or her 10 attend.

15.The president shall be available for advice and counsel during the year following
the completion of his or her term of office, at which time he or she shall have a
consultation session with the incoming president and turn over all appropriate
files, reports, and keys.

Duties of the Vice President

1. The vice president is president elect and shall become president the following year.

2. The vice president shall carry out such specialized dulies as are required for any
particular school music group.

3. The vice president shall perform the duties of the president in the absence of the
president.

4. Upon resignation of the president, the vice president shall fill the office of presi-
dent until a special election can be held.

5. The vice president shall be in charge of parliamentary procedure.

6. The vice president shall work with the individual music directors and chairs of
cach school in the fitting of uniforms, robes, and other coslumes.

7. The vice president shall chair the nominating commiitee.

8. The vice president shall act in the capacity of coordinator for all fundraising activi-
tics and securc necessary permits for such activities. In this capacity, he or she
shall serve as chair of the ways and means committce.

9. The vice president shall assume the responsibility of soliciting advertising for foot-

36

Constitution and Bylaws

ball programs and program sales.
10.The vice president shall be chair of the trip committee.
11.The vice president shall distribute any literature or materials at meelings that are
pertinent to planned discussion.
12.The vice president shall prepare a final, written report of all his or her activities
and duties, which shall be given to the president upon completion of his or her
term of office.
Duties of the Secretary
1. The secretary shall attend all meetings and act as clerk thereof, and record all voles
and minutes of all its transactions.
. The secretary shall keep a copy of the bylaws.
. The recording secretary shall keep records and minutes of all mectings.
The corresponding secretary shall auend 16 all routine correspondence.
- On instructions from the president, the secretary shall conduct all commespondence
for the association including the sending of appropriate thank-you notes.
. Copies of all correspondence shall immediately be given to the president,
. The secretary shall keep a correct record of the proceedings of all meetings of the
organization and exccutive commitice.
A copy of these recordings is 10 be given Lo cach member of the executive commit-
tee and to the director of each music organization within a week of each meeling.
9. The secretary shall present a writien report of minutes at all regular meetings,
including a record of all attendees.
10.The secretary shall maintain a record of all dues-paying members,
11.The secretary shall present (o the association a written record of those members
eligible to vote in the next election.
12.The secretary shall notify those clected 1o office within ten days of their elections.
13.The secrelary shall appraise commilice members of their appointments,
14.The secretary shall be provided with a correct list of all members by the member-
ship chairperson.
15.The secretary is responsible for all correspondence and shall perform other duties
assigned by the president and the executive committee.
16.The sccretary shall keep a file of all recordings, communications, and flyers.
17. The secretary shall read and answer all comespondence and shall have custody of the same.
18.The secretary shall secure all permits in advance (o reserve rooms for meelings,
19.Upon leaving office, the secretary shall transmit all property of the organization
entrusted to him or her 10 his or her successor.
20.The secretary's final written report of all duties performed shall be given to the
president upon completion of term of office, along with the "secretary book™ and
all papers of the association.
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Duties of the Treasurer

1. The treasurer shali be chair of the budget commiltee and be responsible for pre-
senting the budget to the general board for review and for presenting the budgel
for adoption at the first gencral meeting of the fiscal year.

2. The treasurer shall file appropriate tax forms as necessary to preserve the tax-
exempt status of the association.

3. The wreasurer shall be bonded.
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4. The treasurer shall receive all funds due the association, issue appropriate receipts,
be solely responsible for deposit of funds in a designated depository determined by
the board, and shall pay all bills upon authorization of the board. Checks may be
signed by the president, vice president, or treasurer, Two signatures are required
on each check.

5. The treasurer shall be the custodian of all monies and dues of the organization,
recording the same in a bound ledger.

6. The treasurer shall pay all orders when presented te him or her and approved by
the organization.

7. The wreasurer shall maintain correct accounts of all monies and shall make deposits
and payments designated by the executive commitiee.

8. The treasurer shall keep account of funds held by individual students and carry
said accounts over from year to ycar.

9. The treasurer shall give a complete financial report at each meeting.

10.At all meetings, the treasurer shall submit a writicn report to the prcs:dent and sec-
retary. The report shall include beginning balance of the association’s accounts,
itemized income, interest earncd, status of certificates held, itemized expenses, and
ending balance. A copy should be filed with the president by the fificenth of each
month or as soon thereafler as bank statements are received.

11, Records will be audited at the end of the school year.

12.The treasurer shall prepare a summary of finances at the end of the fiscal year,
which shall be available to ail association members. Included in the report shall be
an itemization of expenses and profits from each fundraising activity.

13.The treasurer shall sign all vouchers along with the president.

14.In an emergency and on approval of the president or vice president, the treasurer
can disperse funds up to a limit of one hundred dollars. Such disbursements shall
be reported o the association at the next state meeting.

15.Any two clected officers can authorize emergency expenditures up 1o fifty dollars.

16.During summer months, the treasurer shall pay any bill of two hundred dollars or
less when so ordered by the majority of the cxecutlive committee withoul the
approval of the general membership.

17.All disbursements will be made by check and all deposits in the name "
Music Boosters”.

Vacancies

1. In case of a vacancy in the office of president, the vice president shall serve for the
unexpired term.

2. In the event of a vacancy in an clective office, the executive committee may fill an
uncxpired term by appointment.

3. Elecied offices vacated during the year shall be filled upon nomination by the pres-

ident and upon approval of the executive board.
. Any office vacated for any reason during the term must be filled by special election.
. Any officer or commiltee chairman may be removed by a two-thirds vote of the
exccutive board.
6. Any officer or agent may be removed by the board of directors whenever in its
judgment the best interests of the corporation will be served thereby, but such
removal shall be without prejudice to the contract rights of any person so removed.
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Article III: Meetings
General Meetings
1. The general meeting of the organization shall be held on the [specify day] of each
month from September to May [or specify months] beginning at [time] P.M.
unless otherwise directed by the organization or the execulive commitiee,

2. Two to three regular meetings of the membership shall be held each year, the time

and place of said meetings (o be determined by the executive commitiee,

3. The last meeting of the school year shall be known as the annual meeting at which
lilme ;jnnual reports shall be received and olfficers for the following year shall be
elected,

The music directors are (o encourage aticndance by making suitable announcements.
Public notices shall be made of all meectings.

A vote of a quorum of the executive commiltee, made not less than two weeks in
advance, may alter the date of the regular meeting.

Scheduled meetings may be changed by the execulive commiitiee.

. In the event of a schedule conflict with a music department program, a meeting
may be rescheduled.

9. Meetings shall be open to all members.
Special Meetings

1. Special meetings may be called by the president at any time or by a majority of the
exccutive commitiee.

2. Special meetings may be called at the discretion of the executive committee or the
music dircctor.

3. Special meetings may be called upon the writien request of fnumber] members of
the association.

4. May be called by the executive commitiee or by a petition signed by at least 10
percent of the membership of the association. Such petition shall state the pur-
pose(s) for which the meeting is called.

5. All members are 1o receive nolification for such meetings stating the purpose of
the meeting.

6. No other business may be transacted than that for which the special meeting was called.

7. Business transacted at all special meetings shall be confined to the objects stated in
the call and matters germane thereto,

Quorum

1. A meeting of members duly called shall not be organized for the transaction of
business unless a quorum is present.

2. The members present at a duly organized meeting can continue 1o do business until

adjournment, notwithstanding the withdrawal of enough members 1o leave less

than a quorum.

. A quorum shall be constituted by [percentage] of the membership.

. [Number] members of this association shall constitute a quorum.

. The presence, in person, of a majority of the members entitled to vote shall consti-
tute a quorum.

6. Notice may be given ten days in advance that members present will constitute a

quorum for the purpose of acting upon specific resolutions.
7. Members present constitute a quorum,
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8.

9.

[Number] active members, to include one member of the executive committee,
assembled at the time and place of the meeting shall constitute a quormm,
[Number] officers and [number] chairmen of standing committees and all present
will constitute & quorum,

10.The assembled members at a regular or special meeting of this association shall

constitute a quorum.,

11. A simple majority of the members present and voting shall be sufficient to camy a motion.
Executive Committee Meetings

1.

2.

Novn e

8.
9.

Executive commitlce meetings shall be held at the call of the president or a majori-
ty of the executive committece,

Execulive commiltce meetings may be called by any member of the executive
board upon agreement of the majority of the executive board.

Executive commitice meetings shall be held at any time by call of the president,
music director, or any three members,

Executive committee meetings shall be held when necessary.

Executive commiliee meetings shall be held on the [specific day] of each month,
Executive commitiee meetings shall be held in [specific months).

. All members shall be given reasonable prior notice by the secretary regarding the

time, place, and purpose of an exccutive committce meeting.

A report of business transacted at each exccutive meeting shall be made by the
president at the following meeting of the gencral membership.

[Number] exccutive committee members shall constitute a quorum at exccutive
commitice meetings.

10.A majority of the members of the executive committee shall constitute a guorum,
11. A simple majority of the members present and voting shall be sufficient to carry a motion.
Order of Business

WO NO AR W~

Call 10 order
Pledge of Allegiance

. Secretary's report
. Treasurer's report

Committee reports, music director, coordinators
Unfinished business
Old business

. New business
. Adjournment

Parliamentary Procedure

1.

3.
4,

The latest edition of Robert’s Rules of Order, Revised shall govern the organization
in all cases 1o which they are applicable and not inconsistent with any provision of
these bylaws.

Parliamentary law shall be the official guide for the association on all matters
where this constitution and these bylaws are silent. The presiding officer shall,
however, retain the authority 1o alier the order and procedures as hefshe deems
appropriate.

‘The aforementioned constitution and bylaws shall govem the music boosters association.
The music director shall act as parliamentarian.
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Article IV: Committees

Executive Committee or Board

1.
2.
3. The board shall consist of all the elected officers of the association, plus four

~1 O\ LA

The elected officers of the organization, standing committee chairs, the immediate
past president, and the music director(s) shall constituie the executive board.
The elected officers constitute the executive commitiee.

members appointed by the president. All music organizations from all schools
must be represented,

. The student president(s) of the (performing group or groups] shall also be included

as a voting member(s) of the executive commitice.

. The board shall meet one week before the stated general meeting.
. The board shall meet at the discretion of the president.
. The purpose of the executive commitiee shall be 1o facilitate business at general

mectings. This shall include the following:

a. To review the plans and activities of the various other committees.

b. To evaluate the plans of the ways and means commiiee for fundraising projects and 1o
select and present appropriate options to the membership for approval or modification,

¢. To recommend to the general membership specific expenditures either for the
operation of the organization or for the benefit of the [performing group), in
keeping with the guidelines of the annual budget.

d. To recommend to the general membership modifications to the annual budget
approved at the [month] meeting,

General Committee Guidelines

L.

Standing commitices are those that function year-round or that have significant
impact upon total operation of boosters. These commitices shall include: auditing
and finance, budget, bylaws, chaperon, communications, hospitality, liaison, mem-
bership, newsletter, program, publicity, social, student account, telephone, trip,
transportation, uniform/robe, and ways and means. These shall consist of mem.-
bers from the general membership and shall not be limited in number.

Special committees may be established by the president for specific assignments
from time to time throughout the ycar. These may include: awards, bake sale,
band camp advisory, banquet, Christmas party, contest, cookies, festival, jacket,
refreshment stand, trailer, and all special projects.

A chairman for each commitice shall be appoinied by the president with the approval of
the executive commitice. Terms shall be for one year, and any organization member is ¢li-
gible to serve. A chairman shall have general supesvision of the commitiee, shall hold
meetings and conduct business when necessary, and shall submit a report o the executive
commitiee periodically and prescnt a report at cach general meeting.

Auditing Committee

L.
2.
3.

There shall be an auditing committee consisting of three members appointed by the presi-
dent 10 audit the books of the treasurer each year at the end of the school term.,

Upon completion of the audit, the auditing committee shall submit its report 1o the
executive commitiee.

The auditing committee will audit the books at least twice during the year and also
at the close of the club year.

. The auditing committee shall develop and submit a preposal to the executive board
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cach year for the adequate and conlinuous insurance coverage for the organization
and all of its activities.

5. An independent, professional auditor shall be contracted from cutside the organization.

Budget Committee

1. The budget committee shall consist of the music director(s), elected officers, and
the chairman of the ways and means committee.

2. The budget committee shall prepare and submit to the organization a proposed
budget at the first regular meeting of the school year.

Bylaws and Constitution Committee

1. The bylaws and constitution committee shall consist of three members to review
the constitution and bylaws once a ycar and recommend changes deemed neces-
sary.

2. The chairman will serve as organization parliamentarian,

Chaperon Committee

1. The chaperon committee shall enlist parents 10 act as chaperons for any music

activity as deemed necessary by the music director(s).
Hospitality Committee

1. The hospilality commitiee shall assist in making meetings interesting and helpful.

2. The hospitality committee shall act as hosts at all general meetings, greeting guesis
and members,

Membership Committee

1. The membership committee shall solicil members, collect dues, issue membership
cards, and keep a record of meeting attendance.

2. The membership committee shall consist of a parent member from each school or
group supported by the organization,

Newsletter Committee

1. The newsletter commitiee shall gather, publish, and distribute all important infor-
mation about the activities, accomplishments, and projects of the music organiza-
tions, their members, and the boosters.

Nominating Committee

1. The chair of the membership commitlee shall serve as chair of the nominating
committee, and all chairs of standing commitices shall be members, along with
three members-at-large (o be appointed by the president.

2. The nominating committee shall consist of four members, with one having been
designated as chair and at least two representing the general membership (not on
the executive board), all appoinicd by the president.

3. The music director(s) shall serve on this commitiee.

4, The nominating commitiee shall consist of three members: one from the executive
committee and two from the associalion.

5. The nominating committee shall consist of one executive board member, one par-
ent of an outgoing or graduating student, and one parent of an active student.

6. The nominating commitiec shall be clected by the executive board.

Publicity Committee

1. The publicity commiuee shall handle publicity related 1o the activitics of the music
boosters.
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2. The publicity commitiee shall have a member from each scheool supported by the

boosters.
Social Committee

1. In conjunction with the music director(s), the social committee shall assist in orga-
nizing and financing social activities for students in performing group(s).

2. The social committee shall plan events for boosters, such as picnics or dinner dances.

Student Account Committee

1. The student account committee shall assist the music director(s) in maintaining

records of student financial accounts.
Telephone Committee

1. The telephone committee shall coordinate telephone notification of school music

and organization activities o the membership,
Travel Committee

1. Under guidance of the music dircctor(s), the travel committee shall investigate,
plan, and arrange the details of trips by the music ensembles.

2. The travel committee shall work in close cooperation with the music director(s).

Uniform/Robe Committee

1. The uniform/robe commiltee shall assist the music direcior(s) in maintaining
records of student uniform numbers, in disiributing uniforms, and in the general
mainicnance and filting of uniforms, robes, and other special costumes.

Ways and Means Committee

1. The ways and means commiilee shall recommend those ways of raising funds nec-
essary for financing the activities of the booster organization and shall coordinate
and implement them upon approval of the membership,

2. The chairman of the ways and means committee shall keep records of suppliers,
project evaluations, and all monies,

3. The chairman of the ways and means committee shall appoint the chairs of all spe-
cial fundraising projects.

Committee Finances

1. Any commitice may be given a monclary advance 1o set up a project by majority
action of the executive commiltee,

2. Committees engaging in fundraising projects or entering inlo contracts must have
approval by a majority of the excculive committee before the organization's name
may be used or for financial obligations incurred.

3. All bills for expenses incurred by a commitiee should be approved promptly by the
commitiee chairman and forwarded to the treasurer so that vouchers may be pre-
pared for payment.

Article V: Finances
1. The association is tax exempt and shall make every effort (o maintain its status as a
tax-exempt organization,
2. In addition to the treasurer, all persons of the music boosters association handling
monies shall be bonded.
3. Monies or funds raised by, for, or in the name of the [performing group] under the

sponsorship of the music boosters association become the property of the music
boosters association.
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4. Such funds are 1o be used only to cover minimal operating expenses and to support
approved projects, activities, and programs of the [performing group).

5. All monies collecied by this organization shall be for the use of the spring tour of
the [performing group).

6. The fiscal year shall be from [date] to [date].

7. Student account records, when maintained, are to record each student’s eamed contri-
bution toward trips or other planned student activities. Funds recorded in these
accounts are NOT the property of individual students and may not be refunded.

8. Monics shall never be retumed to the student, passed down 1o a younger sibling, or
refunded in any manner.

9. In the event a student moves, graduates, or quits the organization, the monies become a
part of the general fund of the music boosters association.

10. Parent contributions to support for student camed activities will be recorded as such,

11.The association encourages selling through the fundraising program. Four options
are available to studenis:

a. A student, by selling, may pay for the entire trip (quota plus parent assessment).

b. astudent, by selling, may pay the quota. Parents pay the parent assessment.

¢. A student, by seiling, may pay part of the quota. Parenis pay the difference plus
the parent assessment, plus an additional amount beyond these two. This addi-
tional amount will be given to the student at the tlime of the trip.

d. Parents pay entire amount—quota, parent assessment, plus an additional amount
1o be determined for cach trip.

12.Built into the fundraising tracking system is an amount from cach sale that goes
dirccdy into the association's general fund. This fund provides additional benefits
for the students (such as awards, banquets, and activitics) and underwrites the gen-
eral expenses of the organization,

13. All monics credited to a student but not used toward a trip for a legitimate reason
(legitimacy to be determined by the music director) shall be carried over in the
name of that student until the end of his/her senior year or until the end of his or
her attendance at the school. At that time such monies shall revent to the general
treasury of the boosters, except that if the student has a younger brother or sister in
the music program, said monies shall be credited to him or her in an equitable
manner.

14.A vote will be taken cach year to determine if the boosters will pay the expenses
for any student attending honors, district, regional, or state festivals.

Article VI: Awards

1. The association shall recognize any student selected to perform at any county
music festival,

2. The association shall award [dollar amount] to lop seniors in band, orchestra, and
chorus, as sclected by the directors. The students’ names shall be engraved on a
hall plaque.

3. Outstanding [grade] band, orchestra, and chorus members shall receive trophies
and have their names engraved on a school plaque,

4. The association shall award a scholarship, the amount of which will be voled on
every year. The awardee must be registered as an instrumental/vocal music major
at college.
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5. The association shall award a yearly scholarship, the amount of which will be
decided by a commitice comprising the dircctor, the president of the booster asso-
ciation, and an administrator 1o further a senior’s education.

6. The association shall underwrite sweater and letter awards, These awards require
at least two years of membership. "Membership" shall be construed 10 include
band or chorus service prior to moving into the district.

- A leuer shall be awarded 10 any senior not eligible for a sweater and letter award.

- Band ribbons shall be awarded for the current year after band camp.

An individual recognition dinner shall be given o any student who distinguishes

himself or herself above and beyond regular service, for example, in county, dis-

trict, or regional events.

10. Decisions on awardees shall be made by boosters and music director,

11. Awards shall be funded by ways and means committee projects.

Article VII: Dissolution

1. Upon dissolution or disbandment of this association, any and all unallocated cash
funds shall be tumned over to the school for exclusive use in the music programs.

Article VIII: Standing Rules

L. All maters pertaining to the aclivities, events, and projects of the [performing
group] and the music parents association must meet with the approval of the music
director and must be in keeping with the policy of the school district.

2. The association shall maintain a post office box for the purpose of having an
address and receiving mail. The keys (10 said box shall be retained by the president
and the treasurer.

3. Equipment of the organization is not to be lent to any persons or organizations for

use outside of the school buildings or grounds.

. Each member shal! have an equal right o speak on all matters brought before the

association,

. Persons granted the right to speak will give their names,

. No matters will be discussed that originate outside the association. All matters

will be introduced by an association member.

. Political speakers will not be allowed to occupy the time of the association.

. Should any gricvance arise within the association, the executive commiltee, and/or

the school music personnel representative, the following steps shali be taken:

a. The gricvance shall be specified in writing and to the person involved at a regu-
lar meeting.

b. The grievance shall be taken to the school administration.

¢. The grievance shall be taken 1o the board of education.

Article IX: Amendmenis

1. Any proposed changes or amendments shall be submitied in writing 10 the execu-
tive committee thirty days prior 1o a regular meeting, at which time they will be
voted upon.

2. These bylaws shall be read at the [specify] meeting and shall be reviewed for revi-
sion every [number] years beginning with the year19__,

3. This constitution may be amended at any regular meeting of the organization by a
[fraction or percentage] vote, provided that the secretary has given [number] days
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e

writlen notice, including the full text of the proposed amendment, to the full mem-
bership.

- All resolutions, with the names of the persons making the motion and seconding,

must be presented in writing in correct form 10 the secretary of the executive com-
mittlee,

All resolutions must be approved a majority vote,

All resolutions must be approved by a majority vote, provided there are at least
[number] members present.
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Uniform Management

The uniform committee can provide valuable assistance in issuing and maintaining
uniforms. For legal reasons it is especially advisable for pareats 10 be responsible for
measuring students prior to distribution. The most important aspect of managing uni-
form supplies is to identify cach component in the inventory. Records should be kept on
the use of all ilems and the maintenance expense. This is most valuable in budgeting
for replacements and damaged items. It also provides the basis for a uniform rental fee
when necessary,

MASTER PROPERTY LISTS

The accompanying uniform property list is recommended for keeping record of major
components of the uniforms. Parts such as pants, coats, and hats will have an identifica-
tion number sewn in by the manufacturer. Each component of the uniform should be
listed separately in size order to expedite assignment. Coats tailored for males and
females should be listed scparately. When listing pants, the original length and waist
size should be recorded. Pant legs should never be cut. Make adjustments by hemming,

turning the excess up inside the pant leg.

UNIFCRM PROPERTY LIST
Uniform Identification Acquisition Issue Record
Item Number Date Cost Size 19 19__ |19
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The acc_ompanying miscellancous property list is recommended for consumable ilems
(those with a relatively high turnover raic) that are not dependent on size for issue.
Examples include spats, plumes for hats, and braids or other decorative items.

MISCELLANEOUS PROPERTY LIST

Acquisition

Item | Identification | Date | Cost |Quantitiy | Issued Retum Remarks

The accompanying issue/use record is the working control for items issued from the
inventory. It is individualized for cach student and includes his or her measurcments
and components or equipment issued. Uniform rental fee records can also be annotated
on the form. Summarize available uniform componenis on the accompanying uniform
assignment chart.

ISSUE/USE RECORD
NAME: PHONE NO:
Year Year Year

Waist, Height Waist Height Waisl, Height
Chest Weight Chest Weight Chest Weight,
Head_ Inscam Head Inscam Head Inseam____

Issue Record Issue Record Issue Record
Return Condition Return Condition Return Conditon

ASSIGNING UNIFORMS

If possible, measure students about two to three weeks before uniforms are 1o be issued.

Chest. Place tape horizontally around the body close under the arms and check to sce
that it is centered well over shoulder blades in back and over fullest part of the breast in
front. Do not draw tape too tightly or allow it 10 sag.
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Waist. Mcasure around waist just above trouser waistband over the shirt. Do not mea-
sure over vest, belt, or waistband. Do not allow tape o sag.

Trouser inseam. Adjust trousers to waist position where uniform is customarily
worn, Place end of tape in crotch at crotch seam and measure to desired length. The
measurement should be taken with the student wearing shoes that will be worn with the
uniform or shoes that have the same size heels.

Hat. Measure the head with the hair styled as it will be with the hat and at the position
where the hathand will rest. Use the following chart to convert head measurements in
inches 10 hal sizes.

Inches Hat Size Inches Hai Size
19 6 22-38 7-178
19-3/8 6-1/8 22-3/4  7-144
19-3/4 6-1/4 23-1/8 7-38
20-1/8 6-3/8 23-12 712
20-172 6-172 23-7/8  71-58
20-7/8 6-5/8 24-14 7-3/4
21-1/4 6-3/4 24-5/8 17-18
21-5/8 6-7/8 25 8

2 7

Summarize size measurements for each component on the uniform assignment chart.
The size column is for sizes of a particular uniform part. The quantity line represents
the total available in the inventory for that size. When the measurement totals for the
corresponding uniform parts are listed on the form, stan the assignment process. The
issue line is where you record any adjustment necessary to fit the available parts o the
students. Start with the smallest size and work any adjustments upward. Use a pencil
when recording the initial issue. When all uniforms are issued and exchanges made,
enter the student's name under the ycar column of the master property lists,

If inventory and student measurements are enlered in a compulter data base, sorting
uniform components and students by size can be done much more quickly. Worksheets
and final lists can be printed out with data arranged any number of ways. Information
can be updated and reprinted easily at any time.

UNIFORM ASSIGNMENT CHART

Size

Quantity

Survey

Issuc
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PERFORMANCE SUPPORT

If the music director requests it, members of the uniform committee or boosters famil-
iar with the required appearance for each type of uniform can conduct an inspection.
They should see that each uniform is complete and is being womn properly.

Develop a kit to take care of repairs or replacements. This kit should be on hand any
time an inspection is held, and it should be taken on ail trips made by the performing
group. The kit should contain a complete replacement for each type of uniform worn,
and several spare small items (such as buttons, belts, gloves, spats, collars, stoles, and
braids). Medium to large sizes are recommended because missing or damaged parts can
be swapped down in size. Collect spares or adjust uniform records 1o reflect the
changes.

MAINTENANCE

The appearance and life of any uniform is greatly affected by how well it is main-
tained. Implement control measures to ensure periodic cleaning, repairs, and preventive
maintenance. Have uniforms cleaned regularly and prior 10 storage at the end of a per-
forming scason. Make arrangements with a local cleaner for a quantity discount.

When uniforms are turned in for storage at the conclusion of the season, they should
be carefully inspected for necessary repairs. Repair work should be completed before
the uniforms arc cleancd and stored. When uniforms are issued, provide care and main-
tenance instructions to students and parents. Instructions should cover cleaning require-
ments, replacement costs for damaged or lost parts, and the group's policy on rental
fees and deposits.

1504-08-1.5M-7/89
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The Music Educators National Conference recognizes
the importance and dedication of music booster organi-
zations. The efforts of these organizations have allowed
thousands of students to have some of the most thrilling
experiences of their school lives. The information con-
tained in this manual will assist in starting new booster
groups and improving the efficiency of established
groups.

Starting a Booster Group + Booster Organization
Meetings Budgeting
Fundraising Travel

Publicity Constitution

Uniform Management Bylaws
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