Team Coordinator

The Team Coordinator is appointed by the Regional Management Team.

She shall:

1.
facilitate all meetings of the Regional Management Team;

2.
coordinate the agenda for Regional Management Team meetings with input from members;

3.
appoint a Parliamentarian for each Regional meeting;

2. monitor implementation of the Region’s strategic plan;

3. review and approve all chapter standing rules; 

4. maintain the Regional calendar - approve dates of all chapter functions, and advise Website manager for publication;

5. invite Regional personnel to make “opening remarks” for contest sessions;

6. coordinate the Spirit of 26 Sweet Adeline of the Year Award;

7. prepare the proposed list of presenters for approval by the RMT, invite awards presenters and MCs for contest sessions and provide the finalized list to the Regional Events Coordinator (EVC) and Program Chair in accordance with the deadline date;

8. coordinate, with Directors’ Coordinator and Membership Coordinator, the Team Leader, President/Director/Membership Chair acknowledgement at convention;

9. ensure that appropriate gifts are purchased for members of the Regional Management Team on their retirement for presentation at 1st Nite (suggested maximum cost is $75 per gift);

10. send congratulations to Regional award recipients;

11. ensure that appropriate flowers and gifts are purchased and presented to Director and Quartets competing at International Competitions;

12. send congratulations to International Competitors;

13. send greetings to choruses prior to their shows;

14. identify and encourage potential Regional Leaders;

15. at the completion of her term of service, review all job descriptions within her purview, and make necessary changes to Regional Job Descriptions;

16. be familiar with the following Sweet Adelines International resource literature:

· Bylaws - Corporate, Regional and Chapter

· Policy Book

· Chapter Guide

· Guide for Regional Standing Rules

· RMT Handbook, especially Chapter 11, Election and Appointment Procedures;

· All revisions as published.

19.
be familiar with Robert’s Rules of Order, Newly Revised;

20.
review Regional Standing Rules and job descriptions and make recommendations for necessary revisions;

21.
provide copies of proposed revisions to the Standing Rules of the Region to the Corporate Secretary for approval;

22.
provide updated, Internationally approved copies of the Regional Standing Rules to RMT members, International appointees, Off-Board Chairs, Chapter Presidents, Chapter Bylaws and Rules Chairs and Chapter-at-Large members within Region #26 by posting the revised document on the Region #26 website, and advising all members of its availability via the monthly RMT Update;

23.
regularly review the Regional Job Descriptions, incorporating recommended changes from out-going chairs, make recommendations for necessary revisions to International and the RMT for approval, and distribute approved copies to all Management Team members, International appointees, Off-Board Chairs, Chapter Presidents, Chapter Bylaws and Rules Chairs and Chapter-at-Large members within Region #26, by posting the revised document on the Region #26 website, and advising all members of its availability via the monthly RMT Update;

24. remind all RMT members that up-to-date copies of the Policy Book, Chapter Guide, Corporate and Regional Bylaws and any other Sweet Adeline International resource literature they request are available on the Sweet Adeline International website;

25. collaborate with the Communications Coordinator to distribute communications from international headquarters and in-region communications so that all communications are received in a timely fashion; and

26. develop a support staff to assist in implementing responsibilities such as:  Chapter standing rules review, Regional Calendar.

A.
Bylaws and Rules Chair



The Bylaws and Rules Chair is appointed annually by the Team Coordinator, with ratification of the Regional Management Team.  She shall:

1. be familiar with the following Sweet Adelines International resource literature;

· Bylaws - Corporate, Regional and Chapter

· Policy Book

· Chapter Guide

· Guide for Regional Standing Rules

· RMT Handbook, especially Chapter 11, Election and Appointment Procedures

· All revisions as published;

2. be familiar with Robert’s Rules of Order, Newly Revised;

3. review the Standing Rules of chapters in Region #26 every  two years, using pertinent governance documents such as the Corporate Bylaws and the Standard Form Regional Bylaws, Chapter Guide and Policy Book to:

· ensure their compliance with the Corporate and Regional Bylaws and Policies; 

· assist Chapter Bylaws and Rules Chairs with the wording of their Standing Rules to prevent misunderstandings;

· help Chapter Bylaws and Rules Chairs understand the bylaws and policies of the International Organization;

4. provide to the Team Coordinator copies of all correspondence with chapters and prospective chapters regarding their Standing Rules revisions;

5. maintain a file of each chapter and prospective chapter in the region with a current copy of their standing rules;

6. access all pertinent International governing documents on the International website, as pertinent International literature is updated regularly as needed;

7. forward a full report incorporating assignments, actions taken and current status of each task to the Team Coordinator at least two weeks prior to each Management Team meeting.

B.
Spirit of 26 Sweet Adeline of the Year Award

a) publicize the award and its criteria to the Region;

b) invite each chapter to submit one nominee for the award;

c) establish a selection committee consisting of the past year’s recipient, a representative of January Jazz quartet, a member of the Membership Development Team (as determined by the Membership Coordinator), and chaired by a Regional Management Team representative or liaison as appointed by the Team; utilizing established criteria, determine the winner and two runners-up;

d) arrange the display of nomination letters in a prominent place at convention; and

e) announce and present awards at the annual “1st Nite” show.
