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The Plano Civic Chorus Inc. Bylaws were modified in January 2005 and voted into adoption by a majority vote of the Chorus on January 31, 2005. The history of amendments approved by the board of directors since January 31, 2005 is located at the end of this document. 
Article I:  Fiscal Year

The fiscal year of Plano Civic Chorus Inc. (the PCC or the Chorus) shall be from July 1 to June 30.

Article II: Board of Directors

The Board of Directors shall govern the organization and represent the interests of Chorus members. Attendance of fifty percent of the Board of Directors at a meeting is required for a voting quorum. A simple majority vote is required for approval. No attendance percentage is required for a working meeting; however, votes may not be taken in the absence of a quorum. 

Working as one team with shared responsibilities, the Board shall:

· Establish the direction and vision of the organization, including short- and long-term goals.

· Conduct regular planning sessions to monitor progress and ensure that the organization is acting in accordance with long-term goals.

· Oversee the operations of the organization.

· Secure resources to cover all activities required to “produce” a choral season. This includes ensuring adequate financial resources for day-to-day operations, as well as special projects such as guest artists or tours.

· Set organizational policies.

· Manage the employee hiring and selection process, including: employee searches, contracts, salaries and annual reviews.

· Set and oversee adherence to annual budgets.

· Attend 3rd Party conducted management workshops and explore educational opportunities when applicable.

Board members may be members of the Chorus or members of the community; however, at least half of the Board should be singing members of the Chorus to ensure board familiarity with day-to-day Chorus issues and at least three (or One Third (1/3rd) must be residents of Plano. All board members are voting members, with each member eligible to cast one vote, except in the case of the President, who shall cast a vote only in the event of a tie. Each board member shall serve one full fiscal year in his or her board position, and may serve a maximum of four fiscal years in that position, if re-elected by the Chorus. A board member may serve no more than four consecutive fiscal years on the Board, with the exception of the positions of President and Past President.  
Requirements for Board Member election eligibility:
Chorus member eligibility to serve on the Board shall be as follows:

President and Vice President positions:

Must be a Chorus member in good standing for no less than two years who has served no less than one year on the Board immediately prior to his or her term unless the Board approves otherwise .

All other Board Member positions:

Must be a Chorus member in good standing for no less than one year immediately prior to his or her election.   Exceptions to this requirement can only be made by the nominating committee with board approval from a majority of the voting quorum.

Article III:   Board Member Positions, Responsibilities and Operational Committees
The Board shall comprise two levels.  

I. An Executive Committee, focused on the direction of the Chorus, reviewing critical issues at and between regularly scheduled board meetings, confidential matters and taking actions for approval of the Board at its next scheduled meeting and establishing the annual contributions required for membership. 
This committee shall be made up of the following positions, 

· President, 
 

· Vice President
· Treasurer
· The Secretary

II. The General Committee, focused on the administration of the Chorus, which shall comprise the members of the Executive Committee plus:

· The Outside Directors, who shall be no more than Four (4) in number and the

· The Chair of each of the Management Committees listed below

· The Artistic Director, who serves ex officio

There shall be Four Outside Director positions and two At-Large Board positions each to be filled as the Executive Committee shall recommend to the Board and be approved thereby.  Each At-Large member will work closely with one of the other positions in whatever capacity needed and provide assistance to the board members as needed, or work on special projects at the direction of the President.  

The Voting members of the board shall be the President, the Vice president, the Treasurer, the Secretary, two At-large and all Outside Directors

If either the President, Vice-President or Treasurer recommends that additional board positions be added, and the board approves with a majority of a voting quorum, then additional board positions can be added to the slate of positions to be filled at the next scheduled election (See Article V.7 – Elections below for election procedures)
Board vacancies and additions:

Any vacancy occurring (other than one resulting from completion of a term), and any increase in the number of directors after the general election has been held in each fiscal year, shall be filled by the board as needed to perform the duties prescribed by the Board. A new candidate can be recommended to the Board by any member of the Executive Committee, and subsequently approved by a voting quorum of the Board.  A Director elected to fill a vacancy shall be elected for the unexpired term of his or her predecessor in office. 

Similarly, when preparing for the next scheduled election, additional positions can be added to the slate of positions to be filled upon recommendation of the addition by any member of the Executive Committee and approval of a voting quorum of the Board.  (See Article V.7 – Elections below for election procedures).  

Additionally, the Board will have regular input from the non-voting positions of: 1) the Artistic Director (each fiscal year) and 2) the Ex-Officio Past President (only for the fiscal year immediately following said Past President’s last serving term).

The Board shall be supported by operational Management Committees
Each of these shall be led by a Chair person, providing regular reports to the Board, attending Board Meetings as requested by the President, and managing the activities falling under the relevant titles. These shall be as follows:

· Strategy, led by the President
· Finance, led by the Treasurer

· Development, Led by the Development Director

· Marketing and Communications, 

· Membership
· Stage and Venue Management

· Community Relations

· Governance

· Technology

· Concert Hospitality

· Artistic Oversight, led by the Artistic Director
Board members shall make every effort to attend every regularly scheduled monthly board meeting.  Board members may be subject to removal from office pursuant to the requirements in Article VI, item 14.
Board members may delegate some of their tasks to other individuals; however, they are still responsible and accountable for ensuring that the tasks are completed in a timely manner with acceptable quality. To expedite the workflow, board members are encouraged to take advantage of the talents and expertise of individual Chorus members.

If a board member is not a member of the Chorus, and therefore not a regular attendee at rehearsals, he or she should either designate a Chorus member to facilitate communication with the Chorus or plan to attend a rehearsal if the situation warrants face-to-face communication. This will ensure that the Chorus membership stays aware of activities in that particular area, especially if a member vote is required on a specific issue.

Roles and Responsibilities
The board member job descriptions listed below are overviews of the Executive Board member responsibilities. 
The President

The President is the official representative of the Board of Directors, and represents the interests of members of PCC.  The President, in conjunction with the other board members, is responsible for providing the vision and long-term plan for the Chorus.  
Specifically, the President shall:

· Manage all activities of PCC except musical direction, which is the responsibility of the Artistic Director. This responsibility shall include approval of all Chorus performances as well as the authority to execute contracts on behalf of the Chorus, subject to the procedures listed in Article V, Section 3.

· Preside at board meetings and have general charge of the Board’s business affairs.

· Appoint the chair person of each Management Committee and ad hoc committee (e.g. nominating committee, tour committee) as needed.

· Fill board vacancies, with the recommendation of the nominating committee, as needed.

· Ensure that the Constitution and Bylaws and other regulations which may be adopted by the organization are enforced.

· Lead the preparation of and execution of the Strategic Plan on a three year continuous cycle

· Oversee annual performance reviews of paid personnel and issuance of contracts.

· Set the agenda for all board meetings and coordinate with the Secretary to distribute the agenda and minutes.
· Be responsible for all other Chorus activity not specifically managed by a committee established as mentioned above 

The Past President

The Past President will serve one year on the Board immediately following the completion of their term as President. The Past President will have no direct responsibilities, but will serve as a consultant to the President and the Board, as appropriate. The primary role of the Past President will be to ensure continuity.
The Past President shall serve on the nominating committee and assist in organizing annual elections by coordinating the Chorus input to the selection process.

The Vice President 

The Vice President will support the President by participating in board meetings, and directing the organization’s business development activities. 
Specifically, the Vice President shall:

· Assist the President and assume the responsibilities of the President in his or her absence.

· Become acting President in the event of a vacancy in the office of the President.

· Act as the official PCC representative to the Plano Cultural Affairs Commission and Plano arts leaders.

· Work closely with the business Development Director to coordinate all business development efforts including business planning, grant applications and fundraising.

· Develop a Strategic Plan annually in collaboration with other Board members and the business Development Director.

· Co-ordinate the execution of the Strategic Plan.  

· Report to the Board on effectiveness of all fundraising activities.

· Recruit (from among the membership) and co-ordinate the activities of a Chorus’ historian, as necessary, to develop program notes, maintain scrapbooks and photo albums for display at PCC or Community events. 

· Oversee the activities of the Chorus librarian, as necessary to maintain the music library and distribute music to members.
The Secretary

The Secretary of the PCC is responsible for recording and distributing the results (minutes) of board meetings in an accurate and timely manner. The Secretary is also responsible for ensuring that the year’s activities of PCC are documented and stored in the Chorus’ on-line archive. 

Specifically, the Secretary shall:

Maintain a current list of the names, addresses, and phone numbers of the Board.

Take notes at all Board of Directors meetings, and publish minutes to board members on-line for review within two weeks of the meeting date.  If the Secretary is unable to attend a board meeting, he or she should notify the President and be responsible for ensuring that a substitute is present to take the meeting minutes.

Note the approval of the meeting minutes on-line once that occurs

Maintain the PCC corporate records, including all official documents such as the organization’s constitution and bylaws, a complete set of treasurer’s reports, board meeting minutes, and other materials presented during board meetings.
The Treasurer

The Treasurer is responsible for all financial aspects of the Chorus.   Tax documentation is to be signed by a current officer of the Board of Directors with signatory authority [-the President, Treasurer, or in the absence/ inability of the former, the Vice President].  In situations where the current Treasurer did not prepare the prior year’s financial documentation and a correction to the prior year’s tax return must be filed, the current Treasurer will obtain written validation from the prior year’s Treasurer that the correction has been reviewed and the corrected tax report has been completed accurately. 
The descriptions listed below are overviews of the several committees’ responsibilities.
The Strategy Committee

This Committee shall be chaired by the President and shall be responsible for:

· Formulating and updating the Chorus’ strategic plan, which shall take a rolling three year outlook, to strategically confront the challenges and opportunities of the Chorus in a growing and vital community
· Presenting the strategic plan for Board approval and Chorus membership review.

· Obtaining the approval of the Board and Chorus membership to the strategic plan 
· Initiating the actions required to execute the approved strategy

· Oversight and/or conduct of the agreed activities
· Providing updates to the Executive and General Board members 

The Finance Committee

The Treasurer shall chair this committee, which shall:

· Prepare and maintain updated annual budgets and accounts that reflect the financial plans and status of the Chorus, in consultation with the President, Vice President and the Artistic Director and other board members as necessary. 

· Prepare and submit quarterly or periodic financial reports to the City of Plano and other grant making organizations as required by grant regulations.

· Maintain separate bank accounts for City of Plano and TACA grant funds as required by grant regulations.

· Maintain accounting records in accordance with Internal Revenue Service (IRS) and charitable requirements and regulations.

· Prepare and submit timely financial reports for submission to the IRS and any other governing bodies as directed by the President.

· Provide comprehensive monthly and annual financial reports to the Board of Directors 

· Receive, deposit and disburse the funds of the organization as required, keeping an accurate records of those transactions.

· Prepare and distribute on a timely basis pay checks for staff and contract personnel (Such as a Designer, Writer/Editor, and Staff Administrator) and promptly remit such taxes as are due to the IRS

· Arrange and oversee the annual review and audit of the Chorus’ accounts.

· Prepare the budget and financial information required for grant applications and periodic reports.

· Collect membership contributions on a timely basis, and refer delinquent cases to the President (See Article VI.12) after four weeks delinquency.

· Ensure that signature cards for the Chorus’ Bank accounts include the appropriate authorization names and signatures.

· Use closing actuals for the year as the basis for the next year’s budget.

· Oversee all tax-deductible contributions to the Chorus, distribute tax-deductible receipts to donors, and provide information on names of contributors to the selected Printer/Designer for the time being for inclusion in concert programs

The Development Committee

This Committee shall be chaired by the Development Director and shall be responsible for ensuring the continuity of the organization through such activities as long-term planning, grants, fundraising, and visibility within the cultural and business communities. 

Specifically, the Development Committee and the Director shall:

· Support the Vice President with planning and execution of fundraising activities.

· Develop and implement comprehensive fundraising campaigns with specific strategies for soliciting donations from businesses, foundations, and individuals.

· Develop a plan in co-ordination with the Marketing Committee for securing advertisers for concert programs encouraging all chorus members to approach businesses for ads.
· Maintain history and status of grant donors, sponsors, advertisers, etc.
· Present fundraising proposals to the Board of Directors for approval.

· Research grant opportunities and present to the Board for approval.

· Prepare grant applications with input from other board members.
· When directed by the President, recruit and appoint an ad hoc Chairperson to lead the planning for and organization of the Chorus’ periodic major fundraising events.  The event Chair shall lead a Committee of volunteers whose activities shall be co-ordinated with the Chorus’ Finance and Development activities
· Maintain active participation with the Finance Committee

Marketing and Communications Committee
Responsible for promoting PCC with the media and the public so as to inform the community and patrons of the Chorus’ activities  and promote the creation and enhancement of a base of loyal patrons, sponsors, supporters and grant makers  
Specifically, the Committee shall:

· Develop a targeted marketing/publicity plan for the concert season, including activities that will:
· Promote subscription sales and attract audiences.

· Identify special marketing campaigns for specific concerts.

· Publicize the Chorus’ programs and activities.

· Promote a positive and consistent public image for the organization.

· Establish and maintain relationships with the media and community at large and ensure the effective use of external media.  
· Organize the production of programs, flyers and postcards.
· Coordinate the distribution of complimentary concert tickets 
· Develop and maintain an on-line database which includes:

· A list of all local radio, television, cable, newspapers, and periodicals.

· A list of media submission requirements, including contact names and numbers, deadlines, copy requirements, etc.

· History of media placements and responses.

· Press kits (photos, biographies, concert schedules, recordings, etc.)
Membership Committee
The Membership Committee coordinates all activities designed to attract, develop, and retain Chorus members.  

Specifically, the Membership Committee shall:
· Coordinate recruiting for new members and audition publicity 
· Maintain on-line membership records.  
· Oversee section leaders taking attendance at each rehearsal and, if appropriate, contact absent members.
· Arrange, advertise and attend auditions, providing information packets on the Chorus to candidates (including general Chorus information, rehearsal and concert schedules, a member information form that will capture personal details and identify areas of interest and expertise, name tags, roster, wardrobe, membership , etc.)
· Review any issues that could affect a member’s good standing.
· Recruit a hospitality coordinator and other volunteers (as appropriate) to manage new member receptions, social events (after concert party), and ad hoc rehearsal snacks.  Work closely with this person in coordinating the new member dinner to be held as the Board directs.
· Nominate a wardrobe co-ordinator to be responsible for ordering concert attire, and communicating wardrobe requirements to the membership.
· Conduct periodic membership surveys as directed by the Executive Board

Stage and Venue Management Committee
The Committee coordinates all logistical aspects of the organization’s concert performances, including venues, costumes, props, and technical support.  

Specifically, the Committee shall:

· Maintain on-line a list of venues including appropriate contact details, cost, seating capacity, acoustic quality, and the quality and availability of lighting and sound equipment.

· Coordinate implementation of concert plans with the Artistic Director, including any required scripting, use of risers and additional chairs.
· Manage concert logistics, including the recruiting of ushers and staff; arranging for bouquets for soloists, provision of microphones, risers, extra chairs, lighting, access to venue, set up and tear down coordination.
· In coordination with the Artistic Director, arrange technical crews for the recording and/or videotaping of concerts.
· Instruct the Chorus on concert decorum.  
· Provide ticket sales representatives at concerts and ‘will call’ ticketing support.

Community Engagement Committee

The Committee is chaired by the Vice President and its mandate is to raise the profile of the PCC to one of the most valued choral performing art organizations in North Texas

Specifically, the Committee shall, in co-ordination with the Development Director, 
· Increase collaboration and strategic partnerships with other arts and cultural organizations in the area, including:

· City of Plano Cultural Affairs Commission

· City of Plano Arts Department

· Plano Independent School District Fine Arts Department

· Plano Arts Coalition

· Plano Chamber of Commerce

· Explore volunteering and performance opportunities with City of Plano events and other city government sponsored events in neighboring municipalities, e.g. the Plano Seniors Center

· Encourage PCC’s members and Board of Directors to engage in advocacy activities

· Reach out to firms and individuals who have been previous donors to the Chorus to build a patronage base of local businesses
· Look for opportunities to provide support, recognition, or concert attendance opportunities to esteemed organizations in the community that assist those who are disadvantaged economically, educationally, or physically

Governance Committee

The Committee is to provide guidance on these By Laws and shall:

· Draft all 3rd party contracts and forward these to the President for approval 

· Advise on legality of all contracts with the Chorus
· Monitor the Chorus compliance with the terms and conditions of Grants
· Update these bylaws as directed by the Board
· Monitor efficacy of the strategic plan

Technology Committee
The Committee is to oversee the Chorus technology suite. Specifically, the committee shall:

· Survey and recommend the selection of software suitable to support the Chorus’ operations as directed by the Board
· Arrange for the prompt and effective implementation of the software selected.

· Configure the software selected to best suit its effective use by the entire community of stakeholders, including Directors, Staff, Administrators, Chorus’ members and patrons. 

· Update and maintain the Chorus’ database and website for the various stakeholder communities.

Hospitality Committee
The Committee is to oversee the provision of hospitality to the Chorus audience, Staff, Administrators, Chorus’ members and patrons at concert performances 

Artistic Committee
The Committee is chaired by the Artistic director and is responsible for oversight of the Chorus’ artistic program.  Specifically, the Committee shall:

· Establish the artistic direction and vision for the Chorus so as to appeal to both Chorus members and the public at large.

· Formulate and keep current the Chorus’ artistic plan, which shall take a rolling three year outlook 

· Obtain the approval of the Board and Chorus membership to the artistic plan 

· Initiate the actions required to execute the approved strategy

· Oversee and/or conduct the agreed activities

· Provide updates to the Executive and General Board members 

· Prepare a budget for each season covering the resources required to cover all activities required for the choral season. This includes any guest artists and facilities.

· Manage the selection and contracting of musicians required

· Attend 3rd Party conducted choral management workshops and explore educational opportunities when applicable.

Article IV:     Chorus staff
The Artistic Director, the Accompanist, the Accounting Assistant and Administrative Assistant shall be salaried staff and the terms and conditions of their employment shall be detailed in their respective contracts. 
The Artistic Director is an ex officio board member and therefore does not vote on board business. However, attendance at Board meetings is a requirement and active participation and input to board business is expected.
Artistic Director

The Director is the Artistic Director and Conductor for the PCC and shall be a Master or Doctor in the choral related musical field with previous experience successfully directing in a choral setting. Specifically, the Artistic Director shall:

· Select the music for the choral season which sustains the vision and artistic plan of the Chorus. The selected musical programs should be reviewed with the Board to ensure budget approval and harmony with the organization’s long-term vision.

· Act in accordance with his or her contract and the organization’s operating principles.

· Provide updates for board meetings as necessary.

· Work with the Stage and Venue Committee to research and secure concert venues.

· Coordinate musical selections with the Stage and Venue Committee to address the logistical issues associated with the concert season.

· Rehearse the Chorus and direct all concert performances, including tour performances, when applicable
· Present the choral season to the Board prior to preparation of the budget to ensure that the needed financial resources are available
· Define and distribute the rehearsal schedule needed to prepare the music for a given concert. 
· Audition potential Chorus members and select members for purpose specific groups (e.g. a PCC Chamber group). 

· Oversee the activities of Chorus librarians, as needed, in order to maintain the music library, distribute music to Chorus members, collect it back after performances, and return any borrowed scores back to the lending organization.

· Investigate opportunities for the Chorus, such as tours, appearances, guest performers, etc. 
Accompanist

The Accompanist shall provide piano accompaniment for the Chorus and shall have a degree in piano or equivalent experience
Specifically, the Accompanist shall:

· Accompany the Chorus at concert performances, as needed.

· Accompany auditions.

· Provide input to the Artistic Director at auditions.
· Assist with Chorus sectionals, as needed.

· Accompany the Chorus at regularly scheduled rehearsals. Extra rehearsals may require an additional stipend, in accordance with the terms of the accompanist’s contract.
Accounting Assistant

Shall be appropriately qualified and perform such accounting and administrative duties as may be directed by the Treasurer and the Finance Committee, including Grant management, Payroll administration and/or oversight under terms and conditions to be expressed in writing
Administrative Assistant

Shall perform administrative and office support activities for the President and the Chorus. The Duties involved may include fielding telephone calls, receiving and directing communications, ticket administration and member and customer contacts.  Robust software skills, Internet research abilities and strong communication skills are required. 
Article V:     Amendments to Bylaws

The bylaws may be amended, altered, or repealed by the Board of Directors by a majority of a quorum vote at any regular or special meeting.

Appendix     
Chorus Operations
The organization’s operating principles provide the day-to-day processes for running the Chorus. If a situation arises that is not adequately addressed in the operating principles, it is up to the President to settle the matter by a board vote, a membership vote, an amendment to the constitution and bylaws, or an executive decision.

1. Auditions

Auditions should be held approximately two weeks prior to the beginning of the concert season. Additional auditions may be held at mid-season and other times during the year as desired by the Artistic Director to fill any vacancies that may have opened. The Artistic Director determines the audition content and process.  Special auditions, such as those for solos, ensembles, etc. will be held at the discretion of the Artistic Director.

2. Business Planning

To ensure long-term viability, the organization should develop and maintain a strategic plan. This plan should be reviewed, approved, and maintained by the Board of Directors with input from the Artistic Director and Chorus membership.

The business plan shall include, but is not limited to a mission statement, a vision statement (what the organization wants to be known for), audience definition, organizational purpose, goals and objectives, and strategy. The business plan shall include short- and long-term targets. The long-term plan shall cover a three year period and describe specific actions the organization is going to take to work towards the defined vision. The short-term plan shall include operational issues for the upcoming year, such as proposed projects and concerts, dates, venues, groups that will participate, etc.

3. Contract Review and Approval

A. Chorus Performance Contracts

i. Performances in collaboration with other arts groups:  Requests for Chorus participation in performances with other arts groups, (“Performance Requests”), should be made in writing and directed either to the President and/or the Artistic Director.  The President, with the advice of the Artistic Director, Vice President and Treasurer, shall be responsible for negotiation of the terms of a written Contract for the Performance Request, including any ticket revenue-sharing agreements or fees for Chorus’ participation in such collaboration. The Artistic Director shall determine whether Chorus participation is feasible from an artistic standpoint, and advise whether the performance request can be handled without detriment to the established Choral season.  At the next regularly scheduled board meeting, the President and Artistic Director shall present the terms of the contract, with their recommendations, to the Board for approval.
ii. Upon Board approval of same, the President shall have the sole authority to execute and bind the Chorus to participate as approved.
iii. Other Performance Requests:  Requests for Chorus performance outside the regular season from other individuals or groups, whether oral or written, which may or may not involve payment to the Chorus, shall be communicated to the President and the Artistic Director by the requesting party. Such performance requests shall be approved or disapproved by the President, with the advice and consent of the Artistic Director. While Board approval of the performance request shall not be required, the President shall inform the Board of pending performance requests as soon as possible.
B.    Performance Contracts with Musicians Hired and Paid by the Chorus

i. All contracts with musicians (both instrumentalists and vocal soloists) hired for their services for one or more specific concert dates with the Chorus shall initially be negotiated by the Artistic Director, with the advice and consent of the President.   Once a verbal agreement has been reached with the musician(s), the Artistic Director will notify the President of the proposed final terms.  At the next regularly scheduled board meeting (or earlier by e-mail if necessary due to timing) the President and the Artistic Director shall present the terms of the contract with their recommendations to the Board for approval or disapproval.

ii. All such approved final contracts with musicians hired by the Chorus must be signed by both 1) the Artistic Director, and 2) either the President or Treasurer; or alternatively the Vice President, if neither the President or Treasurer is available.

 

 

C.  Other Contracts Requiring Payment by the Chorus

i. Terms of employment contracts with the Artistic Director and Accompanist, and any other Chorus employees, shall be negotiated by the President with the advice and consent of the Executive Committee.  Upon finalization of the contract terms, the President shall present each of the contracts to the Board for approval on or before the last board meeting of the fiscal year in June, or, if during mid-season, at the next board meeting.  Upon Board approval of the contracts, the President shall have the authority to execute the contracts.  Terms of contracts for venue and rehearsal space shall be negotiated by the Vice President with the advice of the Artistic Director, Concert Production Director and Treasurer.  Upon finalization of the contract terms, the Vice President shall present such contract, with his or her recommendations, to the Board. 

ii. All other contracts that require regular ongoing monthly payments by the Chorus, including but not limited to, monthly telephone charges and/or monthly rental or usage fees, shall be presented by the appropriate committee lead to the Executive Committee for approval before the first of such payments shall be due. The President shall have the authority to execute the contract for monthly services.

iii. Single contracts for services that require payment of less than $500.00 by the Chorus may be approved by the President, with the advice and consent of the Executive Committee and the President shall have the authority to execute the same. 

iv. Single contracts for services which require payment of $500.00 or more shall be presented to the Board by the President at the next regularly scheduled monthly board meeting, and the Board shall approve or disapprove the terms of the contract during that meeting.  Upon Board approval of the contract, the President shall have the authority to execute the contract.
4. Board and Committee Transitions
To ensure a smooth transition for incoming members, each outgoing board is responsible for training the incoming members before the start of the new term. This includes turning over all documents, procedures, contacts, and materials related to that position.

As noted below, elections should be held in March each year, so that incoming members will have additional time to prepare for their roles and have the opportunity to also attend meetings in April, May and June prior to their term of office.  The official turnover of responsibilities will occur at the last board meeting of the fiscal year, to be held in June. Both outgoing and incoming members should attend this meeting.
5. Board Meetings
The Board of Directors shall meet once a month, or as determined by the President. Non-board members are welcome to attend board meetings. Meetings should focus on only those issues that need to be addressed by the entire Board of Directors.  Agendas should include the proposed topics for discussion and reports from various directors. Meeting minutes will list those in attendance, topics discussed, decisions made, and a list of action items.   Action items will include a description of the action, the person who is responsible for the action item, when the item is due, and the status of the action item until closure. Closed action items will be documented in the set of minutes for the meeting in which the action item was closed and then deleted from the next meeting’s minutes.

Emergency Action
Should action be required when it is not possible to assemble the Board of Directors in a properly called Meeting, written or oral approval of the proposed action by a board majority may be obtained in a poll of the entire Board of Directors conducted via electronic mail or by telephone.  Any action so taken shall be recorded in the minutes of the next properly called board meeting.

6. Budgets
The Chorus budget is prepared by the Treasurer with input from the Artistic Director and board members. To ensure that adequate financial resources are in place to pay for the proposed concert season, the Artistic Director must finalize plans for the upcoming concert season for Board concurrence by the February board meeting.
The budget for the upcoming fiscal year shall be completed and approved by the board prior to the end of the current fiscal year. If additional funding is received, or if grant money is less than anticipated, the budget shall be amended accordingly throughout the fiscal year. 

Any expenditure under $100.00 not included in the budget must be approved by the President and the Treasurer. Any expenditure of $100.00 or more not included in the budget must be approved by the Board. 
7. Elections
Election of board members shall be annual and by simple majority vote of the Chorus membership, providing there is a quorum (i.e., two thirds (2/3) present. Elections for the upcoming fiscal year shall be held by no later than the end of March unless otherwise approved by the Board. All board terms are for one fiscal year (from July 1st thru June 30th). Board vacancies that occur during the year will be filled by the President with input from the nominating committee.
Determination of potential volunteers for Nominating Committee and Board positions

To begin the election process, the President will ask Chorus members to indicate if they are interested in either (1) becoming a candidate for a board position or (2) serving on a nominating committee to develop a slate of candidates for all board positions.  

Appointment of Nominating Committee and Election Chairperson
By no later than the end of January, the President will recommend the appointment of a five member nominating committee to the Board and suggest a deadline for finalizing the slate of board member candidates. The nominating committee shall be made up of five members, as follows: the immediate Past President; two other board volunteers, who will preferably not be seeking re​election; and two volunteers from the Chorus who have indicated that they are willing to serve on the committee.  One of the nominating committee members will be designated as the Election Chairperson.  Once the committee has been approved by the board, they will confer with each other as needed via phone, e-mail, or in brief scheduled meetings in person, in order to develop a slate of board candidates by the suggested deadline.

Slate of Candidates and Election Process

The Election Chairperson will ask Chorus members to provide input to the selection process. Any Chorus member can put forward his or her own name to serve on the Board and/or the names of other Chorus members they recommend for a board position. 
Once the nominating committee has secured a slate of candidates for board positions, the Election Chairperson will notify the Chorus of the names of the candidates for consideration and inform them of 1) the candidate presentation date set for the Nomination Committee’s formal presentation of the slate of candidates to the Chorus and 2) the date set for the Annual Election.  This notification can be sent by electronic mail, (or delivered personally, mailed, or sent via facsimile transmission to those members without access to electronic mail); and it must be sent at least three days prior to the targeted rehearsal date for announcing the slate of candidates.

At the set candidate presentation date, the Election Chairperson will formally present the slate and then ask for nominations from the floor.  Any Chorus member may nominate other candidates for the available board positions, provided that the nominees have already confirmed that they would be willing to serve in the board position for which they are being nominated.  

If any candidate’s position is challenged by a nomination from the floor, that position will come off the slate and will become a contested position. One week after the presentation of the slate and the nominations from the floor, the Annual Election will be held. Uncontested positions still on the slate will be voted on collectively first; any contested board positions will be voted on separately by secret ballot.
8. Grants
The organization shall not rely solely on the City of Plano for funding. Every effort should be made to seek out philanthropic organizations that are willing to donate funds to choral and cultural organizations. The Executive Committee will maintain a list of all potential donors and their application requirements.
9. Grievances
Grievances about any aspect of the organization, including personnel, job performance, policies, and procedures, should be presented in writing to the President. Grievances will be addressed at the next board meeting and handled at the discretion of the Board of Directors. Resolution of grievances should be documented as appropriate and included in meeting minutes.
10.  Hiring and Selection
When seeking candidates for Artistic Director or Accompanist positions, a search committee appointed by the Board of Directors should look for candidates that have a strong educational background, a solid track record, and impeccable references. In the case of the Artistic Director, candidates should be brought before the Chorus to conduct a sample rehearsal and test rapport with Chorus members.

11.  Membership Requirements 
Participation in the Chorus is open to any person 18 years and older, residing in any North Texas community, who has successfully passed an audition.  However, members must remain in good standing to continue their participation, with the approval of the Artistic Director. “Good standing” shall mean that members shall have paid fees by the stated deadline, met attendance requirements, and returned all past music by the stated deadlines.

13. Membership Contributions
Annual membership contributions shall be determined by the Board of Directors and collected by the Treasurer at the beginning of the concert season, and any time new members join the Chorus.  The membership contributions shall be prorated to half for any Chorus member joining after December 31. The Treasurer will determine a deadline for payment of contributions. Failure to pay stipulated contributions by the deadline will result in loss of “good standing” status.

Full or partial scholarships shall be made available to Chorus members not able to afford the annual contribution.  The scholarship amount is determined by the Board of Directors. Application for scholarships, or for special payment plans, must be made through the Treasurer, and approved by the Standards Committee. It is expected that member’s contributions not be subject to refund, although membership contributions may be refunded in cases of hardship at the discretion of the Board of Directors.
14. Removal/Dismissal
Should any member of the Chorus (i.e., board member, Chorus member) not fulfill their stated obligations, or if a grievance (see above) is filed regarding a member’s performance, the Board of Directors may remove such member from his or her office or from the organization, pursuant to the procedures listed below.

Procedures for removal of a Chorus member are:

a. The Executive Committee shall meet to decide whether a member must be removed. If removal is recommended, the Membership Director shall provide the Chorus member written or e-mailed notice (“Notice”) regarding the reasons for the pending removal.

b. Following Notice by the Membership Chair, the Chorus member shall have reasonable time and opportunity to fulfill the obligations listed above. Such reasonable time and opportunity shall be jointly determined by the Membership Chair, Treasurer and the Vice President, but in any case shall be at least 14 days after Notice is provided.

c. If, after Notice and reasonable time and opportunity to fulfill the obligations listed above, the Chorus member fails to do so, the Membership Chair shall so advise the Board at the next regularly scheduled board meeting regarding the identity of the Chorus member potentially subject to removal and the reasons for such removal.  

d. At least 45 days following the Notice and during the next regularly scheduled Board of Directors meeting, the Board shall vote on the removal of the Chorus member if the member’s obligations still have not been met.

Board members may be subject to removal from office upon missing three consecutive regularly scheduled board meetings or by failing to meet the obligations of the office, such determination of failure to be at the sole discretion of the President.  Procedures for removal of a board member are:

a. The President shall provide the Board member written or e-mailed notice (“Notice”) regarding the specific reasons for the pending removal.  The President shall notify the Board regarding the Notice to the board member during the next regularly scheduled board meeting.

b. Following Notice to the board member by the President, the board member shall have 30 days to address the reasons for pending removal and meet the obligations of his or her office.

c. At least 45 days following the Notice to the board member and during the next regularly scheduled Board of Directors meeting, the Board shall vote on the removal of the board member if the member’s obligations still have not been met.

The Artistic Director and Accompanist and other PCC contracted staff may be subject to termination pursuant to the terms of the contracts executed by them.

15.  Project Teams/Committees
Ad hoc committees or “project teams” may be formed and disbanded as needed throughout the concert season (e.g., for fundraising, tours, special projects, etc.). It is the responsibility of the board members to assemble the appropriate teams for their functional areas. Teams may be selected from Chorus membership, and/or members of the community. The President shall authorize committees or grant permission to others to form them.
16.  Rehearsals
The Artistic Director should select music appropriate for the rehearsal time allotted to learn it. Every effort should be made to keep extra rehearsals to a minimum. If extra rehearsals or sectionals are needed, the Artistic Director should give as much advance notice as possible. Chorus members should attend extra rehearsals as their schedules allow; however, attendance is not mandatory since extra rehearsals fall outside the regular schedule.

17.  Small Ensembles
Small ensembles, soloists, etc. may organize and perform at concerts and other events during the year. Participants of small ensembles must be members in good standing. Ensembles may designate a representative to attend board meetings to ensure any issues are addressed.

----------------------------------------------------------------------------------------------------------------------------
AMENDMENT HISTORY
At its board meeting on February 2, 2006, the directors of the chorus voted to amend Article VI, Section 7, so that the Past President, not the Membership Director, leads the nominating committee effort in collecting chorus input and convening the committee.  The job descriptions were amended accordingly.

At its board meeting on July 2, 2009, the directors of the chorus voted to amend Article III – Board Member Responsibilities.  The job descriptions were amended accordingly.
At its board meeting on November 3, 2011, the directors of the chorus voted to amend the bylaws by inserting provisions under Article IV – Artistic Director responsibilities and Article V – Operating Principles regarding approved performance contracts with musicians hired and paid by the chorus.

At its board meeting on December 1, 2011, the directors of the chorus voted to amend Article II – Board of Directors to state that each board member shall serve up to a maximum of four fiscal years in a position, if re-elected annually by the Chorus.

At its board meeting on January 12, 2012, the directors of the chorus voted to amend the bylaws by inserting and amending language in the following areas:  Board Member Positions and Responsibilities;  Auditions; Other Contracts Requiring Payment by the Chorus; Board and Committee Transitions; Board Meetings -Emergency Action, Budgets, Elections, and Amendments to Bylaws.
At its board meeting on February 9, 2012, the directors of the chorus voted to amend the bylaws by inserting language in the following area: Treasurer Responsibilities.

At its board meeting on July 13, 2013, the directors of the chorus voted to amend the bylaws by inserting more uniform provisions for election eligibility under Article II – Board of Directors.
At its board meeting on Jun 8, 2017, the directors of the chorus voted to amend the bylaws to those appearing in this Version dated July 2017
