Arlington Community Band

Arlington, Texas

Bylaws

I. Name of the organization 

The name of this arts organization shall be the Arlington Community Band (the Band), a not-for-profit Section 501(c)3 organization.

II. Purpose of the Organization 

The purpose of the Arlington Community Band is:


To provide an opportunity for adults to play in a concert band,


To perform standard concert band literature,

To provide free or low cost band performances to the Greater Arlington Area (defined as Arlington, Pantego and Dalworthington Gardens),

To represent the Greater Arlington Area in performances.

III. Board of Directors
A. The Board of Directors shall be composed of ten (10) voting board members: the President, Vice-President - Personnel, Secretary, Treasurer, Concert Manager, Property Manager, Publicity Coordinator, Grant Coordinator, Conductor/Music Director, and Librarian.  A majority of the Board of Directors shall constitute a quorum.  The Past-President shall serve on the Board of Directors in an ex-officio capacity.

B. The Board of Directors shall:

1. Secure and maintain a 501(c)3 designation for the Band;

2. Manage the general affairs of the Band;

3. Manage the financial affairs and propose an annual budget;

4. Authorize the officers of the Band to enter into contractual obligations;

5. Appoint/dismiss the conductor, assistant conductor, and librarian with periodic review;

6. Schedule rehearsal and concert dates and locations;

7. Replace a member of the Board of Directors when a vacancy occurs;

8. Meet at least 4 times a year;

9. Conduct an Annual Meeting of the Band in July.  This Annual Band Meeting shall be open to all Members of the Arlington Community Band;

10. Determine annual membership dues.

C. Election of Board of Directors

1. A Nominating Committee shall be elected by the Board of Directors before June and shall consist of one Board member and two members of the Band.  The Committee shall present a slate of officers, other than the Librarian and Conductor/Music Director, at the Annual Meeting of the Band.  Nominations may be made from the floor at that meeting.

2. The Librarian and Conductor/Music Director shall be appointed by the Board.  The Board shall periodically solicit feedback from the Band on these positions.

3. Officers shall assume their positions beginning with the fiscal year.

4. Band members who have been active in the Band during any season within the current fiscal year shall be notified of the Annual Meeting, and shall be eligible to vote and make nominations, even if they are not active during the summer season.

D.
Terms of Office for the Board of Directors

1. Terms of office shall be two (2) years.  Two consecutive terms shall be allowed in one office with the exception of the Librarian and Conductor/Music Director.  

2. Elections will be held every year, with half of the Board Members elected each year.  The President, Grant Coordinator, Publicity Coordinator, and Concert Manager will be elected in even-numbered calendar years.  The Vice President - Personnel, Treasurer, Secretary, and Property Manager will be elected in odd-numbered calendar years. 

3.  A position on the Board will be declared vacant if a member has three (3) unexcused absences at Board meetings.

4. The Librarian and Conductor/Music Director shall not be restricted in length of terms, but will be reviewed and appointed annually by the Board. 

E. Fiscal Year

The Fiscal Year for the Band shall be August 1 to July 31.

IV. Duties of the Board Members

A. President shall:

1. Preside at Board meetings;
2. Appoint committees as needed;

3. Arrange for an informal annual financial review;
4. Direct and supervise the general course of business of the Band as its executive officer, subject to control of the Board of Directors;
5. Sign or execute on behalf of the Band all deed, titles, agreements, contracts, notes, bills of exchange and all other written documents which may require the signature of the Band;
6. Serve as ex-officio member on all committees, except the Nominating Committee;
7. Have the authority to sign checks;
8. Coordinate with the Secretary on preparation of Board Meeting agendas and notifying Board members of such agendas prior to meetings;
9. Schedule annual new Board training and orientation session for review of bylaws and job requirements and for promulgating lessons learned from previous job holder;
10. Perform other requests made by the Board of Directors.
B.  Vice President – Personnel shall:
1. Serve in absence of President;
2. Maintain a list of current, past, and prospective members;
3. Keep attendance at rehearsals and concerts;
4. Assist in recruiting by contacting or providing for contacting past and prospective members;
5. Notify current, past, and prospective members of the start of each season and provide schedules of rehearsals, concerts, and the Annual Meeting;
6. Notify current members of any changes in the rehearsal or concert schedule;
7. Set up a phone tree to notify members of any last minute changes of schedule as directed by the Conductor/Music Director or Concert Manager;
8. Prepare or maintain a form letter of invitation for prospective members with general band information;
9. Respond to prospective member inquiries with letter of invitation and current schedule.

C.  Secretary shall:
1. Record and distribute minutes of Board meetings to Board members;
2. Maintain a historical record of Board minutes in a Minutes book;
3. Prepare and maintain a Board roster;
4. In consultation with the President, prepare and distribute meeting agenda to Board members prior to meetings;
5. Maintain official copies of operational documents such as bylaws, grant awards, etc.;
6. Handle correspondence other than that included in other Board Members’ duties.
D.  Treasurer shall:

1. Maintain checking account and draft checks as needed within budget constraints;
2. Prepare and provide printed budget and cash flow reports on a regular basis for Board meetings;
3. Prepare for annual financial review;
4. Maintain 501(c)3 and non-profit status with state;
5. Prepare and file required tax forms and maintain insurance;
6. Chair a budget committee to prepare an annual proposed budget for consideration by the Board of Directors;
7. Have the authority to sign checks.
B. Concert Manager shall:

1. Confirm concert and rehearsal arrangements with venues; (Note: The Concert Manager does not have sole scheduling responsibility.  The Board as a whole will suggest and discuss concert possibilities, make initial contacts as assigned, and discuss preliminary arrangements and potential dates with venues.)

2. Verify concert details such as dates, times, locations, special requests, ancillary activities (craft shows, speakers, tree lighting, etc), and amenities which will be provided such as stands, chairs, PA equipment;
3. Serve as Band contact person to venue for changes;
4. Prepare and distribute to the Board a Concert Calendar with confirmed venues, dates, and times;
5. Coordinate with Property/Equipment Manager to insure that required equipment is available at the performance venue;
6. Coordinate with Publicity and Personnel Coordinators as to changes in previously announced schedules or details;
7. Maintain a historical record of performances and music performed,
C. Property Manager shall:

1. Purchase equipment in consultation with Conductor/Music Director and Board and within budget constraints;
2. Insure that Band equipment is marked for identification;
3. Maintain and report annually on equipment inventory;
4. Coordinate with Concert Manager to insure that needed equipment is made available at performance and rehearsal venues;
5. Supervise set up at performance and rehearsal venues;
6. Maintain an inventory of Band uniforms for resale to Band members.
D.  Publicity Coordinator shall:

1. Seek ways to create a high profile public image for the Band;
2. Prepare and issue news releases, flyers, and ads;
3. Maintain Band web site with assistance of web master, as required;
4. Maintain portable sign to be posted at venues announcing concerts;
5. Prepare calendars for media;
6. Update City of Arlington, Arlington Online, or other appropriate electronic calendars;
7. Prepare invitations to Band performances for grant administrators and other dignitaries, coordinating with Grant Coordinator.
E. Grant Coordinator shall:

1. Prepare annual Arts and Cultural Grant application with assistance of Board and Band members;
2. Pursue other grant applications and sources of funding

3. Coordinate with Publicity Coordinator to provide schedules and invitations to Arts Advisory Board and Arlington City Council;
4. Insure compliance with grant requirements – invitations, reports, etc.;
5. Acknowledge all donors to the Band,
F. Conductor and Music Director shall:

1. Serve at the direction of the Board of Directors;
2. Conduct rehearsals and concerts;
3. Select the music literature to be performed and/or rehearsed;
4. Assist with the recruiting of Band members;
5. If desired, appoint an Assistant Conductor with the approval of the Board of Directors;
6. Determine the seating arrangement of the Band and select section leaders;
7. Work with committees to determine concert scheduling and purchases of music and equipment;
8. Be the final authority in all musical matters.
G. Librarian shall:

1. Assemble, sort, distribute, retrieve, and supervise the storing of music literature as selected by the Conductor/Music Director;
2. Maintain an accurate inventory of all music literature in the Band's direct possession or available on loan to the Band;
3. If desired, select an assistant.
V. Committees
Committees will be appointed, as necessary, to assist the board in conducting band business.  Committees shall include, but are not limited to:

A. Grant Committee:  Standing committee chaired by the Grant Coordinator.  The committee shall assist the Grant Coordinator in preparing grant applications and seeking alternative means of Band funding. 

B. Equipment Committee:  Chaired by the Conductor/Music Director, shall prepare proposals for equipment purchases.

C. Financial Review Committee:  Appointed by the President, shall consist of three members.  No more than two shall be Board members with the others selected from the Band membership.  Neither the President nor the Treasurer may serve on the Financial Review Committee.  The committee shall perform an informal year-end financial review of the Band financial records.

D. Budget Committee:  Chaired by the Treasurer, shall consist of no more than three Board members.  The committee shall prepare a budget for consideration by the Board of Directors.

E. Nominating Committee:  Shall consist of one Board member and two non-Board Band members.  Shall be appointed by the Board at least one month before Annual Band Meeting.  The committee shall solicit Band members for Board positions and shall prepare a slate of Board member candidates to be presented at the Annual Band Meeting. (Nominations by also be made from the floor at that meeting.)
VI. Arlington Community Band Membership

A. Membership in the Band shall be voluntary and without audition.  Members should be high school graduates.

B. Attendance at all rehearsals and concerts is encouraged.

C. Members shall take full responsibility for the care of the music assigned to them, and shall arrange that it be available at a rehearsal or concert when the member cannot attend.  The music shall be turned in to the librarian at the end of the season.

D. Members shall pay annual membership donations, as recommended by the Board.  These donations may be split into seasons based on the seasonal schedules developed. 

E. Members will be asked to purchase a uniform.

VII. Concerts

A. Concerts may be scheduled indoors or outdoors.

B. Concerts scheduled out of the Greater Arlington area should have the approval of the majority of the Arlington Community Band Members.

C. Tornado and severe thunderstorm warnings covering the concert site will cause an automatic cancellation of outdoor concerts.  If inclement weather, other than such warnings, threatens the cancellation of an outdoor concert, the Band should go to the concert site to await a decision on cancellation. If a decision to cancel a concert is made before the Band’s Call time, the telephone “calling tree” will be activated and e-mail will be activated.

VIII. Annual Meeting

The Annual Meeting shall be held during the month of July.  The purpose of the Annual Meeting shall be to elect officers, provide the Band with an annual treasurer’s report, approve a budget, hear reports of officers and committee chairmen, and to approve plans for the new fiscal year.  

IX. Contracts

Only the President and other individuals designated by the Board of Directors may officially enter into contracts on behalf of the Band.  Non-budget contracts may be initiated and executed on behalf of the Band only with the prior approval of the Board of Directors.

X. Amendments to the Bylaws

Amendments may be made to the Bylaws after official notice has been provided to the Board members in writing 30 days prior to a meeting.  Bylaw changes may be made by a two-thirds vote of the Board of Directors.  Bylaw changes approved by the Board shall be submitted to the Band at the Annual Meeting.

XI. Robert’s Rules of Order Newly Revised shall govern the actions of the Board which are not covered in these bylaws.

Bylaws Proposed by the Bylaw Committee on June 10, 2003.
Approved by the Arlington Community Band Board of Directors on June 10, 2003.
Signature:______________________________________________



Sandy White, President – Arlington Community Band 

Board of Directors



Page 1


June 11, 2002

