Membership Coordinator

The Membership Coordinator is elected by the membership of the Region.

She shall:

1. represent the interests of chapter management and membership on the RMT;

2. communicate president/team leader and chapter needs and issues to the RMT;

3. provide and facilitate a forum for presidents/team leaders at Regional events;

4. instill in members of the Region an awareness of their relationship to the organization, to the Region, and to other choruses;

5. develop a plan, in conjunction with the Education Coordinator, to teach chapters in revitalization ways to attract new members and retain existing ones;

6. plan and implement programs in the area of membership growth and retention;

7. work in coordination with Marketing Coordinator on membership growth and retention plans;

8. visit and maintain regular contact with chartered chapters to promote membership growth and retention programs;

9. guide prospective chapters through the Steps Toward Chartering program;

10. assist chapters in revitalization with growth and retention programs;

11. develop support staff to assist in planning and implementing programs such as:  Steps Toward Chartering, Membership Recruitment, Membership Retention; Chapters in Revitalization;

12. appoint a Chapter-at-Large Coordinator to ensure CAL members’ awareness of an inclusion in Regional events, programs, and publications;

13. appoint a Chapter Coordinator to maintain regular contact with chapter presidents/team leaders to assess and communicate chapter needs to the Membership Coordinator;

14. mail welcome letters and brochures to new members;

15. complete and submit budget requirements to the Finance Coordinator no later than four weeks prior to the Winter Management Team meeting;

16. identify and encourage potential Regional Leaders; 

17. communicate regularly with the Presidents/team leaders of all chartered chapters in the Region to assess needs and report any issues to the Management Team;

18. keep the Region informed of all actions and important information regarding Regional and International matters through the monthly RMT Update to Presidents/Team Coordinators, Directors, and any other interested Region 26 members;

19. interview chapter Presidents/Team Leaders at the annual Fall Workshop (or any other event where chapters request same);

20. at the completion of her term of service, review all job descriptions within her purview, forward recommended changes or advise that no changes are required, to the Regional Bylaws and Rules Chair; 

21. identify and encourage potential Regional Leaders; and

22. appoint, with ratification by the RMT, the Regional Historian.


A. Historian

a) The Historian shall produce a written record, to be filed in a ledger, that consists of a non-pictorial, statistical report of the year’s events.  An electronic copy of the document shall be produced and filed with the ledger. The following will be recorded:

· names and titles of members of the Regional Management Team and members of the administrative, membership and musical teams;

· reports on workshops, meetings, conventions and other Regionally-sponsored events:  site, host chapter (or Regional administrator), faculty, numbers attending and theme;

· names, directors, and president/team coordinators of all chartered and prospective chapters;

· Regional total membership as at April 30th
· results of Regional competitions

· results of Region #26’s competitors at the annual International Competition

                                                         any other special or extraordinary event during the year.

b) arrange for the purchase of photographs for each competing chorus and quartet from the annual convention, for the Regional History Book;

c) offer guidance and encouragement to chapter historians and prospective chapters in beginning and maintaining a History Book; and 

d) display the Regional Wall of Fame at Regional events, as determined by the RMT.

B. Presidents’/Team Leaders’ Forum

The Membership Coordinator, or her alternate, shall facilitate the forum.  She shall:

a) write to chapter presidents/team leaders, introducing herself, listing proposed agenda topics and inviting their comments and additional suggestions;

b) write to prospective chapters, inviting them to send a delegate;

c) compile a draft agenda and, four weeks prior to the Forum, send a copy to each president/team coordinator and ask for any further suggestions of topics of general interest;

d) actively encourage the presidents/team leaders to attend the meeting or send a designated alternate Board/Team Member to participate and take back information to the chapter Board/Team (see Region #26 Standing Rules);

e) be familiar with Regional and Corporate Bylaws, the Policy Book and Chapter Guide; bring a current print or electronic copy of each to the meeting for ready reference;

f) prior to the Forum, appoint a secretary (preferably not one of the presidents/team leaders) to take minutes of the meeting;

g) work with the Regional Events Coordinator to ensure the meeting room has the necessary equipment, materials or amenities, including white boards, easels, paper, water or name cards;

h) review and approve the minutes of the Forum; be responsible for the distribution of the minutes within 30 days of the Forum to all chapter presidents/team leaders, Regional Management Team members, Off-Board Chairs, International appointees, prospective chapters and the Membership Coordinator at International Headquarters.  Comments and suggestions for agenda items for the next year’s meeting should be invited and filed for the following year; and report to the Regional Management Team any specific suggestions for the conduct of the next year’s Forum or concerns regarding the conduct of this year’s Forum.

