SCNN COMMITTEE and COMMITTEE CHAIRMAN

JOB DESCRIPTIONS

Page 2 of 2
SCNN, Inc. Committees & Chairs Job Decript.doc

Organization
Per the SCNN Bylaws 5.1, committees are established by the Board of Directors, and “the scope of responsibilities of the committee and the duration of that committee shall be determined from time to time by the Board of Directors”.  Current standing committees with unlimited duration are as of January 16, 2010:

(  Neyagawa

(  Taizhou

(  Greifswald

(  Public Relations

(  GlobalBee/Annual Meeting

(  Young Artist Showcase

(  Governance


Subcommittees: Nominating, Bylaws Review, Policy Resolution Review
(  Membership


Subcommittees: Membership Events (meetings, socials)
(  Executive Committee (Officers /City Chairs /Immediate Past President)

Subcommittees: Annual Retreat, Board Orientation, Strategic Planning
(  Finance


Subcommittee: Fundraising/Grants
Per the SCNN Bylaws 5.2, the Board of Directors has the authority to “impose any requirement(s) it desires on the composition and size or the committee”.  As such, Committee Chairs shall be appointed by the President from the membership after the December organizational meeting of the Board and may or may not be members of the Board of Directors.  Committee Chairs shall serve for a period of one (1) year and may be re-appointed, but shall not chair the same committee for more than four (4) consecutive years.

Committee Chairs shall have the authority to determine the composition of their committee however each committee must consist of at least 5 members with at least three (3) non-Board members serving.  Committee Chairs shall encourage all committee members to be paid members of SCNN.

The job description below has been established to guide Committees and Chairs in the execution of their responsibilities.  The Board maintains the right to revise the job description as needed.

Responsibilities of Committee Chairs
1. To appoint a Vice Chair to assist in leading the committee and to serve in their place when not available.

2. To seek and obtain committee members and provide a list to the SCNN President by January 31 of each year.

3. To call at least four (4) meetings over the course of twelve (12) months.

4. To appoint a committee member as the recording secretary of the committee.
5. To report at each Board Meeting on the activities of the committee or to provide a written report if not in attendance.
6. To guide their committee in setting goals, objectives, expenses and time lines, and to present those goals at the Annual Board Retreat.
7. To prepare a budget based on committee goals and objectives and abide the requirements established in Policy Resolution #1, Funding and Support of Official SCNN Activities.  The Chair shall also ensure that, per the Bylaws 5.1, their Committee does not “spend more than one thousand dollars ($1,000) during any fiscal year without prior approval by the Board of Directors”.

8. To consult with the SCNN President and Executive Director regarding any major developments and/or changes pertaining to the committee.
9. To consult with the SCNN President and Executive Director regarding staff time and assistance.
10. To provide an annual report of the committee’s work at the November Annual Membership Meeting.

General Responsibilities of Committees
1. To establish or review committee goals annually and develop exchanges and activities designed to reach these goals.
2. To “DO” the specific work of the committee, i.e. executing the committee goals and activities (arranging home stays, organizing raising fund raising events, conducting workshops and seminars, planning events etc…).  Such activities shall be carried out with the support of the Executive Director.

3. To provide and transport materials or equipment for committee meetings or exchanges.  If materials or equipment must be purchased or rented, or expenses incurred during an exchange, the committee will coordinate with the SCNN office for payment or reimbursement.  Reimbursements will be made provided they are in keeping with approved expenditures and receipts are provided within 120 days of purchase and in the same fiscal year.

4. To arrange for mailings (design, printing, labeling etc…) regarding committee activities with the assistance of the SCNN office.  Postage will be provided by SCNN unless donated.  Committees shall give as much advance notice as possible for any large mailings.

5. To keep record, on a form provided to the committee, of in-kind services (housing, food, volunteer hours, transportation, telephone calls, etc.).

6. To gain approval of the Public Relations Chair and President prior to disseminating information to the media.
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