2015 Leadership Acade

Secretary Training

Far Western District

January 24, 2015
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* 2013 Chapter Secretary Manual

* 2012 Chapter Secretary EXHIBITS Manual
* Individual instructor handouts

Chapter Secretary Chapter Secretary
—" % EXHIBITS Manual

2013 Edition .
2012 Edition
LEADERSHIP

ACADEMY

“Together In Harmony”
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Course Descript: on _5‘
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The Secretary Track prepares new or veteran/chag
secretaries to handle the numerous operational fu cti ns ol
the chapter. The class covers all areas of chapter operation in
overarching areas of: the role of the chapter secretary,
membership record keeping and function, legal -
responsibilities and requirements, and communication
services to chapter members and between the chapter, district
and Society. He will also be trained to utilize the Society web
page www.barbershop.org links to the Document Center and
EBIZ areas to complete chapter operational
functions on-line. Leadership training is imbedded in the
chapter secretary curriculum and will encourage and provide
tools and positive leadership skill sets to be used when
working with the membership and fellow chapter officers.

\J
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Each chapter secretary will be able to:

>
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Demonstrate how to navigate the
www.barbershop.org web site and
locate documents and forms.

Demonstrate the process of completing
and submitting the

Describe the factors determining the
correct membership classification.

Describe the and
licensing process.

Describe the need and claim process
for liability/bonding :
Outline the legal documents that
should be stored by each chapter.
Describe the reasons why the

and Incorporation are needed.

Describe the various roles of the CS in
efficient chapter operation.

Outline the CS priorities and proper
relationships with the CP and CT.

2015 LA/COTS Training
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Outline the process for transferring to a
new chapter.

Identify the qualities of a leader.

|dentify the ways a CS can be an effective
chapter leader.

Describe the plans available to
the members.

Outline how a chapter roster can be
generated by using the Society web site.
Discuss and demonstrate the
fundamentals of Parliamentary Procedure.



Distinctions of Powerful Le:

# Listening — really
listening

# Creating an
exciting vision

# Enrolling others in
your vision

# Being unstoppable
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Leadership Manag
* Inspires a shared vision -+ Plans
* Provides a purpose - Organizes
 Promotes values * Produces orders -
« Creates change * Implements systems

* Creates an environment -+ Conforms to goals
where people can
motivate themselves

- Challenges the process °* Controls
* Models the way * Allocates resources
- Encourages the heart Focuses efforts
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MODULE #1
Secretary Role & Membe

Session 1 (o0

Class Introductions/Chapter
Secretary Job Description
Introductions

Role of Chapter Secretary L
Roberts Rules of Order, Quorum,
Motions, & Meeting Responsibilities

Session 2 (40 minutes)

Membership Reporting — Part 1
The Membership Application
Membership Classifications
New Member Membership Process
Dues Structure

2/1/15 2015 LA/COTS Training 8



Session #1
Introductions

Welcome to Chapter Se«
Leadership Training!

To be shared with others... @

* Your name and where you’re from?
 Number of years in barbershopping?
 Number of years as a chapter secretary?
 Two highlights of my barbershop life?
 What do | hope to get from this training?
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NS
Role of the Chapter Secret
Serves as the business manager/Operating Officer for/the
Maintains and updates all chapter membership record
Provides “behind the scenes” operational support so other
members can enjoy their hobby to the fullest
Handles the announcing, writing and distribution of minutes for all
chapter meetings -
Registers others in the chapter for schools, contests, and other
district- and Society-sponsored activities
Communicates with all levels of the Society
Makes sure the chapter stays legal and maintains the legal files
Handles licensing paperwork and clearances for shows
Strives to keep other chapter officers on task
Assists the chapter treasurer and helps to keep the chapter
financially in the black
Orders chapter supplies and merchandise
Provides leadership and is an active participant in chapter meetings and
activities
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Secretary’s Yearly Sc

(see page 7 Chapter Secretary Manual for additional detza

. Processes all Membership
Applications and distribute
membership cards and items to
new members

*  Processes dual membership and
transfer requests

»  Verifies Society invoices with
treasurer

*  Announces chapter board meeting

*  Writes, publishes, and distributes
meeting minutes

*  Notifies members of monthly
renewal

. Notifies Chapter Development
officer of members failing to
renew their membership.

. Distributes renewed membership
cards

2/1/15 2015

Jan — Bonded er
Jan — Remind C appoin

nominating and ina C|al eview
committees

Mar — Contest Entry for spring
contest

Apr — Verify Continued Existence
Certificate (incorporation) and fee to
State or Province

Apr — Share info on International

May — Verify Audit and IRS 990
forms filed (in U.S.) by chapter
treasurer

Aug — Contest Entry submitted

Oct — Hold chapter elections

Oct — Complete Chapter Leadership
Report to Society

Oct — Complete chapter officer
registration to COTS

File show clearance (BMI/ASCAP in
U.S; SOCAN in Canada) forms
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A leader is...

.. a visionary

.. sets an example
.. builds supportive relationships 4
.. understands what motivates every

2/1/15

member of the team

.. empowers others to reach their

full potential

.. understands the power of

communication

2015  LA/COTS Training 12



Build the team through le /‘eﬁ%\ hip-

Leadership — Who is the leader andy
qualities make the person a leader?

Decision making — How were decisions
made? ®

P|0ﬂﬂiﬂg — Were you prepared adequately?

Effective following — were members good
followers?

Evaluative progress — Did the group
evaluate progress as a group?
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Robert’s Rules of Orc

L 4
Robert’s Rules of Order (revised) is an excellent re[ o 4{ Q0
your chapter in running their business meetings

-- however --

Your meetings do not need to follow strict Parliamentary Procedures
(found in Robert's Rules of Order) to be run effectively. o

« Use consensus, rather than motions, whenever possible
 Use motions, in writing, when dealing with all money matters

* It’s unnecessary to list makers of a motion and second or voting

results, unless a roll call vote is called for or a dissenting vote
wants to have his vote recorded in the minutes

* Insist on written reports from chapter vice-presidents or
committee chairmen; delivered well in advance of the meeting

- Always publish your agenda ahead of the meeting

2/1/15 2015 14
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Procedures?

Parliamentary Procedures allow for...

.. everyone to be heard at a meeting;

.. a decision-making process without confusion;
.. a fair hearing of an issue/motion;

.. flexibility to address most meeting situations;
.. protection of the rights of everyone; and,

.. democratic process at meetings.
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Quorum & Motions .

Quorum

A quorum is the minimum
number of officers or members
required at a meeting in order to

conduct business

At Chapter Board Meeting

50% (or more) of voting officers
present

At Annual Membership
Meeting
30% (or more) of all general
membership present

2/1/15 2015

/

Types o.( '/{I /
Main motio
il

Subsidiary motions

- Amendments to the motion

- Motions to table

Privileged motions %
- Personal privilege

- Point of order

Incidental motions

Motions to reconsider

- Requires 2/3 majority and
special requirements to
reconsider

LA/COTS Training 16
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Your role at Chapter Board Meet

o

YOU are the recording
secretary and you take
minutes.

YOU are the voice of reason
and procedures.

YOU represent the members
and have a voice in
deliberations.

YOU are the man “in the
know”.

YOU accurately share
information with the
members.

YOU share information from
the district and Society.

YOU work closely with the

chapter president and
treasurer.
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Meeting Responsibi

the meeting

Announce to the membership
that the meeting will take
place, its time and location.

Design and publish the
agenda with the chapter
president,

Seek input from the chapter
membership.

Copy and make available all
documents and reports
needed for the meeting.

Prepare a membership status
report.

:

Record accurate minutes.
Provide input during meeting

discussions.
»

the meeting

Promptly prepare and publish
minutes.

Share the minutes and
information with the bulletin
editor.

Answer questions coming from
the chapter membership.
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SAMPLE Agenda

Anytown (C-001) Chapter Board of Directors Meeting
January 15, 2010

Call to Order/"The Old Songs”
Review and set the Agenda
Secretary’s Report

Action: Mofion needed fo faccepd
Treasurer's Report

Aclion: Monon neaded & raceive’

Functional Vice-President Written Reports — Consent Agenda

Chapter Development (Membership)
Music and Performance
Marketing and Public Relations
Program
Standing Committee Written Regorts — Consent Agenda
- Spring Show
- Audit Committee
Special Committee Written Reports — Consent Agenda
- Singing Valentnes
- Insta'laton Dinner
Action: Mofion to receive Consant Agenda Reponts
Communications Report
Old or Unfinished Business
- Singing Valentines Music
Action: Monion to spand 845.00 % purchase Shnging Valentine music by Muskc Libraran
New Business
Sonding
Action: Mofion for band\ng a Nst of members handing meney in 2008
Anncuncement/Geed of the Order
Bob Smith is in the hospital
Harmry Jones wife passed awa',' over the holidays
Date, time and location of next meeting
Adioumment/’Keep The Whole World Singing”

Anytown (C-001) Chapter Board Meeting Minutes

The Jesumry 12, 2010 Bowid of Srecions Neslng of 18 Arytows Chagter (C-001) was celed B ooder 2y S0 ot et /04 p e
Wil U g of "The OK Sovgs*

The mgene woes v pwnd by 100 Dowchons wnd st 120 T meelng

The Tod oworg Bowrd merrbars were 10 afpeducce S0 Joces [Pesidend, Hary Goay (Secietary), Swve Wil (Tressue’) Sem
Serth (Chaptet Davelogerest Johs Soo (NS Loy Petees (MPRL Do Jobomen [Bosd Manba o Lasge ) "he folowing Soed
o ers were of seesecl Jur Posad (Frogoer) and Ml Thyree (Bowrd Merber o Leige) Gossls soesas! wale <an
Tuehyfrmdchicunn ans Sen Dover

Secretury s Report
Harry Gowy ropocted Tuel & gaorumn of Soechon wis poesert
o Nobion « NRDAZoromed The Morauies of 18e Decerber 15 2000 Bowtd meedeg s sooepied (0ogy «iected)
Gy ropctiod et we curvantly fave 44 merrbars. Lan Sawgach e Tefod 12 tenew i rrenienship ol 1 ard of 1he 42
Cus Al ohet merbers whoee does weos Cue 00 Decanider 21 fuee feoewed Buc Wha! lus 2ot sheced oo e
sunseron o0 hal e nos eyl of Sues
Cony ronieddod Do Cloepder ProsdZend el wn Aud ! eod Nomradeg Conmiee “eeds 0 be sppciied

Treasurer's Reporl
Sroe Wiide sepofed Tual sioce Mie hes! regod Tie Chaptee hed noome of 545 00, Ecpenciures of 5777 38 wod & bwance of
$4 S0385 10 e Cheching and mevings sctouth
o Nothon - NSSecetved Toe Jancery 15 2090 Tosssusers Negcrl (s secetved [copry slacing)

Censont Agends toms
Wilhen feports [Copes -hxln:f‘mv . INJY 20 Chaster Devecpmedd, Nusc ard Pefocmurce. Makedsg

Heb Bobbrmiong teperied el Trnie wil e o poogren 10 estaliah Sob-up Goartels and pracice 1% songs W Seging
Vesniie
o Nobhon - NERAZoroved Meceve 1N tepcits of 18 Comannt Agesd ol mpots afechel W Heee ninsm)

Commnusicutiom.
B Jonns mad & el Doee 100 Shady Purk Nursieg Home Tuerdieg e chagter A siegieg cver Be heldeys

OK and Usfinsted Business
ot Doe (VAAF) sOagit auhreadon 1or porciunss of aheet rounsc Aom 15e Maencny Madegrece e Snging Vet
o Mobhen - NRAsoroved Autizie Nuss Chsies  porchess ahoe! rumc R Swosl oo Lossy” rol 1 aeceel $45 00

New Busness
The Bowid of Sreces dacussel cMoen ard cliermres Tul need 12 be bonded duing 2010
o Nobien - NRSAgproved Aulharieng the bord g of Sheve Vtie [ Tooaser) Sem Souce (500w Tt Charmaes), Bob
Forsgpbes (Show Tresmuier) bt 2010

AncurcarresiUoos ol e Crde
S0 Serkh & 0 1he heapts ard wil De hiare 20 slocl hree woeeks Maty Jotes’ wie Duseed seay
o Nobhon = WEGRgproved Acihorios Toe sorchuess of Bowess wod Conds for Bol S wod Mty Joses ol 12 aeceel
$25.00 For ewc
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BARBERSHOP
HARMONY
SOCIETY

Board Meeting Minutes Template

Chapter, __#
The Barbershop Harmony Society
An International Organization
Minutes for meeting of the O Board of Directors or O Executive Board.

The meeting was called to order by at

On the day of

The following directors were present:
The following directors were absent:

Guests:
A. Secretary Report
There O was 0 was not a quorum of voting directors present

The minutes of the meeting of the directors held on
approve the minutes

- The current number of members in the chapter is
Quarter

.20 were read (copy attached). There was a motion to

- Other
- Other
2. Standing Committees (added items not in written report)
Nominating:
Audit
Show:
Community Service:
- Interchapter:

- Other

3. Special Committees added items in written report)
- Other.

- Other
Communication received since the last meeting was read and action taken as follows (copies attached)

Old or Unfinished Business

The following members have not renewed at the end of this

- The following members have been suspended for non-payment dues
B. Treasurer's Report

The treasurer made his monthly report showing $
With a balance of cash in the bank of $

C. Consent Agenda (Written reports attached)

1. Chapter Functional Vice Presidents (added items not in written report)
- Chapter Development (Membership)

- Music and Performance

- Marketing and Public Relations

- Program

income the past month and expenses of $
(copy attached) . There was a motion to receive the Treasurer’s Report -

New Business

Announcement/Good of the Order

The next meeting of the Directors will be held on

p.m. at the following
location

The meeting adjourned at pm

Chapter President Chapter Secretary

Attachments:

2015
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Session #2
Membership & Transfe

The new form:
* Replace all previously used forms;
* |s a one sheet/one sided form; e

- Handles all applications for regular,
seniors, student, dual and transfer
memberships; and,

* Will help to lead the way for online
application processing in the future with
application fees paid using a credit card.

2/1/15 2009-2010 LA/COTS Training 21
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Membership App

110 7th Ave N, Nashville TN, 37203

membership@barbershop.org
FAX: 615.313.7620
800.876.SING

SECTION | - Personal Information

lication

new-reinstatesdualstransfer

“The world's largest all-male singing organization!”

(please print clearly)

_“ e
s"eaAddress -
Birthday (MM/DD/YYYY) Phone Number Cell Phone

Sponsor Info - Name/Member #

O No thanks, save the money for

other Soci s

O Yes, | want one.

[ No thanks, sa money
for other Society initiatives.

New Member Kit

O Please send me a hard copy.
(Add additional $5.00 to enrollment)

O Save a tree, email it!

Spouse/Significant Other

[J opt out of LiveWire

Previous Member Number

ECTION Il
Membership Options and Fees

** New for 2013, all new members will be auto-
matically set up on the EZDues Monthly Payment
option. More information on this payment plan is
located on page 4. If you wish to pay once a year
please select the “Opt Out EZDues” option at the
bottom of the Method of Payments section. By
signing this form, you understand the terms and
conditions of this membership option. **

000000
O Dual Membership

O Transfer Membership
Transferring to chapter:

Leaving chapter:
***transfers do not require payment

SECTION Il - Authorization

**Please ensure both applicant and chapter officer sign this agreement. If it is not

signed, a Society representative will contact the Chapter Secretary to ensure validity.

Applicant: | hereby agree, upon being accepted, to abide
by the Code of Ethics, bylaws and policies of the
Barbershop Harmony Society.

Signature of applicant Date i

2/1/15

O Opt Out EZDues

Officer: Chapter approval for this application is hereby

Important CHAPTER information
What chapter are you joining?
Name:
Code:
METHODS OF PAYMENT

**Automatic EZDues Enrollment**

Enroll/Reinst/Dual Fee: [J$10 J$15
Society Dues:
District Dues:
Chapter Dues:

Canadian Exchange: (seepg. 3)

TOTAL (USD) |
VISA, Mastercard, Discover

credit card number
—

exp. date

granted. (Headquarters office will approve
Frank Thorne members by CEO signature.)

Officer Member Number

2015

LA/COTS Training

Complete Sections'|; 1, & |

Transfer Member...
Complete Sections |, lll & IV

No fees required -

TIPS:

Neatness Counts... Print or Type

Be accurate with information

Be complete

Explore payment options with applicant

Sign the Application (Applicant AND
Chapter Secretary)

Always make a copy for Chapter records
File in an organized way
Send to Society immediately with fees

Follow-up if no response (a phone call)
from the Society Membership Department
within two weeks.

22



2015 Membership Classifi

All members join the Society under one of the folla
classifications. Further details about each classificati
found in the Chapter Secretary Manual. 2.3 & 2.4

~ ¥
7

MEMBERS OF THE SOCIETY

Regular Member (RG) - a member who is neither a student nor senior member

Youth Member [Y1] —a member who is new who is under 26 years old and his dues are waived for one year
(does not affect district and chapter dues)

Youth Member [YZ] — a member under 26 years old and pays 50% of the current annual dues of a regular
member

Senior Member [SN] - a member who’s 70-years old and a member for 10 years

Life Member [LF] - @ member who pays 20X the current dues rate

Life Senior [LS] - a member who pays 20X the current dues rate and is a senior

Regular Seniorl50-year [R5/S5] - a regular or senior member who has been a member for 50 years or more.

RegularlStudent 6-month [R6] - a regular or student member who has joined under a special membership
promotion of 18-month membership for a 12-month fee

Regular Promotional [RP] - a member who joins under a promotional rate not covered by other
classifications.

NON-MEMBERS OF THE SOCIETY

Active Non-member - a female person active in your chapter as a director, assistant director or who acts in
chairmanship role, but is not a member of the Society.

2/1/15 2015 LA/COTS Training 23
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BARBERSHOP HARMONY SOCIETY
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Annual Duég N
for 2015 -
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2015 Dues Struct

Regular [RG] Society Dues - $120.00

Life Member [LF] Dues — 20 X annual dues of a Regular
[RG] member

Seniors [SN] Society dues - $90.00 -
Youth [Y2] Society dues - $60.00

Dual Membership Society dues - $120.00 (paid only once no
matter the number of chapters a member belongs to)

Multi-year dues - 3-years — Save 5%, 5-years — Save 10%,
and 8-yers — Save 15%

Frank H. Thorne Chapter dues - $120.00 + district dues
Far West District dues - $25.00 Regular $12.50 Other

Chapter dues — varies

2/1/15 2015 LA/COTS Training 26



MODULE #2
Membership & Legal Requ

Session 3 (3¢
Membership Reporting — Part2

EasyDues payment options
Renewals

Lapsed Membership

Transfers

Rosters and personnel changes

Session 4 (30 minutes)

Legal Requirements — Part 1
Youth Policy Requirements
ASCAP/BMI/SOCAN & show

clearance
Insurance, Bonding & other

options
Chapter Incorporation
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EZDues Payment Plan

explanation.installation.how to get started!

Let the explanation begin:
Mr. Joe Barbershop has decided to

Frequently Asked Questions:

How can I pay?
For this plan we accept VISA, Masterca
and Discover. If paying by check, you must provide

join the Barbershop Harmony Society. two checks: one the first year’s payment and
a voided check for all future payments..

HOORAY !
‘ **We no longer accept American Express for the

He is now interested in the EZDues monthly payment plan.
Payment Plan, and would like to sign

. i i When should I see the money
up for this plan. OK, LET’S DO IT!

withdrawn from my account?
Dues withdrawals are taken out of your account

FIRST STEP: near the end of each month.
The first month that Joe joins he
pays the membership enrollment
or reinstatement fee of $10., plus he
pays for his first membership year at
HALF THE PRICE.

(Yep. You read that right.)

pecific changes to your account ( Date,
Account Numbers) are to be communicated to the
Membership Department
membership@barbershop.org or 800.876.SING.

Session
#3

If my bank changes my account information
does this automactically update my BHS
membership account?

. No. Please contact us directly.

So, the first month he pays for his
enrollment fee and Membership dues
(at half the price) and that sets him
up for the entire year.

Can I make a payment or changes to my
account information on the ebiz website?
No, not as of right now.

Can current members pay monthly?
Y existing members can pay towards a future year.
Please contact the Membership Department at
SECOND STEP: membership@barbershop.org or (800).876.SING.
The next month Joe starts paying
monthly towards his next year o
membership.

Easy
Dues

or Your Information:

When you are on this payment

plan, you are paying toward the
future year of membership so you
are ALWAYS up-to-date with

If you need to change your credit or bank account
information, please contact the Memb hip
Department directly. Either call or email us with
any changes.

your membership dues!

VISUAL BREAKDOWN ®
Joe Barbershopper joins the Society 1/1/2013. In this example, his Society, District, and Chapter dues total $150.
2013

January - $10 enrollment fee A 3-64  July §
575 (half dues) -64  August 513. February >mber payments are
Total -  $85 for entire 2012 year 513.64 3.64 é ;. r and at the
64 end of December 2013, he is up-to-date
N through De: Monthly
.64 $13. payments i i wary of the
next year, and so on...

110 7th Ave. N, Nashville, TN 37203 - (800) 876.SING e membership@barbershop.org
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EZDUES ENROLLMENT FORM

Please charge my membership dues on a pro-rated monthly basis to my:
1. Credit Card / Bank Debit Card
MasterCard Credit Account Number: Expiration Date:
Visa Credit Account Number: 2 Expiration Date:

Discover Credit Account Number: Expiration Date:

2. Checking Account — a voided check is enclosed
Name(Print)s . =«
| am a current Society member

| am a new Society applicant

Member Number:

O 1 have read and accept the EZDues Terms and Conditions located on the BHS
Membership Application. (Found online or inquire information from your Chapter Secretary)

Signature:

Date:

2/1/15 2015 LA/COTS Training 29



Leadership Lin

Ways to sho
your chapter...

3
i Tell members abouts
the various options
for paying
—— their dues or programs
/ n
= that will
” save them money on

é their annual dues

2/1/15 2015 LA/COTS Training K10
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Annual Renew

U.S. Chapters

* 6-8 weeks before expiration date the member receives a renewal notice by
e-mail or U.S. mail.
* Member sends his annual dues to the Society or may renew online using
a MasterCard, Visa, American Express, or Discover credit card. L
New membership card is sent to the chapter secretary.

6-8 weeks before expiration date the member receives a renewal notice by
e-mail or Canadian postal mail.

Member pays dues in CDN funds to chapter treasurer or may renew online
with MasterCard, Visa, American Express, or Discover credit card.

Chapter Secretary sends renewal card to Society.

New membership card is sent to the chapter secretary.

2/1/15 2015 LA/COTS Training 31
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ebiz. Use ebiz t d ] .; N— .\

 Goto Member . f.:.‘\ N
Mambar John Smith WWW. ebiZ bal"b SNO . L)

Nemcerld 312387 [ On the ebIZ page C||Ck On

Crder 1D 800823

criwcae  toias the large red easy button

Balance Due $12800

T“ -::-Lufmm» B rpertird © ual R new, your Soclely Dues are current Shrough PS Mem ber m ust pay With a
How can you renew online? credit card ®

For sgoed ard conmveniencs, you can login 1o Jdie Set erbaralns Selaaionas fghl now L sou Yo
¥ yeu /'l prele pury cnlne 1L pour o racion wll De wiivieg soos I you vt o el

MastorCwd, Arrmrcnn Expiens of Dtsooeer card
1ed & Chock 1 Marmery Ml in Nastsiie 110 7th Ave. N Visa
I phease dategerd 1T yoo Seve e el s on )

Aer g g i, ue U g red Solion Sral saps Tk e RENDW KOW." American Express
¥ yeur duoes e cuoled are neorrect of you weuld Bon to curg 8 sulcusr merbantds den, el Discover Card

e be st Qb Sershizp cig wit segues! & e

oo e Posting will take a few
_ days, but once paid your
Lot S I membership is renewed.

POOR 120 terwratng pour rerenlip n e Socely ard susgoing Die greses! hobdy oo Uw cheost!

e  Consider EasyDues
payment options .

Your Dues Renewal Invoice Is Now Online

\J

£ EN TN |t 015202708
- 31w Ll s s e e
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From: membership@barbershop.org

Date: Fri, November 18, 2005

To:  billthesinger@xxx.com

Subject: Barbershop Harmony Society Dues Renewal

Hi Bill,

This email notification is your first notice that your Barbershop Harmony Society Dues
are up for renewal. You can now renew online with your Visa or MasterCard on the
Society’s Members Only site (http://www barbershop.org/members) or using the link
listed below. Please make sure that your address information is up-to-date.

If you have already mailed your payment, please disregard this message.

You make use this secure link to go directly to the Online Dues Payment Page:
hittps://secure.barbershop.org/members/duesPay.asp....

1f you wish to pay by check, you may print out this message and mail it along with
payment to: The Barbershop Harmony Society

Dues Renewal

7930 Sheridan Rd

Kenosha W1 53143

Name: Bill Jones
Member Number: 987987

Here is a summary of your membership items that are due:

C-001 Anytown (RG) Expires 20051231 Billed $50.00 Paid: $0.00 Due: $50.00
District EVG Dues (RG) Expires: 20051231 Billed $27.00 Paid: $0.00 Due: $27.00
Society Dues (1 Year) (RG) Expires: 20051231 Billed $82.00 Paid: $0.00 due: $82.00

Total due: (US) $159.00

Remittance: (US Funds ONLY)

[] Visa [] MasterCard [JCheck or Money Order
Card Number:

Expiration; /

Amount:
Signature:

2/1/15 2015

Membership Dues Notice 10012002

MemberD:312397
OrderD: 600623

Need 20 upaate your r200nds? Hew's anst we have o

Jobn Smith
TECT AOCOUNT
Kerozee, W 53943

Frgernare:  Jobn

Miccle rame

Ndreme Jatn

Freferred name

Oezof ity Janwsry 01, 1600

i NENEW OV

1 Legn = M blzhwtenshop o

i Ende youx MenderlD we password H
i cch oot b md ENEWNOW e |

i Forgot paswword | reet 3 paawword?

MEMEZRSHIPS TO RENEW
fox
Sadershop Hamony Socley Cues

=C00 Frank Thome - =

Renewal Subtota
Balance Dus

Lot egevion e
C7T202008

071202008

AT-WILL CONTRIBUTIONS
Hamony Foundaion Gits
Qenews Fing

Keep & Usiody Ringing Endowment

Total Contributions

Paans 30wl & € o0 dgie y 28 paymecs
Patam b o vl oo seeed o

Barberahop Harmony Society
110 70 Ave. N,

Nazhudle, TS 37203-3704

rwoes 300578 3300 (454

JOHN SMITH
TEST ACCOUNT
KENOSHA, Wi §34&3

LA/COTS Training

Amount Enclosed: $

Circle Payrset Type: Chack or Money Croer
Ve MesteCaw  Dooover  Areccan e

Acoums

Sprean

Sialemert for Me=berD By

OvdenrD: 600623 |
Renswsl Dels 077202008
Renewsl Sudiolel: 000

Balarce Due: $0.00 i




Late Renewal

Reinstated'Me

Member dues that are less than
6-months late

Member dues thét ére more than
6-months late

Member pays dues and adds a
$3.00 late charge fee to amount
owed.

- Renewed membership card is
sent to chapter secretary.

 There is no new expiration
date... so, member needs to be
reminded that it may appear to
him he gets fewer months
before next renewal.

-»
Member completes a new

Application for Membership and
submits fees with application.

*  New Member Kit, Membership
Certificate, lapel pin, and
membership card is sent to
chapter secretary.

*  Member will have a new
membership expiration date.

2/1/15 2015 LA/COTS Training 34



Ways to show leader
in your chapter...

Follow-up on members™
who fail to renew and thank
them for participating in
the barbershopping
experience and ask them
how the chapter could
have better met
their needs.
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Chapter Roster

* Not necessary to notify Society

- Publish a roster quarterly after or District Secretary of changes
renewals have been processed. for the general membershipas
- Generate a chapter membership *Notification is intended for
list from Society's “Members chapter officer personnel
Only” page. changes or changes in officer’s
- Ask members to review their information profile.
information and update, if * Complete and submit a Report
necessary. Change form or notify Society

- Society web page link to and District Secretary by e-mail.

“Members Only” can generate a

final roster for you, or you can *  Notify the Society Immediately in
use the information to the case of a member who
construct your own Roster in passes away.

Word or Excel.
Distribute to the membership.

2/1/15 2015  LA/COTS Training 36



ebiz CAN ASSIS

* Helps keep chapter
records organized

* Readily shows which a
lapsed membership

* |t will help you with rosters

09:30- |09.30. * Gives an accurate count of

2008 2008

membership in the various
membership classifications -
- Easy to read and interpret
« Can assist you to determine which
members are eligible to compete
* Provides capabilities to find
information about members who:
- have dropped out of the hobby
- live within your area, but are not
_ , affiliated with a chapter
‘ ‘n - need current information to
update their membership profile

o6-30- 06-10-
2008 2008
n

VERDUE |OVERDUE
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Anytown Chapter Roster (C-001) 1/15/06

Memberf  FirstN  LastN Bickname SoouseN Address 1 City State ZIP Phone#  E-mail Address

987654 Bill Anderson Bill Marry 1234 Center St. Anytown WA 98111 234-1234 BillA@aol.com
986432 Stan  Baxter Bax 2341 Center St., B-37 Anytown WA 98111 234-2456 StanBari@msn.com
976541 John  Doe John Claire 3424-1% SW Anytown WA 98112 123-2345 JDoe@comcast.net
976543 Ben  Dover Ben Cleo 234-15rg Ave., Apt. 3 Anytown WA 98110 456-7654 BShop37@aol.com
879675 Harry  Gray Harry Sue 9400 Main St. Anytown WA 98111  456-7654

879890 Jim Johnson Jim Sue 1435 Baxter Rd. Anytown WA 98111  456-1232 Johnson234@aol.com
987987 Bill Jones Bill RR 37, Box 255 Ruraltown WA 98122 456-3434 billsinger@msn.com
999988 Harry  Jones Harry Grace 35 Sudden Valley Dr. Anytown WA 98112 349-1749 lead.singer@aol.com
898989 Larry  Peters Larry Sarah 8745 W. Wright St Anytown WA 98112  456-4545

999999 James Powell Jim Mandy 4678 Wright St. Anytown WA 98111  345-6521 JPPowell@nwlink.net
879999 Robert  Smith Bob Samantha 1647 Qak Ave. Anytown WA 98111  123-6754 mittyZ23@aol.com
888888 Samuel Smith Sam 2233 Maple Ave., Apt. 23 Anytown WA 98111 456-9876

877778 Sanuel Spade Sam Elizabethy 9464 Center St. Anytown WA 98112  234-1556

989898 Herbert Thyme Herb Marilyn 345 Walnut St., Soace 334 Anytown WA 98111  349-5634 H.Thyme@msh.com
999888 Ken  Tuckyfriedchicken Ken Cora 2324 Center St. Anytown WA 981512 234-8675 chickenman@msh.com
888889 Steven  White Steve Mary Lou RR 15, Box 201 Ruraltown WA 98122 456-5835 SteveW@Aaol.com
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Session #4
Society Youth Pol

It is the policy of the Society that all
18-years old must have the permission of their parent
or guardian to participate in all chapter activities and

that an adult member must supervise the youth at all
times at the activities

- SEE SECRETARY EXHIBIT SEC. 4.2 PAGE 15

A parent or guardian must complete and sign a Youth Policy

. Membership form.

* A parent or guardian must complete and sign a Youth Policy

. Participation form for each activity.

* The chapter secretary must file all forms in chapter legal file.

- Each youth member must be supervised by an adult member at
all chapter-, district- or Society-sponsored activities at all times.
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[Sample Form - Youth Membership]
YOUTH MEMBERSHIP FORM"
“hapter, SPEBSQSA, Inc.

Youth [Name] Date of Birth: _ //
Parent/Guardian [Name]
Supervisor(s) [Chapter Member(s) Name(s)]

g nt and Agreement by nt/Guardian

I, am the parent or legal guardian of the Youth named above. The Youth desires to apply for membership in the
Society for the Preservation and Encouragement of Barber Shop Quartet Singing in America, Inc. (SPEBSQSA), as a
member of the Chapter named above. I acknowledge that I have received a copy of the SPEBSQSA Youth Policy
Statement ** [and the Youth Polic

had the opportunity to discuss the

the Policy Statement(s) with the Youth, particularly his obligations and responsibilities as a member of SPEBSQSA
and the Chapter. I understand that the Youth's participation in the activities of the Chapter and SPEBSQSA may
involve local or long distance travel to and from events, and attendance by the Youth at events or activities which
may take place late at night, and/or where alcohol may be consumed by adults. I further understand that my consent
and agreements, as set forth below, are conditions to the approval of the Youth's membership.

I hereby consent to the Youth joining and becoming a member, and participating in all activities of SPEBSQSA and
the Chapter. I agree to be responsible for, and promptly to discharge, all financial obligations of the Youth to the
Chapter and SPEBSQSA. I assume and accept full responsibility for the active supervision of the Youth, and for all
actions of the Youth, duri arising out of all activities in which the Youth participates. If [ am a member of the
Chapter [ will diligently perform such supervision at all times. If [ am not a member of the Chapter (or in my
absence, if [ am a member), I hereby designate the Chapter member(s) named above as Supervisor(s) to supervise the
conduct and activities of the Youth as a participant in any or all Chapter and SPEBSQSA activities, including (but
not limited to) participation in meetings, performances, conventions, social events, and any associated travel. [
hereby grant to such Supervisor(s) my permission, full authority and responsibility, in my place and stead as a parent,
to supervise the Youth, as fully and completely as I might do if I were personally present, as deemed necessary and
appropriate in the reasonable judgment of such Supervisor(s). I agree that the Supervisor(s), when providing such
supervision, will be performing that function in an individual and personal capacity, and not as an agent or
representative of the Chapter or SPEBSQSA. Iunderstand and agree that any of the following may result in the
Youth being denied the right to participate in Chapter and SPEBSQSA activities and events, and/or in the suspension

membership: (i) my failure and/or the failure of such Supervisor(s) to provide effective supervision of
the Youth; (ii) the failure of the Youth to abide by the Bylaws, and Code of Regulations (if any), of the Chapter, and
the Bylaws, Code of Ethics, Statements of Policy, or other governing documents of the SPEBSQSA, or (iii) the
failure of the Youth to accept and comply with my supervision and/or the supervision of such Supervisor(s).

In the event of any medical emergency involving the Youth, in my absence I further hereby authorize such
Supervisor(s) to obtain, provide, give consent, or furnish authorization for, any necessary emergency medical
services or treatment to the Youth, including (but not limited to) surgical procedures which may be recommended by
a physician, it being my desire that the Youth be provided with such emergency medical services or treatment as
soon as reasonably possible, after a need arises.

s

Parent/Guardian

[Printed Name]:

l o o ~ -
Signed copy of Form to be retained in Chapter file

2 e Delete if inapplicable

2/1/15 2015

Youth [Name] Date of Birth: _ /_/
Parent/Guardian [Name]
Supervisor(s) [ Chapter Member(s) Name(s)]

cceptance of R

I, the Supervisor(s) named and designated above, hereby accept responsibility for, and agree to perform, the
supervision of the conduct and actions of the Youth as a member of the Chapter and SPEBSQSA. I understand that
my responsibility shall cover all aspects of the Youth=s participation in the activities of the Chapter and of
SPEBSQSA, including (but not limited to) participation in meetings, performances, conventions, social events, and
any associated travel. I agree that my responsibility shall continue for so long as the Youth is a member of the
Chapter and under the legal age of majority, or until I rescind this Acceptance by written notice to the Chapter
President or Secretary. [ understand that my failure to provide effective supervision of the Youth, or my r

of this Acceptance, may result in the Youth being denied the right to participate in Chapter and SPEBSQS:
activities and events, and/or in the suspension of the Youth's membership in the Chapter and SPEBSQSA. [If more
than one Supervisor is named, the foregoing statements and agreements are separately made by, and shall separately
apply to, each.]

(Signature)

(Signature)
Supervisor(s)

[Printed Name(s)]:

Acknowledgment by Youth

L, the Youth named above, understand that my membership in the Chapter and SPEBSQSA, and my participation in
Chapter and SPEBSQSA activities and events is conditioned upon the supervision of my conduct and actions by my
Parent/Guardian and/or the Supervisor(s) named above. [ understand that my failure to accept and comply with such
supervision, or the failure of my Parent/Guardian and/or the Supervisor(s) to provide the same, may result in my
being denied the right to participate in Chapter and SPEBSQSA activities and events, and/or in the suspension of my
membership in the Chapter and SPEBSQSA.

(Signature)
Youth

[Printed Name]:

Youth Policy Membership frm10-02.doc
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[Sample Form - Specific Activity]
YOUTH PARTICIPATION FORM'
__ Chapter/District - SPEBSQSA, Inc.

Youth [Name]: Activity:
Date of Birth: _ / /
SS# Location:
Parent/Guardian: ) Date(s):

Supervisor(s) [Name(s)]:

Consent and Agreement by Parent/Guardian

I, am the parent or legal guardian of the Youth named above. The Youth desires and/or has applied to participate in
the Activity referenced above. [ acknowledge that I have received a copy of the Youth Policy Statement of the
Society for the Preservation and Encouragement of Barber Shop Quartet Singing in America, Inc. (SPEBSQSA)
**[and the Youth Policy Statement of the Chapter/District] %, have reviewed and understand the
same, and have had the opportunity to discuss the same with persons responsible for the Activity. [ have also
carefully reviewed and discussed the Policy Statement(s) with the Youth, particularly his/her obligations and
responsibilities as a participant in the Activity. I understand that participation by the Youth is conditioned upon the
consent, agreements, and other provisions contained in this document.

I hereby consent to the Youth participating in the Activity. [ hereby designate the Supervisor(s) named above (if
other than the undersigned Parent/Guardian) to supervise the conduct and activities of the Youth as a participant in
the Activity, including (but not limited to) participation in any associated travel. I hereby grant to such Supervisor(s)
my permission, full authority and responsibility, in my place and stead as a parent, to supervise the Youth as fully
and completely as I might do if I were personally present, as deemed necessary and appropriate in the reasonable
Jjudgment of such Supervisor(s). Iunderstand and agree that the failure of the Youth to accept and comply with such
supervision, and/or the failure of such Supervisor(s) to provide effective supervision of the Youth, may be grounds
for the denial or immediate termination of the Youth's participation in the Activity. I understand and agree that if
any Chapter, District or SPEBSQSA member provides such supervision, such member will be performing that
function in his individual and personal capacity, and not as an agent or representative of the Chapter, District or
SPEBSQSA.

Laccept full responsibility for all actions of the Youth and such Supervisor(s) during or arising out of the Youth's
participation in the Activity. In the event of any medical emergency involving the Youth, I further hereby authorize
such Supervisor(s) to obtain, provide, give consent, or furnish authorization for, any necessary emergency medical
services or treatment to the Youth, including (but not limited to) surgical procedures which may be recommended by
a physician, it being my desire that the Youth be provided with such emergency medical services or treatment as
soon as reasonably possible, after a need arises.

(Signature)

Parent/Guardian

[Printed Name]:

* Signed copy of Form to be retained in Chapter/District file

2% Delete if inapplicable

2/1/15

YOUTH PARTICIPATION FORM
Page 2

Youth [Name]: Date of Birth: _ / /
Activity:
Location: Date(s):
Supervisor(s) [Name(s)]:

I, the Supervisor (s) named and designated above, hereby accept responsibility for, and agree to perform,
the supervision of the conduct and actions of the Youth as a participant in the Activity. Iunderstand that
my responsibility shall cover all aspects of the Youth's participation in the Activity, including (but not
limited to) participation in any associated travel. Iagree that my responsibility shall continue for the entire
duration of the Activity, or until I rescind this Acceptance by written notice to the Chapter, District, or
SPEBSQSA officer (or designated representative) in charge of the Activity. Iunderstand that my failure to
provide effecti rvision of the Youth, or my rescission of this Acceptance, may be grounds for the
denial or immediate termination of the Youth's participation in the Activity. [If more than one Supervisor
is named, the foregoing statements and agreements are separately made by, and shall separately apply to,
each.]

(Signature)

(Signature)

Supervisor(s)

[Printed Name(s)]:

Acknowledgment by Youth
I, the Youth named above, understand that my participation in the Activity is conditioned upon the
supervision of my conduct and actions by the Supervisor(s) named above. Iunderstand that my failure to
accept and comply with such supervision, or the failure of such Supervisor(s) to provide the same, may
result in the denial or immediate termination of my participation in the Activity.

(Signature)

Youth

[Printed Name]:

Youth Policy Activity frm10-02.doc
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Chapter Insurar

Bonding

Liability Insurance

Each chapter automatically
carries general liability
insurance (bodily injury, and
property damage).

*  Protects the chapter, district and

Society from third-party liability

claims.

- Does not cover chapter members.

«  Limit of the policy is $10 million
for each occurrence.

«  The annual fee for the liability
insurance is invoiced on the
December Society statement to
the chapter.

- Chapters may not opt out of this
insurance policy.

2/1/15 2015

4

Each chapter'ié‘ai.d(tbméticélly] b
covered by Bonding Insurance.

Those covered by Bonding
Insurance must be written into
the minutes at the January o
meeting of the chapter board or
at subsequent meetings when
another individual becomes
known who handles money.

Chapter is covered to $50,000 for
losses by an individual
misappropriating funds.

Chapter may not opt out of this
coverage and fee is paid in
December

There is $1000 deductable on
each claim.
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Chandd 17T BANDHAR

ACORD. CERTIFICATE OF LIABILITY INSURANCE

Certificate of Liability
Insurance

* Required for most facility rentals

« Contact agent to receive one
certificate specific for your
event

* QOutlines proof of coverage

« Certificate changed
January 1, 2015

Check Document Center for
new PDF Fillable Form or
MS Word Form.
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Optional Insurai

Chapter Property Insurance

Recommended for chapters with
risers, sound equipment and
uniforms.

. Recommended for chapters with
vehicles or trailers to transport
risers, uniforms and other chapter
property.

- Contact Society Insurance agent
or a local agent.

Liability Insurance for Members
- Available to cover members as
separate coverage.
- Contact Society Insurance agent
or a local agent.

Brochures for various plans
are available online at
www.barbershop.org Document
Center

.
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Insurance Claims P:

- Contact Director of Finance Administration at the Soc]

« Share the following information:
- Name, address and phone number of the individual(s) involved

- Date and location of the incident
- Pertinent details of the accident or incident

* Insurance Agent for the Barbershop Harmony Society is: -»

The Crichton Group for: Acc’t #17891
3011 Armory Drive, Suite 250

Nashville TN 37204
1 (615) 383-9761
attn: Phil Barnes

IMPORTANT

Do not make any statements (written or otherwise) to
anyone except the Barbershop Harmony Society’s
insurance agent or investigating police officials.

 The Society and its insurance agent will do any follow-up.
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7 Habits of Highly Effective Peopl

2/1/15

Personal Leadership
Be productive and have a vision
Begin with the end in mind
Put first things first

Interdependent Leadership

Think Win/Win
Seek first to understand and then to be understood
Synergize — Build relationships and work together

Balanced Self-renewal
Preserve and enhance your greatest asset — YOU!

Stephen R. Covey — The 7 Habits of Highly Effective People
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ASCAP/BMI1/SE
BMI/SESAC Clearance

Show clearance form used by

U.S. Chapters and submitted
to the district secretary and

then returned

ASCAP Licensing

Revenue provided Secretary
by Chapter Treasurer.
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SPEBSQSA, INC_
THE BARBERSHOP HARMON

» Mail completed

APPLICATION FOR SHOW CLEARANCE BMI AND SESAC LICENSE®

The Chapter ofthe u
ame » N
disrict requests a show clearance and BMI License and SESAC License for 0 I m W I e 8

D

Our chapter show will be held at which has the capacity of

| ]
‘The highest ticket price for our concert will be 3, and we will present fo
A check is enclosed in the amownt of §, paysble o SPEB S o I S l I c

our fees for the BMI License and for the SESAC Licensa (Sae attachad rate schadule to determine fas )

We understand that upon receipt of our chapter’s copy of this fom, endorsed by the district secretary, our

B Secretary.
e Address at
Website.

Highest Price of Admission (exclusive of tax)

1001-1500

51-1000

4001-5500
5501-7500 | 78

150
2001-3000
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ASCAP Reporting

ASCAP REPORTING FORM FOR THE YEAR 2€

The form is to be completed to comply with the agreement between the
Barbershop Harmony Society and the American Society of Composers,
Authors and Publishers. (ASCAP). The form is to be submitted to the
District Secretary along with your ASCAP payments.. Check should be
written to “Barbershop Harmony Society”. NOT ASCAP

If Your chapter does not gross more than $29, 625.00 in ticket sales for
all performances during 2014 fill our top portion (Section A) and mail a

check for the minimum amount of $237.00. If your chapter grosses

more than $29,625.00, complete SECTION B and submitt the appropriate
fee using the formula.

You only need to make one ASCAP payment per year.

- District Secretary address on bottom of FWD Web Page.
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« Complete BMI/SESAC form and fees from table on the form.
- Send the completed form to your district secretary.

- District secretary sends Email show clearance to Chapter
Secretary and District Web Master. Webmaster places the
show date on the district calendar.

- The chapter is free to finalize venue and talent contracts.
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SPEBSQSA, INC.
THE BARBERSHOP HARMONY SOCIETY
An International Organization

APPLICATION FOR SHO

The Chapter
Name No.

ct requests a show clearance and BMI License and SESAC License for

Our chapter show will be held at which has the capacity of
Location No.

The highest ticket price for our concert will be § and we will present performance(s).
A che: nclosed in the amount of § payableto SPEB S Q S A, Inc. which repres

our fees for the BMI License and for the SESAC License. (See attached rate schedule to determine fee.)

We understand that upon receipt of our chapter’s copy of this form, endorsed by the distric

ce and BMI License and SESAC License have been granted.

Chapter

e Bl

National Director Music: tractions

SESAC

BMI/SESAC Rate Per Concert
Highest Price of Admission (exclusive of tax)

Seating $0.00- $3.01- $6.01- $3.01- $12.01- | $15.01- | $18.01- | $21.01- | $25.01- | Over

Capacit $3.00 $6.00 $3.00 $12.00 $15.00 $18.00 $21.00 $25.00 $3 $30.0
28
28
8 28 8 28

38 38 38

28 |
251-500 |28 |
[28 |
|28 |

8
8
8
8

2
2 |28 |

2

28 28 28  [28 |28 |

| 10011500 [28 |28 |28 |28 | (28 28 [28  J28 |
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Chapter Incorpora

It is the policy of the Society that eac
incorporated in the State or Province wh

Incorporation protects individual members from lawsuits
brought against the chapter :

Contact the Secretary of your State or Province to determine if
your chapter is incorporated. Often this can be done online.

Incorporation must be confirmed annually (usually in April) by
receiving a Certificate of Continued Existence and the payment
of an annual fee to the State or Province.

Review with the chapter treasurer to determine if the annual fee
has been paid.

Each chapter needs a Resident Agent to monitor the continued
annual incorporation of the chapter.
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Arizona Corporation Commissio

www.cc.state.az.us/Divisions/Corporations/annual-report-electronic-sub

For Non-Profit Corporations
L

- Nonprofit corporations - $10 filing fee plus
an additional $35 expedite fee (if you choose
to expedite), plus any reinstatement fees that
may be applicable. If there are no
reinstatement fees, the total cost will be either
$45 for an expedited filing or $10 for a non-
expedited filing.
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°  WWW.S0S.ca.gov

*  You must know the exact corporation name or corp number to file.

1. Click on Business Programs >

2. Click on Forms and Fees

3. On the left column, click on E-file statements of Information for Corporations
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Priorities of the Sec

* Membership recordkeeping anc
processing

* Youth Policy recordkeeping
* Incorporation follow-through

 Show Clearances and submission of
appropriate licensing applications
(ASCAP and BMI/SESAC U.S.

Liability/Bonding Insurance for chapter

* Meeting responsibilities
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MODULE #4 {/;g\

U

Legal Requirements

Legal Requirements

Copyright Law
- Chapter Legal Files
« Show talent contracts

« Chapter elections and
Annual Meeting of the
corporation.
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Copyright Law

IT IS AGAINST THE LAW

* reproduce the copyrighted works in copies and
recordings; -

» prepare derivative works based on the
copyrighted work;

« perform the copyrighted work publicly;

- distribute the copyrighted work publicly; and

+ display the copyrighted work publicly.

It is YOUR duty to remind your chapter
officers of these copyright restrictions
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Copyright Infring

2/1/15

2015

=

- W Why ’A_'AA,
)

$50,000 ig’/ \\

e * ‘
o] § priﬁfed
or recorded
YEVCIEL

If you have questions regarding
copyright law, process for
making audio tapes, video tapes,
DVDs, printed sheet music
contact Barbershop Harmony
Society Erin Elkins: Copyright,
Library & Licensing
Manager, Music Services)
at 1-800-SING

(7464).
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Arrangement And Reproduction Request

(Name of Publisher)

Permission to arrange

Please mmp-ele one fomm per song ar rnedley, and subrmit o As a member of SPEBSQSA Inc., | hereby request permission, pursuant to the terms of this agreement, to arrange
librarypbarbershop,ong of mail 1o for barbershop quartet and chorus, and reproduce a limited number of copies of the Arrangement (hereinafter
Eﬂr'.-urshup Har“un:‘, EE-I.'iE!:,' referred to as Athe Arrangement@) the following Song (hereinafter referred to as Athe Worke):

110-7" Ave N

Nashyille, TH 37203 (Name of Work/Author/Composer)

(Address of Publisher)

If the aforesaid request is granted, | agree that this permission shall be subject to the following terms and conditions,

|
s0hg tle with the express understanding that no permission beyond that granted hereby shall exist:

{list all songs IF medlay)

1. | shall have the right to arrange the Work solely for barbershop quartet and chorus.

wriber(s) 2 | shall have the right to make 5 copies of the Arrangement. | agree to pay, by remittance to SPEBSQSA,
Inc., with this request, the sum of § covering the costs to SPEBSQSA, Inc. for handling and
mailing, and the royalty fee of $ , for the privilege of arranging and making 5 copies. If | wish to
make more than 5 and no more than 200 copies of the Arrangement, | may be permitted under this
agreement to do so by paying additionally to SPEBSQSA, Inc. the royalty fee of $ per copy for all
current publiishers (see copies over 5 and up to 200. Under no circumstances shall | make more than 200 copies of the

WA Ascapcom Arrangement.

o wiww b .com | < | agree to submit one of the finished copies to SPEBSQSA, Inc., for archival and study purposes, with the
express understanding that unless you give permission, such copy shall not be made available to any
person other than employees of SPEBSQSA, Inc. and the publisher and author and/or composer of the
Work (if requested).

3 The Arrangement shall be automatically the copyright of the copyright owner of the Work, and | agree that |
arrangear name shall seek no registration of such copyright in the name of the copyright owner or any other name unless
authorized by you.
| agree no recording use, or public performance for profit use, or any other use requiring authorization shall
be made of or from the Work or the Arrangement unless licensed by you or an agent or organization acting
on your behalf.
wmail s SPEBSQSA, Inc. shall remit to you, under an agreed procedure, the royalty fees paid by me hereunder.

» I shall not undertake to grant any permission to others to arrange and/or reproduce any additional copies of
phone the Arrangement.

On the first page of music of each copy of the Arrangement produced hereunder, | shall place the following:

copyright date

st af eapies

person submitting filing

I.-'a:-1:fl:ard. Visa, Discover or American Express cand number and Copyright by. . This Arrangement authorized.
BEpraion (year) (Name of Copyright owner)

Chaosa paymant
meathod) Check ancicsad 2No recording use, public performance for profit use, or any other use requiring
authorization, or reproduction or sale of copies in any form shall be made of or

from the Arrangement unless licensed by the copyright owner or an agent or

Chaptar charge Nars and shaphr Rk organization acting on behalf of the copyright owner.@

Thase prices and Hmes dee cushamasy BUl can be greater for @ guaba, pleass ; This permission is strictly limited to the Work and to the terms and conditions expressly set forth herein and
send an amall 1S Ibiaryibahecshon org of call tha Musc Library shall not grant any right to print, publish or vend any other right, it being understood that all rights in the
BO0-ETE-T454 Work are reserved by you, subject to this permission.

Arranger(s)

Gansaly, the fes = S50 par song, with 5 copbes included

saddrional coples ane 52 58 aach or 52,49 for 404 coples. Date,

-madiays ara ganeraly 530 par song, with & coples inchuced AGREED TO: i
- ~ (Name of Publisher)
By. Date

sagdiional oopies of medleys ans §5. 15 aach ar 5298 ko mans than

40 papes Mail this form to SPEBSQSA, Inc., Old Songs Library, 7930 Sheridan Road, Kenosha, Wl 53143,
who will process it with the publisher.

sprocessing mae (s vsually 20-50 days but can be longer, especially library@spebsqgsa.or

||'1§:’!|i-|.1- & 1B piEliERers afg Ifvoived
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Chapter Legal Fil

Store all chapter legal documents together i
cabinet at a safe location
The chapter secretary is responsible for maintaining the

* Incorporation records

« Certificate of Continued
Existence

- Resident Agent Certificate

« Chapter Charter

- Chapter Bylaws

- Chapter Rules and
Regulations

- Chapter membership
reports

 Membership applications

_/f, \
) =
prIer

Chapter Statement of
Policy

Copy of transactions and
meeting minutes

Insurance and bonding
records

Year-end treasurer report
and IRS 990 forms

Annual financial reports
Director contracts
Show talent contracts

Suggest Making Electronic Copies
also (CD)

2/1/15 2015
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* In general, keep documents and records
for your chapter FOREVER

- Review Table 3 (Section 4.8.6) in the 2012
Chapter Secretary Manual

* Discuss with your Chapter Board of
Directors the best way to store your
chapter records

- Explore saving your documents
electronically and store in a safe location

How long do I keep our
chapter records?

74
/
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As chapter secretary you are

responsible for the safekeeping of

ALL chapter records and files

Plan ahead for a disaster.

Consider scanning your
documents and storing them
on a CD ROM.

Store your chapter
documents in a location safe
from the elements.

Keep chapter records and
legal file according to the
table in the 2012 Chapter
Secretary Manual (4.8.6, Table
3)

2/1/15 AONES LA/COTS Training




Leadership Lin

Ways
leadership in your
chapter

Be the conscience for
your chapter and be
concerned they stay

legal by maintaining an
organized and up-to-
date legal file
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2015

- All legal documents for
your chapter in order

* Financial reports and
records and minutes in
order

VERY IMPORTANT

* A running formal list of
service and community
activities your chapter has
participated in
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Show Talent Contr

IMPORTANT
NEVER sign any contracts with
talent or venue until the show date is
cleared by district secretary.

Get everything in writing!
Utilize talent contract to
finalize
and clarify details.
Stipulate a deadline to return
signed contract
In U.S,, remind chapter

treasurer of IRS 1099 form

responsibilities for
reporting fees

aid to talent in excess of
$600.

File contracts in chapter legal
file.

2/1/15 2015

Information Request For Chapter Show Appearances
Chapter is holding its annual show on
ame of chapter) (dates)

in Show time is p.m
me of auditorium)

We would like to have your quartet supply information relative to all expenses for

one appearance on one show two appearances on one show

two shows on the same night two shows on successive nights

Afterglow Other appearances as follows (chapter dinner, radio & TV, etc.),
As a guest artist on our show, you will be required to:

(a) be backstage 30 minutes before the show.

(b) provide the chapter with the necessary publicity material and glossy pictures.

(c) abide by the rules of the auditorium where the show is held (no smoking, drinking, etc.)

(d) limit your performance on stage to the time allotted by the chapter.

(e) notify the chapter if your quartet has any change in personnel prior to show date.

) request written permission from the chapter, if district and chapter policy permits, to sell recordings if
it is your practice to conduct such sales.

(9 notify the chapter of your arrival time and mode of transportation

The quartet (U.S. quartet tax reporting number__ *) hereby
(quartet name)
agrees to appear on the chapter show as listed above.
(chapter name)
We agree to reserve these dates for your chapter for days from awaiting your confirmation
(No.) (date of signing)
Our fee for this guest appearance is as follows:

Travel SIGNED FOR THE QUARTET
Housing & Meals

Talent Fee

Other Expense

Total (date)

* For U.S. quartets, regardless of the amount paid, under backup withholding a chapter must withhold 20% of the
payment if the tax reporting number is not provided. (The tax reporting number can be a social security number or an
employer identification number.)

The chapter hereby contracts for the
(name of chapter) (name of quartet)
time, place and expense as shown above.

to appear as a guest artist at the

SIGNED FOR THE CHAPTER

(Chapter Show Chairman or Talent Coordinator)

(date)

This contract is signed by both parties with the understanding that no tape recording will be made until all requirements
of the Society's recording policy have been met. Copies of this policy may be obtained from the international office of
SPEBSQSA, 7930 Sheridan Road, Kenosha, WI 53143
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Chapter Electic

Chapter elections must be held by October 15.

Chapter elections are held to coincide with the a
membership meeting, which is a requirement fo
continued existence as a not-for profit incorporated
organization.

Candidates must be announced twice in the two-weeks
prior to the annual membership meeting.

The announcement of candidates and annual membership
meeting shall be done by written notice through e-mail, letters
to those without e-mail or chapter bulletin, and verbally at
chapter meeting/rehearsal.

Elections are to be conducted with secret ballot, unless the slate
of officers is uncontested.

The chapter secretary must report the new officers online no later
than December 15.

Failure to report new officers is grounds for suspension of the
chapter charter.

Ua
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MODULE #5

www.barbershop.org &€

Session 7 (so ,-nute}\‘

Society Online Services

Contest entry, Officer reporting,
The Society website and Document Center

The Member’s area on the website

Understanding and navigating ebiz

Session 8 (50 minutes)

Society Online Services

Procuring a password

Practical use of the website by going online
at www.barbershop.orq in class.

Learning what ebiz can and cannot do.

The future of ebiz for the chapters and
chapter secretary
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Update Chapter Officers Information

Back to menu

. Choose an office and enter the member number of the person holding that office.
2. Select "[Delete]” for the office to remove a person from the list

. You can show a chapter member list if you need to find the member number of one
your members.

. Make sure you press "Save” at the bottom of the form to save your changes

. PROBE Membership is encouraged and is a legitimate chapter expense. Visit PROBE d
line at http://www.harmonize.com/probe/ or contact Secretary/Treasurer Dick Gir
to enroll chapter officers.

. If your director is not a member and you don't know his/her ID, drop a note to
membership@spebsgsa.org and give their name and your chapter number.

Click Here To Copy Officers From 2005

Please note: This will overwrite and replace any existing entries you have for
2006.

Do Not Use Your Enter Key. Use Mouse and Click Please.

C-057 Bellevue officers for 2006

[Choose an office] lick "Save" to show
name

click "Save” to show

name

click "Save" to show

name

[«

[Choose an office]

Kl

[Choose an office]

Kl

[Choose an office]

Kl

click "Save" to show
name
click "Save” to show
name

[Choose an office]

i
[«

2/1/15 2015

Now reported/onj

Members link. | :
Reporting is to be completed
by December 15.
The basic leaders for mosts
chapters are:

President

VP Chapter Development
VP Music & Performance
VP Mktg./PR (25+ members)
Secretary

Treasurer

Additional officers/leaders are
at the discretion of the
chapter

/# \1f

LA/COTS Training 68



° NOT a Chapter Secretary duty \ . QUARTET REGISTRATION
SOCIETY

to register quartets,
however, chapter secretary
can distribute registration :
forms and answer | QUARTET REGISTRATION

i
questions S S O

Intends to Compets

* Quartet completes hardcopy
form or online at CONTACT MAN

* There is an annual fee of $40 to
initially register or maintain
registration of your quartet. o

* Quartets must have a name
that is not the same of past
Society International Quartet e
Champions or currently used e
by d registered quartet. PAYMENT INFORMATION

- Registered quartets receive a
card and registration number.

D QUARTET RENEWAL

2/1/15 2015 LA/COTS Training
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*Printed in each issue of the Harmonizer.

*Accurate at the time of printing.

*Always ready and at your fingertips when you get that special
guestion from a member or need immediate assistance.




MEMBER SERVICES DIRECTORY

How can we help you barbershop today? Get answers from your staff

Society Headquarters
110 7th Ave N @ Nashville, TN 37203-3704 e 800-876-7464 (SING)
615-823-3993 e fax: 615-313-7615 ® /nfo@barbershop.org
Office hours: 8 a.m.-5 p.m. Central or any time at www.barbershop.org

Executive Offices

Larry Deters

Acting Executive Director

ldeters @barbershop.org

Patty Leveille

Executive Assistant/HR/Office Manager
2630 e pleveille@barbershop.org
Ashley Nilles

Member Services-Administrative Asst.
4118 e anilles@barbershop.org

Amanda Emamali

Member Services-Receptionist

4114 e aemamali@barbershop.org
Douglas Gordon

Member Services-Administrative Asst.
4114 ® dgordon@barbershop.org

Education and Services
Paul Wietlisbach

Director of Education

4130 ® education@barbershop.org
Mike O’Neill

Member Services - Music

4126 ® moneill@barbershop.org
James Estes

Member Services - Music

4124 e jestes@barbershop.org
Adam Scott

Member Services - Music

4125 e ascott@barbershop.org
Sherry Lewis

Executive Assistant

4122 o slewis@barbershop.org

Finance and Administration

Heather Verble

Director of Finance/CFO

4133 e hverble@barbershop.org

Julie Cervantez

Member Services - Accountant

4134 o jcervantez@barbershop.org

Nick Fotopoulos

Member Services - Information Technology
4141 e nfoto@barbershop.org

Sam Hoover

Member Services - Information Technology
4142 « shoover@barbershop.org

Copy Center

Justin Gray

Member Services - Copy Center
4147 » jgray@barbershop.org
Joe Rau

Member Services - Copy Center
4147 ® jrau@barbershop.org

Rick Spencer
Director of Operations/COO
4123 e rspencer@barbershop.org

Membership Services

Charters, licensing, dues, fees, renewals,

address corrections, officers and rosters
Becca Box

Manager, Membership Services

4120 ® bbox@barbershop.org
Jacqueline Robinson

Member Services - Membership

4113 e jrobinson@barbershop.org
Kat Bowser

Member Services - Membership

4129 e kbowser@barbershop.org

Events

Dusty Schleier

Manager, Meetings & Conventions
4116 ® dschleier@barbershop.org

Communications

Melanie Chapman

Manager of Marketing & PR

4137 ® mchapman @ barbershop.org
Eddie Holt

Member Services - Web Developer
4140 e eholt@barbershop.org
Lorin May

Member Services - The Harmonizer
4132 ® harmonizer@ barbershop.org
K.J. McAleesejergins
Audio/Video Manager

4144  KJ@barbershop.org

Harmony Marketplace

Nancy Carver

Member Services Manager, Retail
4117 ® ncarver@barbershop.org
Pam Cervantez

Member Services - Shipping/Receiving
4143 o pcervantez@barbershop.org
Rachael Fry

Member Services, Retail

4144  rfry@barbershop.org
Michelle Hankins

Member Services, Retail

4145 mhankins @barbershop.org

Music Library

Erin Elkins

Member Services - Library/Licensing
4127 e library@barbershop.org

Board of Directors

PRESIDENT
Alan Lamson ® Manchester, CT
860-647-9523
Janlam314 @ cox.net

ExecuTive VICE PRESIDENT
Shannon Elswick e Clermont, FL
407-648-7851

Shannon.Elswick@ orlandohealth.com

TREASURER
Dwayne Cooper ® Austin, TX
512-288-2851
dwaynecoop@aol.com

IMMEDIATE PAST PRESIDENT
Bill Biffle ® Albuguerque, NM
505-246-9090

bbiffle@barbershop.org

ExecuTive DiRecTor/
BOARD SECRETARY

Larry Deters ® Brentwood, TN
800-876-7464

ldeters @barbershop.org

Clarke Caldwell * Nashville, TN
(Ex Officio, Harmony Foundation)
ccaldwell @ harmonyfoundation.org

Boarp MemBeRs AT LARGE
Rick Ashby e Litiz, PA
717-625-2945

rashby@ptd.net

Ted Devonshire ® Port Hope, ON
905-753-2002
cedev@eagle.ca

Don Fuson  Leawood, KS
913-897-0625
donfuson@kc.rr.com

John Miller » Westport, CT
203-254-9594

John.miller@nbcuni.com

Gary Parker © Dallas, TX
972-980-9893
gwp73@sbceglobal.net

Society Historian

Grady Kerr

(214)-574-5377
Grady@GradyWilliamKerr.com

Jim Sams e Collierville, TN
901-488-3128

Jimsamsca@bellsouth.net
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Society Web Site — ebiz page

|\ BARBERSHO?
HARMONY
= SOCIETY
customer portal to the Barhershop Harmony Society

ebiz.BARBERSHOP.O |
Rt

l\
0
b
(

Home RENEW MEMBERSHI® Find My Records My Memberships  Quartsts  Order History \.J View Cart  2ay Duss Renewals Contest Entry Logged in a= Michaal Lanatot - 154266 Logout

Welcome, Michael Lanctot Help:
How do I find my ebiz password?
Logout

Find:
Members - Quartets - Chapters
Locate other Members, Quartsts =nd Chapters using & varisty of search cptions.
NOw! Member Management
Take charge of your account, Change your address. renew your mambership, make

payments online

Chapter Management
Get your chapter roster, Sacratariaz can manage your memberz' profiles for them, Enter or
Change Chapter Officerz, and much mare

Renew Your Quartet or Register a New Quartet

Want to manage your quartet? Now you can online with Barsershop Harmony Scciety's enline
Quartet Managment capabilities, Register 3 new Quartat. Renew your Quartet's membershi
or change Quartet membars

2015 LA/COTS Training




ebiz page - Customer Service Ceng\\\\ =

~

[——
\‘\
Y ) \D ‘ BARBERSHOP
e lZ [ l ) [ \ ’l A ’E( 53 HARMONY
custome rp rtal to the Barbershop Harmony Soclety %403

Home RENEW MEMBERSHI® Find My Records My Memberships Quartsts  Order History \.__! View Cart 23y Duss Renewals  Contest Entry Logged in a= Michael Lantot - 164266  Logout
Customer Service Center

Update User Profile
Update Name, Address, Phone, Paszvword, e

Open Shopping Cart
Open a praviously saved shopping cart
Order History

View hiztery of all Orders Placed, Order Status, Balance Dua

Make a Payment

Mzks 2 paymant on an evisting order
Renewals
Ranew membershiplz) and subscriptions

Provides ready access to member to update his information and services like: Pay
fees or dues or order things from the Harmony Marketplace.

Provides services to the chapter secretary and chapter president.
Secure!

Easy to navigate even for a computer challenged.
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ebiz page - Members 7\ =

ebiz.BARRERSHOP.ORG

customer portal to the Barbershop Harmony Society
Home RENEW MEMBERSHI® Find My Records My Memberships Quartsts  Order History \._;I View Cart Pay Duss Raneszls  Contest Entry e = Michael 2 Logout
First Name or Nick Name  Bagins With Member No.
Last Name Begins Witf
City Begins With search by proximity
State Bagins With
Email Begins With

Home Phane Begins With

| Search || Reset |

Search results will appear below

TIPS

Fill in as much known information as possible.

Partial “key words” are okay , if you are not sure of exact spelling.

Names O’ (i.e. O'Reilly) enter last name as “O” and remainder of last name
More information included narrows the search.
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ebiz page — Quartets

L e
Y)ADD l YCLIANADAD A ) )
ebIZ. I )\ I \ DI 1 YU, ORU 1y HARMONY
. € Carla . SOCIETY
customer portal to the Barbershop Harmony Society WD
Home RENEW MEMBERSHI® Find My Records My Memberships Quartsts  Order History \._{ View Cart  Pay Duss Ranew Logout
Search Quartets Search Results
) Search by Name

Name Contains

Locate Quartets Within Miles of

City, State/Province
OR Zip Code

Search Reset

TIPS

Enter name of the quartet EXACTLY the way it is spelled.

Partial “key words” is okay , if you are unsure of exact spelling.

Be careful. Some quartets deliberately misspell their names.

Active (paid-up annual registration) registered quartets listed only.

May locate multiple quartets within a specific geographic location (City/Postal Code).
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ebiz page - Chapter =3

ebiz.BARRERSHOP.OI

customer portal to the Barbershop Harmony ¢

Home RENEW MEMBERSHI® Find My Records My Memberships Quartsts  Order History WY View Cart  Pay Duss Renewals Contest Entry

Chapter Search
@ By Proximity
ocate Chapters Within

City, State

Zip Code
O By Name

Chapter Name Contains

Chorus Name Contains
() By District

District

| Search || Reset

Search Results

TIPS

Intuitive approach to finding a specific chapter
You can obtain a list of all chapters in a specific geographic area or district
Use of partial “key words]” in name or nickname of chorus is okay.
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crtaly

Society Web Page — Document Center

N
/5

e/

Hems Casnt 3~ ot Find a2 Chorus or Chaptss Find 3 Cuanst Mo Donas

New Champions Crowned

The Anaheim Convention results are in, See results and scores

You can sing, too! .
What is Barbershop Harmony? Srard ; . Members Only Area

e ang ' Members Cick Here

e les Wty A
G ¢
. = S

6

Iinternational Convention 8id
Information

GOk here Ior into

Where can | ses 11?7
MAS BPCOITING P

SorTrancet Ip your sres Upcoming Events
a ¢ M ANLRILAS
— - e.m Q)

L pp— - —— s S BB - b
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Home Calendar Contact Finda Chorus orChapter FindaQuartet Shop Donate Documents NMembers

BARBERSHOP HARMONY SOCIETY
ENRICHING LIVES THROUGH SINGING Search

Documents

REIS W Nt Board of Directors Business & Contest & Judging
Finance

Collegiate Quartet Contest 2

Documenis (5

Seneral Contest & Judging

olicy Documents (3

Copyright/Legal Digital Publications Education (7
copyright/ LeQal (s Direct & Teach (21)
The Harmonizer (1)

{ammony Unwersity (34
ead the Chapter 1
Music Scholarships (1)

IS 2
Singing 3

Jsing Finale (3)
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2/1/15

RN

N

N
Society Web Site - Document Center __;\\&

General Misc (114 Get & Make Music Harmony
: Foundation
seneral (a)

Arrangement 8 Notstio Harmony Foundation 2

Forms (2)

mangemenits (18)
ree Musictar Frinting (40}

{eritage of Harmony Sheet

Music (04)
Jusic Premiere Series 1

Remembrance Day Music

Marketing (53 Membership (31 Press Kit (23

Membearship Doouaments (10

Quanet Singing and

Renewal 2

2015 LA/COTS Training




Singing For Life Singing Valentines Youth

Seneral Youth Documents (2

Canada Blood Drive 3inging Valentines )

Newspaper Ads 2 Youth Chorus Feslival
Jocumenis (8)

Canada Flyers )

-anada Poslers 12)

singing for Lite General (7)

3inging Far Life Harmonizer

Articles ()

Most downloaded files

Click here to search Music Arrangement Latalog
Harmonizer July - August 2009

Click here to search Music Arangement Catalog - Exce
Music Premiere Song Seleclions Dy Year

Membership Application and Transfer Fo
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Home Calendar Contact Finda Chorus orChapter FindaQuartet Shop Donate D )cuments ’ Members

BARBERSHOP HARMONY SOCIETY
ENRICHING LIVES THROUGH SINGING Search

\
Am-’mam(m{um&mns(cmns(mm’mmmn Resom:es'ﬂog"

Documents
Search Document Center .
INole: The document searc wil search al 3 names, 30d 6ot Chapter Business Documents

DOUMSA! CRtEgary OF S50hon Names

|1}i earc h|

2007 Strateqic Flanning for Your Chapter
come Ta<xRelurn 920-T
2008 Instructions 990-
2008 Instructions S90EZ
ax Farm and Instructons

2008 Org Exeampt Under Seclion 501-¢-3 Schedule A
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2/1/15

Does not require password
to access.

Provides access to forms
and documents in Word
or PDF format

Acrobat Reader for PDF
files is downloadable to
your computer at no
charge

Many manuals and
booklets are
downloadable to your
computer/printer on this
site.

2015

[

o N
22

=\ '«V_
o A4 QAN -
e

Society Web Site www.barbe

N
ebiz fm// r \\
Does requir'éfp#s’v&brd tc

dCCess.

Provides access to
reports, lists and
specialty -
entry/registration forms
of specific importance to
the chapter secretary.

Provides access to
member profiles that can
be updated by the member
or chapter secretary. A
verification posting sent
after each profile is
updated to CS and
member.
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Contest Entry

Contest Entry Form is

completed online at
www.ebiz.barbershop.org

 Entry is automatically sent to

- T

2/1/15

the District Representative of
Contest and Judging

for your district, the
Convention General
Chairman and the contest
CAs

here is a deadline for
submission of the Contest
Entry form (CJ20) and it
varies from district to district.
Contact your district
Representative of Contest
and Judging for the deadline
and special rules.

2015

LA Reoc

Information abg
be received from your
district’s LA Coordinator
in October.

Coordinate the list of chapter
officers attending and
complete and submit the
LA registration.

The payment for LA is a
legitimate chapter expense
that will require a motion at
your chapter board meeting
authorizing the expenditure.

Encourage all chapter officers
to attend LA; both new and
veteran officers.
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Certification of songs
sung at contest’

+ Submitted as part of contest entry process

* Chapter Secretary certifies that songs and
arrangements are legal according to
copyright law.

- Submits song titles, composer, arranger
and proof that songs were purchased
legally and arranger was paid for services

* Re-enters contest online if the songs
chorus plans to sing change.
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- It is vital that the chapter secretary is able to
determine and certify that each member of his
competing chorus is a paid-up member of the *
Society.

Certification of p
members at con

- This is especially critical when a member’s
renewal comes due immediately prior to the
spring, fall or International contests.

* Penalties for having non-members or non-paid-up
members singing at a contest may be severe, up
to and including disqualification of the chorus.
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CONTEST ENTRY PROCESS —
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Contest Details

D Quartet ® Chorus ovLQ 3 =
International Chorus

Convention Name Preliminaries and District
(Quartet Convention
Convention Start Date|10/30/2009

n \ |

Where D? you want to EVG Evergresn Convention End Date |11/1/2009

Compete? [ ‘

CJ20 Cutoff Date 110/20/2009

Convention Type District Only
QUARIEIS -- Be prepared to
state whether your quartet is
a novice quartet(by District

Note to Entrant Contest Rules) when you
complete the contest entry
(CJ20) Form, which will be

, |confirmed by the EVG DRCJ.

Panel Size 3

Airport Code

O International @ District or Division

Convention : nternational Chorus Preliminanes and Distnet Quartet Convention-O v

V PI A | e

State BC

C057 Bellevue Dec 31 2010 CONTINUE Country :CANADA
Zip IVON 1B4
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Denny Stiers

Stuart Tumer

Donny Rose

Select from the following list of Directors ?

If the Director is not in the above list, please enter the MemberlD and click

ADD 2
Select Contest Sub-sessions

Find v Select all applicable contest sub-sessions for your competition from below list.
List of Directors (Note : Max you can select is 2) 1f you click a Chec .t:-ox and it does not result in a checked box, that is because the DRCI will make that decisio
Momber 1D CRA T r:
239392 Donny Rose . Syt i eis : g
- If you are entering both District and Division contests, select applicable contest sub-sessions from each.
| Home | Continue B | ~F District and
box and

Save

Enter Ceontest !

® Chorus

| Save Save and Continue Save and Finish Later Save and Finis Home
Select ______ SubSession Name

International Preliminary Chorus

District Chorus
District Small Chorus

Most-Improved Chorus

Scores for Evaluabon Only

Mic Tester only
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Evaluation Type Normal Evaluation and Coaching

Select Riser : —Select Riser—

Estimated number of
Participants on the stage

Song Entry Process

I'he next series of screens will permit you to enter all of the information required to satisfy the clearance requirements for
the songs that you plan to sing in the contest. This process can be done quickly if you have all of the information with
Give any specific instructions you when you start the entry process. You may enter as many songs as you want and are not penalized if you enter
or requests in this area for more than is required for your projected number of rounds but the system will warn you when you have not entered the
the DRCJ required number of songs based on the types of contests you have selected in the previous entry screens. A one round
contest requires 2 songs, 3 two round contest requires 4 songs, etc. and you will have to have the required number to
compste.

Instructions about submitting song clearances

BHS Marketplace Songs or Medleys carried In the BHS Marketplace

Continue Song Entry [ Save and Finish L

medley when you purchased it, If you don't know the 1D number,
you can anter all or 3 portion of the song title and it will search the marketplace song inventory for the arrangement 1D number and you can
select the correct one

Other Sources

Thase instructions apply to songs that you did not get through the BHS Marketplace. You will need all of the detailed information providad at
the time= the arranger rec=ived the copyrght clearance. 1f it is » medl=y or song arranged by you or scquired from ancther arrang=r, you will
nead all of the proof of copyright clearance infoermation for all songs in the medley. If the arranger used a marketplace song as part of the
nedley, you can enter the markstplacs 1D in that medley submissior

Continue

2015 LA/COTS Training




CONTEST ENTRY PRO

Song Entry Process

@ Market Place O Other Source

[ Showr Saved Songs ] l Finish Contest Eniry I Exit To Finish Later I

Click HERE to see songs previously saved in other conventions

Enter the 1D for the Song Purchased :
Enter SonglD or SongTitle and press search
Search for the Song Title :

Song Entry Process

@ Market Place O Other Source

[ Show Saved Songs l [ Finish Contest Eniry I Exit To Finish Later I

Click HERE to see songs previously saved in other conventions

Enter the 1D for the Song Purchased : 6370
Enter SonglD or Songl itle and press searcnh
Search for the Song Title : Search

——m_m-

6370 202407 Nobody's Sreeth 1. Kitzmille cokt P\Cdl
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MODULE #5 (Altemat:;ﬁ?g\w
Grant Writing Seminat (%/7/ )§
)

Session #7 (30 minute
Role of the chapter secretary in the
grant writing process.

What are you trying to achieve by writing
a grant? -
What are the things a chapter secretary
should NOT do?

Session #8 (50 minutes)
What are the tools you'll need?
- Society Grant Writing Booklet
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Session #7

Role of chapter secretary/
writing process

»

* Member of the Grant Writing Team

- Resource for gathering information for the teant"
and helping to keep things organized

* Provide input, as needed
* Provide proofreading support

* Provide suggestions for presentation of the
finished product to the group providing the grant

* Provide follow-up support and liaison between
the chapter and the funding group.
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Gathering the te

- Seek direction from the chapter board. Have a realistic goal!
+  Keep the team small in number.

« Gather a diverse group of members who could work well togetlgr.

Leaders with common sense and can motivate the team.

Visionaries that can see and seek the possibilities how a grant may assist the
chapter and also promote our hobby.

Writers who can prepare a document for presentation to the funding agency

Front men who can interface in a positive way with the agency

Proofreaders that can pick apart the document that will need to be prepared

- Seek “worker bees” that will commit time and effort to the project.

+ Seek those with the qualities you seek for the project — don’t ask
for volunteers, personally ask those you want!

 Provide a positive work environment.
*  Find members that are positive about the outcomes.
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What are you trying ""‘3
achieve?

* It’s not about $$%$$, but about building a
reputation and a relationship!

* There is no free lunch — You must offer *
something of value in return.

* The funding agency must like you.

* You must like the funding agency.

* You must be flexible.

* You must reach a wide group of people.

* You must show a return for the funding
agency... it’s not about the $$$$
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Preparing the grounc
for a successful prc

Identify potential funding agencies.

Research the funding agencies.

Learn when the funding agency decides on
potential grant applications.

Meet with the key people in the selection process.

Exceed what the funding agency is seeking.

Listen to the customer (the funding agency).

Follow-through on what you promise.

Seek feedback from others to improve.

Sell what you do best... BARBERSHOP SINGING.
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- Society/HF Grant Writing Handbook.
* Library books on grant writing &
 List of potential grant funding
resources and leads
- Application for the grant
- Computer for word processing
 Location to meet regularly and develop
the proposal.
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What not to dc

- Don’t procrastinate... set and meet your
deadlines and those of the funding agency.

« Submit a grant proposal with typos. -

« Submit a grant proposal not meeting the specific
goals and standards of the funding agency.

 Don’t just ask for $$$. Show the funding agency
how you propose to earn the grant money by
doing something that enhances the funding
agency’s image in the community.

- Always give something in return for the grant
money.
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What to do!

* Build relationships everywhere.

- Connect barbershop singing with the funding
agency... it’s like apple pie and mother. o

- Get involved with the arts community... cast
bread on the water.

- Start small with your proposal, be successful,
and promote a larger proposal next time.
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What happens if we
get the grant?

* Find out why... ask for feedback as to why your proposal
was rejected.

-
- Refine your presentation.

- Few organizations get grants the first time around... keep
trying.

« Build relationships! Know the people you’re trying to get a
grant from.

- DON’T EVER GIVE UP
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Each chapter secretary will be able to:

>

v V Vv V¥V V¥V VY VYV

2/1/15

Demonstrate how to navigate the
www.barbershop.org web site and
locate documents and forms.

Demonstrate the process of completing
and submitting the Membership &
Transfer application form.

Describe the factors determining the
correct membership classification.

Describe the show clearance and
licensing process.

Describe the need and claim process
for liability/bonding insurance.
Outline the legal documents that
should be stored by each chapter.
Describe the reasons why the Youth
Policy and Incorporation are needed.

Describe the various roles of the CS in
efficient chapter operation.

Outline the CS priorities and proper
relationships with the CP and CT.

YV V. VYV VVY V

Outline the process for transferring to a
new chapter.

|dentify the qualities of a leader.

|dentify the ways a CS can be an effective
chapter leader.

Describe the four different EasyDues
plans available to the members.

Outline how a chapter roster can be
generated by using the Society web site.

Discuss and demonstrate the
fundamentals of Parliamentary Procedure.
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