Branch Methods of Officers and Committees

January 8, 2022
Document audience: Management Board and Dance Teachers and Branch Members.

Cartoons © Tony Milne. All Tony’s cartoons are in the Scottish Reels are Fun dance books available as pdf files at www.edgereelers.care4free.net.
The goals of this document that describes the evolving collaborative methods of our volunteer organization are:
· Provide training information for members who operate the Branch processes.

· Provide the ability to discuss opportunities for process agreement and improvement.

Chair
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· Collaborate with fellow Management Board members to manage Branch affairs.

· Preside at all Branch and Management Board meetings.   Provide an agenda for all meetings.

· Call Annual General Meetings and Special General Meetings.

· Appoint committees deemed necessary to carry on the functions of the Branch.

· Appoint a nominating committee.

Vice-Chair
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· Collaborate with fellow Management Board members to manage Branch affairs.

· Assume the duties of the Chair in the Chair's absence.
· Appoint Branch dance chairs.
Secretary
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· Detailed Branch Methods of Secretary
http://www.rscds-swws.org/doc/secure/BranchMethodsSecretary.doc 
User name | Password : xxxxxxxx | xxxxxxxx
· Collaborate with fellow Management Board members to manage Branch affairs.

· Record all activities and attend to correspondence. 
· Secretary captures and organizes records that document Branch affairs.

· Secretary notebook records are filed as either paper or electronic copies. 
Current records are electronic and are circulated to the 
Meetings and Correspondence webpage http://www.rscds-swws.org/meetings.htm
User name | Password : xxxxxxxx | xxxxxxxx
· Secretary uses the email address info.rscds.swws@gmail.com for email communications.

· Keep and distribute minutes of all meetings. 

· Report communications from the RSCDS to the Management Board and Panel of Instructors.

· Forward notification of Delegate and Proxy appointments to RSCDS in accordance with RSCDS Rules and Procedures.

· File adopted Branch Annual General Meeting minutes with RSCDS.
· File Branch Secretary Report with RSCDS by June 30.

· Arrange RSCDS membership transfers from or to other Branches, coordinating with Membership committee.
Treasurer

[image: image5.jpg]



· Detailed Branch Methods of Treasurer
http://www.rscds-swws.org/doc/secure/BranchMethodsTreasurer.doc 
User name | Password : xxxxxxxx | xxxxxxxx
· Collaborate with fellow Management Board members to manage Branch affairs. 
· Collect all incoming Branch money and pay all expenses and keep records.

· Maintain a change fund and make it available for dance classes and events.

· Deposit all money in a bank approved by the Management Board and keep bank statement records.
· Arrange for the Treasurer and two other Management Board members to have check-signing authority for all bank accounts.
· Keep a record of all income, expenses, assets and liabilities, and provide a report to the Management Board during Board meetings and to the membership during Annual General Meetings.
· Present financial records to an auditor, a Branch Member appointed by the Management Board who is not serving on the Management Board, after the end of each membership year.

· Collect annual Branch membership dues and pay RSCDS membership fees to RSCDS.

· Delegate membership roster responsibilities to Membership committee. 
· Act as Dinner Dance Registrar and collect payments. May delegate to Dinner Dance committee.

· Maintain records of amounts paid to vendors or dance teachers relevant to IRS form 1099-MISC and form 1096. Prepare IRS forms at end of calendar year and submit to vendors/teachers and IRS.
· File IRS form 990-N e-postcard after the end of each membership year; June 30.

· File WA nonprofit Annual Report renewal prior to January 31 each year; $10.
· Submit IRS form W-9 to requesting clients who pay the Branch for services or donations.

· Pay National Folk Organization membership annual renewal for liability insurance ($50) and deliver current proof-of-coverage certificate record to Secretary.
Registered Agent
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· Forward mail to the corporation.

· Accept Service of Process on behalf of the corporation.

· Notify the Office of the WA Secretary of State if resigns or changes the Registered Office Address.

Membership Committee
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· Confer with Management Board to set membership rates.

· Confer with Management Board for possible revisions to membership form.
· Promote membership/provide forms.

· When membership is received:

· If no membership form was submitted, record name on master sheet

· On master sheet or bottom of membership form, record date received, payment info, date dues given to Treasurer, and (if new member) RSCDS member number 

· Add new member information to main roster

· Update public roster and provide to Secretary, Newsletter Chair, and birthday card person

· Register new member in RSCDS database (record membership # on membership form and main roster)

· Alert HQ if magazine needs to be sent to new member

· Prepare membership card and deliver to new member (record on main roster)

· Deliver “New Member” packet to new member

· Transfer dues money to Treasurer (record on master sheet or membership form)

· Provide roster to members (email members with link to online roster).

· Order new membership cards and “New Member” packets from RSCDS as needed

Class Manager
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· Assist teacher as needed with class management tasks.

· Maintain class binder and oversee class sign-ins, incoming payments, and change fund. Deliver class payments to Treasurer.
· Enforce Branch safety policies.

Auditor
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· Detailed Branch Methods of Auditor
http://www.rscds-swws.org/doc/secure/BranchMethodsAuditor.doc 
User name | Password : xxxxxxxx | xxxxxxxx
· Verify that accounts statements, transactions, and balances agree with the Treasurer transactions and balances. (Another non-Treasurer Branch Member generates a Not-Audit Report for each board meeting that verifies online accounts statements, transactions, and balances agree with Treasurer transactions and balances.)
· Verify the transactions are consistent with Branch affairs.

· Receive Branch financial and affairs records from the Treasurer.
· Ask Treasurer questions.
· Send a report to the Management Board.
Teachers' Representative

· Collaborate with fellow Management Board members to manage Branch affairs.

· Serve as liaison between the Management Board and the Teacher Committee (Panel of Instructors).
· Provide a report to the Management Board during Board meetings and to the membership during Annual General Meetings.  

Teacher Committee
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· Detailed Branch Methods of Teacher Committee
http://www.rscds-swws.org/doc/secure/BranchMethodsTeacher.doc 
User name | Password : xxxxxxxx | xxxxxxxx
· Teach Branch classes.

· Provide special classes as needed (e.g., RSCDS book testing).

· Regularly deliver dance class info to webmaster.

· Deliver dance programs for Branch dances in the appropriate format to stake holders: dance teachers, musicians, dance chair (for website, flyer, and dance program poster).
· Collaborate with musicians to arrange music for dance program.
· Brief dances at events. 

· Lead demos/performances.

Website Committee
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· Inform visitors about Scottish Country Dance and the Branch.
· Update Calendar of Events; share with Branch newsletter Calendar.
· Maintain Branch Google calendar.
· Update dance class webpage.

· Publish links to other SCD-related websites.

· Advertise items for sale.

· Display maps to local SCD venues.

· Coordinate events with Facebook page.

· Post website documents: Branch newsletter editions, membership info | form | roster,
public and secure Branch documents, Branch meetings and correspondence documents. 
http://www.rscds-swws.org/doc/secure/BranchMethodsWebsiteDocuments.doc 
User name | Password : xxxxxxxx | xxxxxxxx
Newsletter Committee
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· Detailed Branch Methods of Newsletter Committee
http://www.rscds-swws.org/doc/secure/BranchMethodsNewsletter.doc  
User name | Password : xxxxxxxx | xxxxxxxx
· Publish Branch newsletter issues.

· Request articles and calendar items from contributors.

· Receive articles & photos and generate newsletter issue layout.

· Proofread newsletter issue prior to initial publication.

· Publish newsletter issue.

· Make corrections to an issue after initial publication.

Publicity Committee
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· Promote Branch activities through

· Branch website

· Branch newsletter

· Branch Facebook page

· Newspapers

· Email

· Dance event websites & partners

· Flyers

· YouTube videos of Scottish Dance activities

Dance Committees
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· Dance checklists:
www.rscds-swws.org/doc/Fall-Dance-checklist.xls
www.rscds-swws.org/doc/Betwixt&Between-checklist.xls
www.rscds-swws.org/doc/Deja-Vu-Dance-checklist.xls
· Dinner Dance documents:
www.rscds-swws.org/doc/Dinner-Dance-checklist.xls
http://www.rscds-swws.org/doc/secure/BranchMethodsDinnerDance.doc 
User name | Password : xxxxxxxx | xxxxxxxx
 Demo/Performance Committee
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Roles
· Initial Contact: makes or receives initial contact regarding a performance

· Agent: negotiates primary details with client regarding performance 
(date, time, location, price, terms, W-9 forms, etc.)

· Leader (does not have to be a teacher): designs and leads performance (including practices)
There may be multiple persons per role or multiple roles per person.

Each person secures the next person in line.

Process

· Initial Contact finds clients for paid and unpaid demos/performances.

· Establish contacts with retirement home and other social directors.
· If Initial Contact will not be managing the performance, Initial Contact secures Agent and provides client contact information.

· Agent keeps in contact with client to work out primary details of performance.

· Agent invites dancers/musicians, coordinates dates and hours of availability, finds a Leader for performance, then commits to the demo/performance.

· If Agent commits to a performance before a Leader is secured, Agent is default Leader.

· Agent provides Leader with client, performance, and dancer/musician information.

· Leader may invite more dancers if needed/desired.

· Leader designs and leads practices and performance.

· Leader informs dancers/musicians about performance details. 

· Leader keeps in touch with client about secondary performance details 
(passes, dance floor, sound equipment, refreshments, etc.)

· Agent or Leader delivers W-9 form to client, if needed.

· Leader receives donation from client and delivers to Treasurer.

· Agent or Leader requests testimonial from client for future advertising.

Summer Picnic Committee
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· Reserve picnic site.

· Publicize picnic information to dancers.
· Provide water and set up eating area.

· Lead dancing.
Other Branch Methods
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· Collaborate with Portland SCD Branch.
· Interface with dance and class venues.
· Develop music playing technology.
· Request new DancieMaetion videos as needed.
· Arrange for birthday cards to be sent to members.
