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“A good objective of
leadership is to help
those who are doing

poorly to do well and
help those who are

doing well to do even

better.”
Jim Rohn
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Course Descriptmﬁﬁ‘

The Secretary Track prepares new or veteran ch%)t )é\
secretaries to handle the numerous operational functions o
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.

10/16/2009 2009-2010 LA/COTS Training

)




Course Objectives

Each chapter secretary will be able to:

> Demonstrate how to navigate the
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.

Outline the process for transferring to a
new chapter.

Identify the qualities of a leader.

Identify 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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# Listening —really
listening

# Creating an
exciting vision

# Enrolling others in
your vision

# Being unstoppable
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Leadership vs. Manage

Leadership
Inspires a shared vision
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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Class Introductions/Chapter
Secretary Job Description
Introductions

Role of Chapter Secretary
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
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Session #1
Introductions _, / *

Welcome to Chapter Secré
Leadership Training!

 Your name and where you’'re from?

* Number of years in barbershopping?

« Number of years as a chapter secretary?
e Two highlights of my barbershop life?

« What do | hope to get from this training?
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Role of the Chapter Secr

Serves as the business manager/Operating Officer forlthe chidp
Maintains and updates all chapter membership records

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

Makes sure the chapter stays legal and maintains the legal files
Handles licensing paperwork and clearances for shows

Assists the chapter treasurer and helps to keep the chapter
financially in the black
Orders chapter supplies and merchandise
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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
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g
Secretary’s Yearly Sche

(see page 6 Chapter Secretary Manual for additional de / é

Jan — Bonded mempersjin 'nutjs

Jan — Remind CP {o apgoint
nominating and Financial Review
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

LA/COTS Training




A leader is...

... avisionary

... understands what motivates every

member of the team
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Build the team through leade

Lea_der'shig — Who is the leader and %kﬁ/)\a\. ?

gualities make the person a leader?

Decision making — How were decisions
made?

Planning — 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 Or r
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Robert’s Rules of Order (revised) is an excellent resour a

your chapter in running their business meeti
-- however --

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

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 aroll 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

10/16/2009 2009-2010 LA/COTS Training
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Why use Parliament%

il

Procedures?

.. 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 & Motlons

Quorum Types of Mﬁg\

A quorum is the minimum Main motions
number of officers or members

required at a meeting in order to Subsidiary motlons
conduct business - Amendments to the motion
- Motions to table
Privileged motions
- Personal privilege

: . - Point of order
50% (or more) of voting officers id | :

Motions to reconsider
- Requires 2/3 majority and
special requirements to

30% (or more) of all general reconsider
membership present
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Your role at Chapter Board Me

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 Responsibilit@‘
/”/

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.

@
\\\M
, ‘%
Record accurate min;utes.

Provide input during meeting
discussions.

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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10.

11.

12,

SAMPLE Agenda

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

Cal to Order™The Old Songs”
Review and =21 the Agenda
Secretary’s Report
Actian: Miafon nesged fo facospl
Treazurer's Report
Aciion: Uofon neeged do freceiver?
Functional Vics-Prezident Written Regorts - Conzent Agenda
Chapter Development (Membership)
Music and Performance
Marketing and Public Relations
Program
Standing Commities Written Reports — Consent Agenda
Spring Shiovw
Budit Commites
Special Committee Written Regorts — Consent Agenda
Singing Yalentnes
nztallation Dinner
ﬂ Ulofan fo receive Consenl Apenca Repans
Communicaicns Report
Cld ar Unfinished Business
- Singing Valentines Music
Action: Wofon o speng 34800 do purchase Shging Valenfine mush by Lush Lihravan
Mew Business
- Donding
Actian: Uofion far bonding & Nstof mambers handing momey in 200
Announcement/Good of the Crder
Bob Smith is in the hospital.
Hamry Jones wife passed away over the holidays
Date, time and location of next mesting
Adjoumment“Kesp The Whole World Singing”
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Anytown (C-001) Chapter Board Meeting Minutes
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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

Onthe day of s - pm

The following directors were present

The following directors were absent

Gruests:

A. Secretary Report

There Owas O wasn

ta quorum of voting directors present

The minutes of the meeting of the directors held on 20 were read (copy attached). There was a motion to

approve the minutes.

= The current number of members in the chapter is
Cuarter

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 $ income the past month and expenses of §
ance of cash in the bank of § {copy attached) . There was a motion to receive the Treasurer’s Report

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

10/16/2009 2009-2010

- Other:

- Other:

1. Standing Committees (added items not in written report)

- Nominating

- Audit =
Show

- Community Service:
Interchapter:

- Other

w

. Special Committees added items in written report)

Other

Other:

D. Communication received since the last meeting was read and action taken as follows (copies altached)

E.  Old or Unfinished Business

F.  MNew Business

G. Announcement/Good of the Order

The next meeting of the Directors will be held on 20 at p.m. at the following
location
The meeting adjouned at pm

Chapter President Chapter Secretary

Attachments:
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Session #2
Membership & Transfer

The new form:
Replace all previously used forms;
S aone sheet/one sided form:

Handles all applications for reqgular,
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.
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Membership & Transfer Application
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Combined
Applicatio

New/Dual Membg
Complete Sections!I; I,

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.

LA/COTS Training 23




2010 Membership Classific

All members join the Society under one of the following ¢lasst
Further details about each classification can be found inthe
Secretary Manual. 2.3 & 2.4.

MEMBERS OF THE SOCIETY
Regular Member (RG) -amember 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 [Y2] —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] - a 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 Senior/50-year [R5/S5] - aregular or senior member who has been a member for 50 years or more.

Regular/Student 6-month [R6] - aregular or student member who has joined under a special membership
promotion of 18-month membership for a 12-month fee

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

NON-MEMBERS OF THE SOCIETY

Active Non-member - afemale person active in your chapter as a director, assistant director or who acts in
chairmanship role, but is not a member of the Society.
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Application for Student/Senior Society Dues Reduction Form
Cancellation of Student Society Dues Reduction Form

Mark all appropriate boxes...

O Application for Student/Senior Reduced Dues Rate
O Cancellation of Student Reduced Dues Rate

Send to: Barbershop Harmony Society, Membership Services Department, 7930 Sheridan Road, Kenosha, Wl 53143

Date , 20

This form must accompany the Member Renewal Card or Member Renewal Notice for each member
eligible for 50% reduction of Society dues. Provide information as indicated (Flease Print)

(Renewal Only) Member is 70-years old or older and has been a member of the Society for ten (10) or more
years af the time of current expiration date.

Member is a full time student as of the date of expiration date (Renewal) or as of this date (New, Reinstated,
Late Renewal, or Dual).

Member is no longer a full-time student as of (Renewal, Late Renewal, or Dual).

/

Member's Name Member's Number Date of Birth

Verified (Chapter Secretary) Chapter Chapter Code #

10/16/2009 2009-2010 LA/COTS Training
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2010 Dues Structure%\; _

Regular [RG] Society Dues - $101.00

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

Seniors [SN] Society dues - $50.50
Youth [Y2] Society dues - $50.50

Dual Membership Society dues - $101.00 (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 - $101.00 + district dues
<insert> District dues - $xx.xX
Chapter dues — varies
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MODULE #2 - \/
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Membership & Legal Requirer
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Session 3 (30 minutes)®

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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10/16/2009

Session #3
4 EasyDues Payment Op

EasyDues Annual Payment

Member pays his full dues upon receipt of
the invoice from the Society.

EasyDues New Member Installment Plan

Plan designed for NEW members only.

Member pays $10 Enroliment fee upon
joining.

New member either pays one-half the dues
upon joining with balance dues 6-month
later or has 1/6'™ of his dues paid monthly
with Autodraft payment through
checking account or credit card payment.

Completes Autodraft payment form and
submits it with Application, if he chooses
to pay in six increments.

Upon full payment member receives New
Member Kit, Membership Certificate, lapel
pin, and membership card with expiration
date 12 months from the end of the 6-
month installment membership.

2009-2010

EasyDues| Aogrgf|
Monthly prepayment/pkan’cqgllect
Visa/MasterCard credit card only.
Put into effect for the'following year after
you pay the current year’s invoice.
Autodraft application in CS Exhibits Manual.
Beginning in 2008 no AutoDraft EastDues using
share draft from checking account for new
members. -

Easy Dues Escrow Plan
Sometimes called “Pay As You Go Joe”.
Member pays a portion of his dues weekly or
monthly to the chapter treasurer or his
designee.

Chapter treasurer or designee issues a
receipt for cash received from the member.

When renewal notice is received by the
member he submits this notice to the
chapter treasurer who issues a check to
cover the amount on the notice. The
member sends the check to the Society.

Major disadvantage of this plan is that it
requires a large amount of bookkeeping for
the chapter treasurer.

LA/COTS Training




AUTODRAFT ENROLLMENT FORM

Please charge my membership dues on a pro-rated monthly basis to my:

1. Credit Card
[] MasterCard Credit Card Number EXPIRATION DATE
[] VISA Account Credit Card Mumber EXPIRATION DATE
] AMEX Cradit Card Number EXPIRATION DATE
] Discover Credit Card Number EXPIRATION DATE

2. Checking Account — a voided blank check is enclosed

Name (print):

I am a new Society member

[ am a current SDCI'-‘."I}' member

Member MNo.

Signature

Date :

10/16/2009 2009-2010 LA/COTS Training




Tell members abouts
the various options

for paying
their dues or programs
that will
save them money on

their annual dues

10/16/2009 2009-2010 LA/COTS Training




Annual Renewal

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. -

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.

10/16/2009 2009-2010 LA/COTS Training
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membet:
Go to Member’

On the ebiz pagle élick clm
the large red easy button

Member must pay with a
credit card

MasterCard

Visa

American Express

Discover Card
Posting will take a few
days, but once paid your
membership is renewed.

Consider EasyDues
payment options .
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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:
https://secure.barbershop.org/members/duesPay.asp....

If 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:

10/16/2009 2009-2010

Membership Dues Hotice 10072003
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Member dues that are less than Member dues that are more than
6-months late 6-months late

Member pays dues and adds a Member completes a new
$3.00 late charge fee to amount Application for Membership and

owed. submits fees with application.
Renewed membership card is New Member Kit, Membership

sent to chapter secretary. Certificate, lapel pin, and
There is no new expiration membership card is sent to

date... so, member needs to be chapter secretary.

reminded that it may appear to Member will have a new

him he gets fewer months membership expiration date.
before next renewal.
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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

Publish a roster quarterly after
renewals have been processed.

Generate a chapter membership
list from Society's “Members
Only” page.

Ask members to review their
information and update, if
necessary.

Society web page link to
“Members Only” can generate a
final roster for you, or you can
use the information to
construct your own Roster in
Word or Excel.

Distribute to the membership.

2009-2010

;’4
- dH

Not necessary to notify Society
or District Secretary of changes
for the general membership.s

Notification is intended for
chapter officer personnel
changes or changes in officer’s
information profile.

Complete and submit a Report
Change form or notify Society
and District Secretary by e-mail.

Notify the Society Immediately in
the case of a member who
passes away.

LA/COTS Training




Meetings - Reports - Edik Chapter - Officers - Dosnload Dada - Dues

Readily shows which/members
lapsed membership

It will help you with rosters
‘“-ﬂﬂ- 8-30- Gives an accurate count of

Helps keep chapterias g% [ N\
records organized ‘
ave

2008 J00E

membership in the various
membership classifications

Easy to read and interpret

Can assist you to determine which

members are eligible to compete
A el Provides capabilities to find

. information about members who:
s (20 - have dropped out of the hobby

- live within your area, but are not
affiliated with a chapter

- need current information to

update their membership profile

1
‘!II'.-HI.I'- 2junacam ‘ -

B b s ho 3 T feooimC it nat

O6-10- Oi-a0-
008 J0aR
OWERDUE |OWERDUE
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Anytown Chapter Roster (C-001)

Member#  FirstN
987654 Bill
986432 Stan
976541 John
976543 Ben
879675 Harry
8758890 Jim
987987 Bill
999288 Harry
898989 Larry
998999 James
876999 Robert
888888 Samuel
877778 Sanuel
980898 Herbert
935888 Ken
888889 Steven

10/16/2009

LastN

Anderson
Baxter
Doe
Dover
Gray
Johnson
Jones
Jones
Peters
Powell
Smith
Smith
Spade
Thyme
Tuckyfriedchicken
White

Bickname SoouseN

Bill
Bax
John
Ben
Harry
Jim
Bill
Harry
Larry
Jim
Bob
Sam
Sam
Herb
Ken
Steve

Marry

Claire
Cleo
Sue
Sue

Grace
Sarah
Mandy
Samantha

Elizabethy
Marilyn
Cora
Mary Lou

2009-2010

Address 1

1234 Center St.

2341 Center St., B-37
34241 SW

234-15rg Ave., Apt. 3
5400 Main St.

1435 Baxter Rd.

RR 37, Box 255

35 Sudden Valley Dr.
8745W. Wright St

4678 Wright St.

1647 Oak Ave.

2233 Maple Ave., Apt. 23
5464 Center St.

345 Walnut St., Soace 334
2324 Center St.

RR 15, Box 201

City

Anytown
Anytown
Anytown
Anytown
Anytown
Anytown
Ruraltown
Anytown
Anytown
Anytown
Anytown
Anytown
Anytown
Anytown
Anytown

State ZIP

WA
WA
WA
WA
WA
WA
WA
WA
WA
WA
WA
WA
WA
WA
WA

Ruraltown WA

LA/COTS Training
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1/15/06

Phone#

98111
98111
98112
98110
98111
98111
98122
98112
98112
98111
98111
98111
98112
98111
981512
98122

234-1234
234-2456
123-2345
456-7654
456-7654
456-1232
456-3434
349-1749
496-4545
342-6521
123-6754
456-9876
234-1556
340-5634
234-8675
456-5835

, h P

E-mail Address

BillA@aol.com

StanBari@msn.com
JDoe@comceast.net

BShop37@aol.com

Johnson234@aol.com
billsinger@msn.com
lead.singer@aol.com

JPPowell@nwlink.net
mittyZ23@aol.com

H.Thyme@msn.com
chickenman@msn.com

SteveW@ Aaol.com




Session #4
Society Youth Polic

It is the policy of the Society that all yout
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

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.

10/16/2009 2009-2010 LA/COTS Training




[Sample Form - Youth Membership]

Youth [Mame] Date of Birth
Parent/Guardian [Name|
Supervison(s) [ Chapter Member(s) Name(s)]

1, 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), s a
member of the Chapter named above. | acknowledge that | have received a copy of the SPEBSQSA Youth Policy
Statement ** [and the Youth Policy Statement of the Chapter| * have reviewed and understand the same, and have
had the opportunity to diseuss the same with officers of the Chapter. [ have also carefully reviewed and discussed
the Policy Statement(s) with the Youth, particularly his obligations and responsibilities as o member of SPEBSQSA
and the Chapter. [ understand that the Y outh’ ticipation in the activities of the Chapler 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 aleohol may be consumed by adults. [ further understand that my consent

and agreements, et forth below, are conditions to the approval of the Youth's membership.

t to the Youth joining and becoming a member, and particip
to be responsible for
BSOSA. lassume and accept full responsibility
b, duri ising out of all activities in which the Youth participates, If [ am a member of the
heer of the Chapter {or in my
absence, if T am a member), | hereby designate the Chapter memben(s) named above as Supervison(s) 1o supervise the
mduct and activities of the Youth as a participant in any or all Chapter and SPEBSQSA activities, including (but
ances, comventions, social events, and any associated travel,
hereby uthority and responsibility, in my place and stead as 4 pare
Iy present, as deemed o

e supervision of the Youth, and for all

1o supervise the Youth, as fu
appropriate in the reasonable judgment of such Supervisor(s), [ agree that the Supervisor(s), when providing
supervision, will be performing that function in a and personal capacity, and not as an agent or
representative of the Chapter or SPEBSQSA, Tunderstand 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

of the Youth=s 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 of the Chapter, and
the Bylaws, Code of Ethics, Statements of Policy, or other goveming documents of the SPEBSQSA, or (iii) the
failure of the Youth to accept and comply with my supervision and/or th such Supervison(s).
In the event of any medical emergency involving the Youth, in my absence [ further hereby authorize such
Supervisor(s) to obtain, provide, give consent, or furish suthorization for, any necessary emergency medical
services or trestment 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 of treatinent as
soon as reasonably possible, after a need anises

(Signature})

/Guardian

[Primted Name]:

Signed copy of Form to be retaimed in Chapter file

= **Delete if inappli

10/16/2009

2009-2010

me| te of Birth:
Parent/Gu [Name]
Supervisor(s) [Chapt

sup i [the ¢ ! s of the Youth as a
my responsibility shall cover al 5 of the Youth=s

agree to perform, the
[ uniderstand that
ctivities of the Chapte of

SPEBSQSA, including (but not limited 10) p ion in meet + perd 5, conventions, social events, and

any associated travel. [ agree my responsibility shall continue for 50 long as the Youth is a member of the

Chapter and under the legal age of m

President or Secretan

of this Acceptance, i

activities and events, and/or in the suspension of

11 rescind this Acceptanc written notice to the Chapter

of the Youth, or my rescission

separately made by, and shall separately

than one Supervisor is named, the fi stat
apply to, each,]

(Signaturc)

(Signaturc)

Supervison(s)

[Printed Name{s)]:

L, the Youth named above, und
Chapter and SPEBSQSA activ
and/or the Supervisor(sh

supervision, or the failure of my Parent/Guardian and/or the

actions by my
1 comply with such
Supervisor(s) 1o provid

being denied the right o panticipate in Chapter and SPEBSQSA activities and events, and/or in the suspension of

membership in the Chapter and SPEBSOQSA.

Youth

[Printed Name]:

LA/COTS Training
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[Sample Form - Specific Activity]
YOUTH 1"\Rllt IPATION FORM'
SPEBSQSA, Inc.

Youth [Name]: Activity:
Date of Birth:
SS#
Parent/Guardian:

Supervisor(s) [Name(s)]:

Consent and Ag

[, am the parent or legal guardian of the Youth named above. The Youth desire:
the Activity re
Society for the Preservation
**[and the Youth Policy St
same, and have had the opportunity to discuss the same with persons responsible for the Activity. [ have
ed the Policy Statement(s) with the Youth, particularly hisher obligations and

s a participant in the Activity. Tunderstand that participation by the Youth is conditioned upon the
conseit, agreeinerts, and other provisions eontained in this document.

anced above, [ acknowled, 3
ment of Barber Shop Quartet Singing in America, Inc. (SPEBSQSA)
ment of the Chapter/District] °, have reviewed

c nd ad the

carefully reviewed and disc

responsibilities

[ hereby consent to the \umh participating in the Activity. [ herel Supervisor(s) named above (if
other than the undersi eiit/Guardian) to supervise the conduet and activities of the Youth as & participant in
the Activity, including (but not limited ) panticipation in any associated travel. 1 hereby grant to such Supervisor(s)
1 responsibility, in my place and stead as a parent, to supervise the Youth as fully
and completely as I might do if [ were personally present, as deemed nee
Judgment of such Supervisor(s). [ understand and agree that the failure of the Youth 1o aceept and comply with such
supervision, and/or the failure of such Supervisor(s) 1 provide effective supervision of the Youth, may be grounds
for the denial or immediate termination of the Youth's panticipation in the Activity, | understand and agree that if
any C Impln District or SPEBSQSA member provides such supervision, such member will be pnlmmmy that
function in his individual and personal capacity, and not as an agent or representative of the Chapter, District or
SPEBSQSA,

my permission, full authority

y and appropriate in the reasonable

I accept full responsibility for all actions of the Youth and such Supervisor(s) during or arising owt of the Youth's
participation in the Activity. Inthe event of any medical emergeney involving the Youth, | further hereby authorize
such Supervisor(s) to obtain, provide, give consent, or furnish authorization for, any necess:
ment to the Youth, including (but pot 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

ry emergency medical

SErvices of ties

soon as reasonably possible, after a need arises.

{Signature)

Parent/Guardian

[Printed Nam

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

% Delete if inapplicable

10/16/2009 2009-2010

YOUTH PARTICIPATION FORM

Page 2

Youth [Name]: Date of Birth: _/
Activity:
Location: Date(s):
Supervisor(s) [\';nnc(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. 1 undersiand 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. | agree 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

ated representative) in charge of the Activity, | understand that my failure to
provide effective supervision 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
tely made by, and shall separately apply to,

is named, the foregoi aid agreements are sep:

each.)

_(Signature)

(Signature)

Supervisor(s)

[Printed Name(s)]

DATE:

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. [ understand that my failure to
accept and comply with such supervision, or the failure of such Supervisor(s) to provide the same, may
or immediate termination of my participation in the Activity.

result in the de

(Signature)

Youth

[Printed Name]:

LA/COTS Training
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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.

2009-2010

Each chapter is automatically|
covered by Bonding Insurance.

Those covered by Bonding
Insurance must be written into
the minutes at the January
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.

LA/COTS Training




Certificate of Liability
Insurance

Required for most facility rentals

Contact agent to receive one
certificate specific for your
event

Outlines proof of coverage

Certificate will change on
January 1, 2010

Check Document Center for
new certificate — generic copy
downloadable — after 1/1/2010.

10/16/2009 2009-2010

- anid; 17 H BANGHAR

ACCRD. CERTIFICATE CF LIABILITY INSURANCE

BPHUSTT

CFRTFICATE HOLDER
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Optional Insuran

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.barbersnop.org Document
Center

10/16/2009 2009-2010 LA/COTS Training




Insurance Claims Pr

Contact Director of Finance Administration at the Soc(et .

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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P
7 Habits of Highly Effective

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

Interdependent Leadership
Think WIin/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/BMI/SESAC/SOCAN
i
BMI/SESAC Clearance |

Show clearance form used by U.S.
Chapters and submitted to the

district secretary and then returned

ASCAP Licensing

Submitted online at Society web site
www.ebiz.barbershop.org after show
Is completed by U.S. chapters.

SOCAN Licensing

Initially submitted with details about
the show to district secretary for
clearance by Canadian chapters.

Completed form, after the show, is
submitted directly to SOCAN along
with the computed fees.
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Complete BMI/SESAC form and fees from table on the form.
Send the completed form to your district secretary.

10/16/2009 2009-2010 LA/COTS Training




SPEBSQSA, INC.
THE BARBERSHCP HARMONY SOCIETY

An International Organization

BARBERSHOP
HARVONY
5

APPLICATION FOR SHOW CLEARANCE BMI AND SESAC LICENSE*

The Chapter of the
Name No.

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

Drate(s)

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

Location No.

The highest ticket price for ouwr concert will be § and we will present performance(s).
A check is enclosed in the amount of § payableto SPEB S Q S A, Inc. which represents

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 district secretary, our

show clearance and BMI License and SESAC License have been granted

for Chapter

District

National Director Musical Attractions

_,%Lﬁ

birecu}r General Licensing

(N

Form 3016
(WHITE CHAPTER COPY/CANARY DISTRICT COPY/FINK BMI COPY/GOLDEN ROD-SESAC COPY/GREEN INTERNATIONAL OFFICE COPY)

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

Seating $6.01- $2.01- $12.01- | $15.01- | $18.01-
Capacity $9.00 $12.00 $15.00 $18.00 $21.00
0-250 28 28 28 28 28
251-500 28 28 28 28 28
501-750 28 28 28 28 28
751-1000 28 28 28 28 28
1001-1500 28 28 28 28 28
1501-2000 38 38 38 38 38
2001-3000 38 38 38 38 38
3001-4000 58 58 58 58 58
4001-5500 58 58 58 58 58
5501-7500 7% Fil] 7% 123 123
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ASCAP Licensing Pro

All performances in the United States, where the puptic (2 7
pay admission, must be licensed by ASCAP.

It is the responsibility of the chapter to follow licensing procedures. Failure to
do so could result in copyright infringements, possible monetary
penalties and/or cancellation of the show.

Register your show on the Society website members section®
www.barbershop.org/ascap after the show is done.

Any chapter who has a show will annually pay $201.00. If the
fees for the year exceed that amount you will be billed by
ASCAP. If your fees for the year do not rise to the amount,
you will have to pay the minimum $201.00 fee.

There are special rates for benefit shows.

There are special additional fees for scripted shows or shows
dedicated to a specific composer.

Keep a copy of all completed forms in the chapter legal file.
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SOCAN Licensing Procs

All performances in CANADA, where the public is askedfo gy 4
must be licensed by SOCAN.

It is the responsibility of the chapter to follow licensing procedures. Failure t0 do sc
result in copyright infringements, possible monetary penalties and/or cancellation
of the show.

Complete SOCAN Licensing form and mail to your district secretary.

The district secretary will sign the form, clearing the show and
placing it on the district calendar, and send it back to the
chapter secretary to hold until the show is done.

Every song performed on the show must be listed on the
Programme of Musical Works Performed form and accompany
the submission of the SOCAN Licensing form.

Compute the fees owed to SOCAN and send the completed
licensing form and fee directly to SOCAN for processing.

Keep a copy of the completed form in the chapter legal file.

Please note: The SOCAN Licensing form in Ontario District is different. Contact the
Ontario District Secretary if your chapter is in Ontario District.
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Application for Show Clearance and SOCAN License #14022-39 (4a)

1. The Chapter of the
{name) (number) {name)
S0OCAN License for . Qur performance will be held at
[dates(s)] {location)
We will present performance(s) at ticke! pricas{s) of 3 and 3 .
(number) {amount) {amount)

District requests a show clearance and

2. The applicant shall furnizh programmes showing he fitles and other available particulars of the musical selections performed at all concerts.

Name of venue: Actual atiendance:

. Fees:
Events charging admission:
3% gross receipts from ticket 2ales (excluding taxes) or 32000 per event whichever is greatest

Events without adnussion:
Where no admiszion is charged, the minimum fes of 520,00 per day applies

G.5T. calculated at 5% of fee(s) Registration # R101077931
Total Fee

. Chapter will comguie the fees and send the SOCAN form and fees by cheque (in Canadian Dollars) directly to SOCAN.

. We undersiand that upon receipt of our chapter's copy of this form, endorsed by our district secretary, our show clearance has been granted.

for Chapter.
(date) {signature) {namea) SOCAN
for District. 4 Valleybrook

Drrive
(date) (signature} {name) Don Mills, ON M3B
251
CANADA

Rev. 11/08 White-Chapter CopyYellow-District Copy/Green and Goldenrad-Intemational Office Copy Farrm 3018

PLEASE NOTE IF YOUR CHAPTER IS IN ONTARIO - Ontario District's SOCAN
Form is slightly different. Contact the Ontario District Secretary for a copy of the
appropriate SOCAN Licensing form.

10/16/2009 2009-2010 LA/COTS Training
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Keep a copy for your
chapter records

It's the chapter
responsibility to:

Clear the show date with
the district secretary.
Keep accurate records of
attendance and
admissions charges.

Accurately records ALL
songs performed.

Complete and compute the
SOCAN fees.

Send the fees and form
directly to SOCAN




Flease complata and return with completed 30CAN Form
Return to: S30CAN, 41 Valeybrook Dr, Don Mils, ON  M238 231 CANADA

FROGRAMME OF MUSICAL WORKS PERFORMED

Flleg®d _______
T e e g T
Thie of Wiork Composer Author Publisher Arrangsar
[Full Hame| (Full Hams) (Full Nams) [Full Ham#g) [Full Hamg)

Slgne=d Approseds

Ciate
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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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Ways to show leadership
in your chapter...

Educate your chapter
members regarding

programs and
procedures that will help
them enjoy their bobby
more.
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MODULE #3

Key Three Joint Meeting — CP. |C

RN
N Q1) BARBERSHOP
| ¢ ) HARMONY

— )N C¢C T <ocETY

o O e e—

10/16/2009 2009-2010

Session #5 (60 minutes)

Joint/Combined Meeting
Priorities of the Chapter Presidentss
Priorities of the Chapter Secretary
Priorities of the Chapter Treasurer

Session #6 (50 minutes)

Legal Requirements — Part 2
Copyright Law

Chapter Legal Files

Show talent contracts

Chapter elections

LA/COTS Training




Session #5 {;\\W/
Priorities of the Presiden
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Priorities of the Secr

/
« Membership recordkeeping and ﬂ(\. ?
processing

Youth Policy recordkeeping

Incorporation follow-through

Show Clearances and submission of
appropriate licensing applications
(ASCAP and BMI/SESAC [U.S.] and
SOCAN [Canada])

« Liability/Bonding Insurance for chapter
 Meeting responsibilities
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Priorities of the Treasure

//
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MODULE #4

Legal Requirements (Contin

N
“\‘.w Session #6 (50 minutes)

»  HARMONY]| .
.{{3 Legal Requirements — Part2

- SOCIETY]
' - Copyright Law

Chapter Legal Files
Show talent contracts

Chapter elections and Annual
Meeting of the corporation.
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Session #6 7
Copyright Law ﬁ/

=
IT IS AGAINST THE LAW T(gﬁ/ Q\. ?

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

10/16/2009 2009-2010 LA/COTS Training
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10/16/2009

$50,000 pen[
o] § prmted
or recorded
material

If you have questions regarding
copyright law, process for
making audio tapes, video tapes,
DVDs, printed sheet music
contact Barbershop Harmony
Society (Joe Liles) at 1-800-SING
(7464).
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Arrangement And Reproduction Request

TO:

(Name of Publisher)

Permission to arrange

Please compiate one form per scng or medley, and aubmit o
librarybarbershop org or mall 1o

Barbershap Harmany Sociely

1M0-7" Ave. N
Mashville, TH 37203

(Address of Publisher)

As a member of SPEBSQSA Inc., | hereby request permission, pursuant to the terms of this agreement, to arrange
for barbershop quartet and chorus, and reproduce a limited number of copies of the Arrangement (hereinafter
referred to as nthe Arrangementa) the following Song (hereinafter referred to as athe Workea):

(Name of WorkfAuthorfComposer)

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

‘sang tie : - b )
i with the express understanding that no permission beyond that granted hereby shall exist:

(it all mongs IF mediay)
1. | shall have the right to arrange the Work solely for barbershop quartet and chorus.

writer(s) 2, | shall have the right to make 5 copies of the Arrangement. | agree to pay, by remittance to SPEBSQSA,
Ing., with this request, the sumof$__ covering the costs to SPEBSQSA, Inc. for handling and
copyright date mailing, and the royalty fee of § . For.ihe privilege of arranging and making 5 copies. If .Wlsh to
make more than 5 and no more than 200 copies of the Arrangement, | may be permitted under this
AR T agreement fo do so by paying additionally to SPEBSQSA, Inc. the royalty fee of § per copy for all
cuarent publishers [see copies over 5 and up to 200. Under no circumstances shall | make more than 200 copies of the
WAL ISCAP.COM Arrangement.
o W bmi.com § 3. | 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 auther andfor composer of the
Work (if requested).

4. The Arrangement shall be automatically the copyright of the copyright owner of the Work, and | agree that |
shall seek no registration of such copyright in the name of the copyright owner or any other name unless
authorized by you.

5. | agree no recording use, or public perfermance 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,

b of coples

BFFANET name
persan submitting filing

6. SPEBSQSA, Inc. shall remit to you, under an agreed procedure, the royalty fees paid by me hereunder.
7. | shall not undertake to grant any permission to others to arrange andfor reproduce any additional copies of
phone the Arrangement.
8. On the first page of music of each copy of the Arrangement produced hereunder, | shall place the following:
I Copyright by, . This Arrangement authorized.
i e (year) (Mame of Copyright owner)
Choosa paymant .
meathad) Chack anclcsad ANo 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
Chapier charge, Maire ard ehapier number from the Arrangement ulnles_s !icenlsed by the copyright OWner or an agent or
organization acting on behalf of the copyright owner.&
Thase prices and Hmes ses customany but can be grater for 8 guals, plsass Q, This permission is strictly limited to the Work and to the terms and conditions expressly set forth herein and
aend an amall 12 ibearyEhbarperehon g of ol the Muelc Library shall not grant any right to print, publish or vend any other right, it being understood that all rights in the
BOD:ETE-T4E4 Work are reserved by you, subject to this permission.
Ganedaily, the fee & 550 par 8o, with 5 coplées included Arranger(s)
sacdiianal copies are 5256 aach or £2.49 for 80+ coples Date

AGREED TO:

=madiays are gananaly 530 per song, with B copies nclucod -
{Name of Publisher)
By Date

+  acdiional oaples of medieys s $35.15 sach of 32.98 % mons than
A0 Gopess

Mail this form to SPEBSQSA, Inc., Old Songs Library, 7830 Sheridan Road, Kenosha, Wl 53143,
who will process it with the publisher.
libra spebsgsa.on

® processing bme |s usually 30-60 days but can be longer. especially 4

ru%:!h—l.'\_- af miillge Eiblisfiers &rs ol
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Chapter Legal Files — ¢
Store all chapter legal documents together in a N
cabinet at a safe location ‘
The chapter secretary is responsible for maintaining the chapter legal file |

Incorporation records Chapter Statement of

Certificate of Continued Policy
Existence Copy of transactions and

Resident Agent Certificate meeting minutes

Chapter Charter Insurance and bonding

Chapter Bylaws records
Chapter Rules and Year-end treasurer report

Regulations and IRS 990 forms

Chapter membership Annual financial reports
reports Director contracts

Membership applications Show talent contracts
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=\
How long do I keep o% ,

chapter records?

=
)

In general, keep documents and records
for your chapter FOREVER

Review Table 3 (Section 4.8.6) in the 2010
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
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Preparing for a natural disas

>

A

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 2007 Chapter
Secretary Manual (4.8.6, Table
3)
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=\
Leadership Linkages

Ways to' sho ﬂ(\- ?

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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Is your U.S. chapter pre
for a visit from the IR

' i‘ All legal documents for

your chapter in order
’ W

C
,‘ 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 Contracts—

Information Request For Chapter Show Appearances

IMPORTANT _ et} o s s showon_____
NEVER sign any contracts with T
talent or venue until the show date is
cleared by district secretary.

We would like

Get everything in writing!

Utilize talent contract to finalize
and clarify details.

Stipulate a deadline to return
signed contract

In Canada, withhold payment of
fee until list of songs is given.

In U.S., remind chapter
treasurer of IRS 1099 form
responsibilities for reporting fees
paid to talent in excess of $600.

File contracts in chapter legal file.

onfirmation

SIGNED THE QUARTET

(date)

~oordinator)

rding will be made until all require
btained from the international offic

10/16/2009 2009-2010 LA/COTS Training




Chapter Electmn%}

Chapter elections must be held by October 15.

Chapter elections are held to coincide with the annual
membership meeting, which is a requirement for
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.
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How to be a good le

#1 Leaders relentlessly upgrade their team.

#2 Leaders make sure people not only see the
vision, they live and breathe it.

#3 Leaders get into everyone’s skin, exuding
positive energy and enthusiasm.

#4 Leaders establish trust with candor,
transparency and credit.

#5 Leaders have the courage to make unpopular
decisions and gut calls.

#6 Leaders probe and push with a curiosity that borders
on skepticism, making sure their questions are
answered with action.

#7 Leaders inspire risk and learning by setting the
example.

#8 Leaders celebrate.

Winning Jack Welch, CEO — General Electric
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MODULE #5

_ SeSSiOﬂ 7 (B0 minute
5 L) _BARBERSHOP Society Online Services
!..‘ HARMONY Contest entry, Officer reporting, and

— )N (¢ oIy signing up for COTS/LA Training.

) O~ ut . .
W_ The Society website and Document Cefter
The Member’s area on the website

Understanding and navigating ebiz

SeSSiOﬂ 8 (50 minutes)

Society Online Services

Procuring a password

Practical use of the website by going online
at 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.
. Select "[Delete]” for the office to remove a person from the list

3. 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 g
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@spebsqsa.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.

[Choose an office] lick "Save” to show
— ame

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

[Choose an office] click "Save” to show
. name

[Choose an office] v lick "Save"” to show
— ame

[Choose an office] = click "Save” to show
= — name

C-057 Bellevue officers for 2006

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
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ﬁu

NOT a chapter secretary duty
to register quartets,
however, chapter secretary
can distribute registration
forms and answer
guestions

Quartet completes hardcopy
form or online at i
There is an annual fee of $40 to
initially register or maintain
registration of your quartet. QUARTET pERSONNEL
Quartets must have a name
that is not the same of past
Society International Quartet
Champions or currently used = musmer e _
by a reg|Stered quartet' T PAYMENT INFORMATION o
Registered quartets receive a
card and registration number.
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Characteristics of an effectiv

Encouraging and supportive
Expression of concern
Listening skills

Solicitation of ideas

Building consensus

Trust

Equal participation

Appropriate use of power and influence
Willingness to disagree
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Session #8 |
EW Society IT System Meatz
Change and Opportunitj

New look to the web home page

Redesigning of web page documents .

Greater iInformation access for
chapters and districts

Greater capacity to store information
about members, chapters, district
and Society programs and activities
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Society Web Site —- Home Page #1 ~\ \

Home Calendar Contacl Finda Choms or Chapler  Finda Quatset Shop Donate Documerts  Membars

BARBERSHOP HARMONY SOCIETY
ENRICHING LIVES THROUGH SINGING [Search

Am.l|llamneul!unm'm|m&m=|ﬂﬂm|m-mrm'mm-m-

New Champions Crowned pl_'""'_'EBEfp"ﬁﬁ;_ PA

June 28-July 4,2010

The Anaheim Convention results are in. See results and scores.

What is Barbershop Harmony? IRERIHONS WY SN

Explore this truly Amearican anfonm beamarekiog b o . D Members Click Here

international Convention Bid
Information
Chek hers for infa

Where can | see it? ”
SR8 UPOamMInG pErformiances in Jour sres upt‘.l:ll'l"llng Events

'g - AMERIEAN
e -il-'l_i Gil iRy T T T N [ (| Sy g g
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Society Web Site - ebiz page

ebiz.BARBERSHOP.ORG e
custamer partal to the Barbershop Harmony Saciety M I;_J SOCIETY

Home RENEW MEMBERSHIZ Find My Records My Memberships Quartsts  Order History "'SJ View Cartt  Say Duas Renawals Contest Entry Logged in as Michasl Lanatot - 154266

Welcome, Michael Lanctot  Help:
How do I find my ehiz password?
ogoul

Find:
Members - Quartets - Chapters

Locats other Members. Quarksts =nd Chapters using & varisty of =earch options.
Member Management

Take charge of your account, Change your address. renaw your membarship, makes

oayments online,

Chapter Management
Get your chapter roster, Secretarizz can manzge your memberz' protiles for them, Enter or
Change Chapter Officers, and much mare

Renew Your Quartet or Register a New Quartet

Want to manage your quartet? Now you can online with Baroersnop Harmony Saciety's anline
Ciartet Manzgment capahilities, Register a new Quartat, Renew your Quartet’s membershio
or changa Quartat mambars.
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/—\
ebiz page - Customer Service Cente N\// =

- }

=7 : \‘\
DT D || BARBERSHO?

Eblz -‘_-"‘15\5_'-:_ I\ “‘ j “ Uiy _{)J ; HARMONY

OCIET
custame rrnmllorlu Hm s implhrmmﬂ; Saciety o (T \ LA

Home  RENEW MEMBERSHIR Find My Aecorde My Memberships Quartsts  Order History p View Cart  Hay Duss Renawals  Contast Entry Lagoed in az Michasl Lancot - 454206 Legout

Customer Service Center

Update User Profile

Update Hame, Address, Phone, Pazsword, efc

Update T p-_' O Intere b[
Vies yaur ||_J| of Toplc
Intarast; Edit h-u.tp: you ara
interesk=d in

Gpen Shopping Cart.

Opaen a praviously saved shopping cart

Crdar History

View history of all Ord=rs Placed, Order St=tus, Balance Du=
Make a Paymant

WMaks a paymant on an axisting ordar

Renewals

Renew mambershipis) 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

ADDED DY AAD O | | BARBEIGHOP

eblz B Y 1.;.. \:---."'-.a JE ].l--_i\ _,.']{ﬁk_; |__:] 3 HARMONY
F

custame smmlmrlm Rarherchop Harmany Soriety )§  SOCIETY

Homa RENEW MEMBERSHI® Find My Records My Memberships Quartsts  Order History \1'_.4' View Cart  Say Duss Renesals Contest Enbry Logged in a= Michael Lanctot - 164266 Logout

First Name or Nick Name  Bagins With | Member No.

Last Name Baging With w

Ciky Begina With |+ search by proximity

Stata Bagins With
Email Begins With |+

Home Phaone Begins With |+

| Search IQns

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] A T
DADDEDCLIND D™ L1 EARBERSHOP
ebIZ. DARDERS AL ” UKL o114t HARMONY
custamer partal to the Barbershop Harmany Society K2 SOCIETY
5

Home RENEW MEMBERSHIR Find My Records My Memberships Quartsts  Order History "5_4 Vigw Cart “ay Duss Aenewals Contest Entry Logoed in as Michasl Lanctot - 454266  Logous

Search Quartets Search Results
{# search by Nome

Nome Contains

Locate Quartets Within Miles of
City; state/Province
OR 7ip 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).

10/16/2009 2009-2010 LA/COTS Training




]

ebiz page - Chapter N
-
1 . b
DADDREDCLIMYD YD | Y_BARBERSHOP
ebiz.BARBERSHOP.ORG N
customer portal to the Barbershop Harmony Soclety e SOCIETY

A

Home  RENEW MEMEERSHIZ Find My Records My Memberships Guarsts  Order History W Giew Cart Say Duss Renewals  Contast Entry Logoed in as Michas! Lanstot - 164266 Logout

Chapter Search
& By Proximity
Locate Chapters Within 5 ™| Miles of

Ciby, State

Zip Code
) By Name

Chapter Name Contains

Chorus Nama Contzing
) By District

District

Search Results

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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Society Web Page — Document Center

7

HEms A (=i Fired g LPETE OF 'I..|'|-| el 3 L nsd = | 1 [i] |-"|| ik i

e BARBERSHOP HARMONY SOCIETY
EMRHIHING LIVES THROLAGH JINEGIMG

[ 1] Fermme n Berther | Gag | Sees A3 srmms Fomeesdnrm ¢ Fricmann  Yarth Pfroe

Intermnticnnl l:-nl

New Champions Crowned PHILADELF

Thie &nahedm Comwention ressiEs are in, See resuits and soores

Tuna - huly

TSy B, Voo Members Only Area

Membars CEok Hens

Intermational Conventien Bid
Infarmalicn

1K Pl D3P D

Whare can | sas it?

a < Upcaaving Evenbs
a - = AALAILAE
- - - LS TR i i
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Home Calendar Contact FindaChonus or Chapter  Find a Quartet  Shop  Conate  Documents  Members

BARBERSHOP HARMONY SOCIETY
ENRICHING LIVES THROUGH SINGING [Search)

Documents
Search Document Center
e The EAICUCITM SIS W ST e et Board of Directors Business & Contest & Judging
o 4 Finance
Board of Directors ¢4 “hapter Business Collegiate Quartet Contestz
Diocumenis (52)

General Contest & Judging

QLICY LIDCUMENLS 43

CﬂpyrlghULegal :' Dlgltal FPublications Education (7/9:
Zopyright f Lagal (& Dirgcl & Taach {34}
The Harmonizer (1)

larmony Linwersity (34
ead the Chapter 113
Music Scholarships (1)
erformance SkKills 2y

inging 3killa 1

Jsing Finale (z)
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Society Web Site — Document Center

General Misc (114 Get & Make Music Harmony
) 9MT5s Foundation
seneral 4y

Ay ZNOEMEr 1 & Haotslio Harmony Foundation &

Freg doe Johnson

IT3N0ermans (1e)
ree Musictaor Fnnting rso)

lertags of Harmany Shest

Music o
dusic Fremiers Series 1

Rememorance Day Music

2. Joga Lilas 2

cearch Music Library (33

Marketing 253 Membership (3 Press Kit

Membership Coouments (1a sfaphical Resources (23

SatFamaus (2 Juaret Singing and Frass Kit(s)
Ronawal 2
Marketing and Fublic

Relations 24) Society Associatss (1)
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Society Web Page — Document Center

10/16/2009

\

=\

Singing For Life Singing Valentines Youth -

Seneral Youlh Documents 3

canada Biood Drive Jinging Valentines @)

MewspaperAds fouth Charus Festival
Dcumenis {8y

Canada Flyers @)

Canada Pos1eTs (2)

zinging ror Lie Genaral (7)

Finging Far Life Harmaonzer

Eicles =y

JS Blood Drive Mews paper

Most downloaded files

Click here to search Music &rmangement Catalag
Harmonizer July - &ugust 2009

Click here to search Music &mangement Catalag - Exce
lusic Premieie Song Seleclions Dy Year

WMembership application and Transfer Farm
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Society Web Page - Document Ce --a V/ =

Home ©Calendar Contact Find a Chonas or Chnapter  Find a Quartst  Shop  Donate DCCLII'I'IEI'I[S r1-=ml:|ars

= BARBERSHOP HARMONY SOCIETY
ENRICHING LIVES THROUGH SINGING iSearch

About | Become a Member | Sing | Hewrs & Events | Compedtions | Education | Youth Zone | Aesources | Blog |

Documents

Search Document Center

Chapter Business Documents

ors M

20086 Audit
2007 Strategic Planning for Your Chagter

2008 Exemnpt Org Business Incame Tax Relum 220-T
2008 Instructions 990-T

2008 Instructionz 990EZ

2008 IRS Tax Farm and Instruct ons

2008 Crg Exam pt Under Seclion 501-c-3 Schedule A
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Society Web Site

Does not require password
to access.

Provides access to forms
and documents in Word
or PDF format

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

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

10/16/2009 2009-2010

ebiz for me

Does
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Contest & COTS Registr )
COTSILA Rediditu

Contest Entry

« Contest Entry Form is
completed online at
www.ebiz.barbershop.org

 Entry is automatically sent to
the District Representative of
Contest and Judging
for your district, the

Convention General
Chairman and the contest
(@FAYS

10/16/2009 2009-2010

=

4 /

Information about/COTS should
be received from your |
district’s COTS Coordinator
in October.

Coordinate the list of chapter
officers attending and -
complete and submit the
COTS registration form.

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

Encourage all chapter officers
to attend COTS; both new and
veteran officers.

The billing for COTS will be on
the Society monthly invoice
to the chapter.
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Certification of so
sung at contest’ ?2

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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P
Certification of paid-up—

- L
75 Ny

members at contes

« Itis 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.

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 PROCE:

Contest Details

O Quartet @ Chorus » " :
International Chorus

Convention Name Preliminaries and District
[(Quartet Convention

Convention Start Date |10/30/2009

EVG Evergreen v Convention End Date [11/1/2009
€120 Cutoff Date |10/20/2009

Convention Type |District Only

QUAHIELS -- Be prepared to
state whether your guartet is
a novice quartet{by District
Maote 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 Intemational @ District or Division

Where Do you want to
Compete?

Convention : International Chorus Preliminanes and Distnet Quartet Convention-0 %

Telus Whistler Conference
Menue Name G

State BC

Cos7 Ballevua Dec 31 2010 CONTINUE Country CANADA
Zip VON 1B4
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Name

[rerny Stiers
Stuart Tumer
Croriny Roae

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

ADD 1
Select Contest Sub-sessions

ADD Find v Select all applicable centest sub-sessions for your competiticn from below list.
List of Directors (Note : Max you can select is ) 1f wou click a Check box and it does not result in a checked box, that is because the DRCI will make that decision

Momber 1D Namo KSRt

L Jonny Fose s i i
239392 Jonny Rose _Tf you are entering both District and Division contests, select applicable contest sub-sessions from each.

| Home | Continuz | EX: You are entering both District and Division contests, you ses sel=ction buttons for ezch. Select istnct and
enter checks in =ach applicable box and Save, then Select Division and enter checks in each applicabls box and
Sava.

Enter Contest |

= Chorus

| Save ] [ Save and Continue ] | Save and Finish Later ] Save and Finish ] [ Horme

N

International Preliminary Chorus

Dnstnct Chorus

District small Charus
Most-Improved Charus
Scores for Evaluabon Only

Mic Testar onby
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Evaluation Type : Marmal Bvaluation and Coaching

Select Riser : —Select Riser—

Estimated number of
Participants on the stage

Give any specific instructions
or requests in this area for
the DRCJ

Continue Song Entry Save and Finish L

10/16/2009

Song Entry Process

The next series of screens will permit vou 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 guickly if you hawve all of the information with
you when you start the entry process. You may enter ag many songs 28 youd want and are not penalized if vou enter
meore than is reguired for your projactad numbar of rounds but the systam will warn you whean you have not entered tha
required number of songs bassd on the types of contests you have selected in the previous entry screens. & one round
conbest requres 2 songs, @ two round conbest requires 4 songs, etc. and you will have to have the required number to
compete.

Instructions about submitting sonq cdearances

BH% Marketplace Songs or Medleys carried in the BHS Marketplace

You will enly need the marketplace ID number that carme with the song or medley when you purchased it If you don't know the 10 number,
wou can anter all or a porbon of the song title and it wall eearch the marketplace song invenkory for the arrangemant 1D number and you can
zelect the correct one.

Other Sources

Theee inctructions apply to songe that you did not get through the BHS Marketplace. You will need all of the detailed information provided at
the tims the amanper recsived the copyrght clearance, 1 it i= 2 medley or sorg arranged by vou or scquired from another arrangesr, you will
rieed all of the proof of copyright clearance informatbon for all songs in tha medlay. If the arranger used a marketplace song as part of tha
nedley, you can enter the markstplace ID in that medley submission.

Corntinue
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Song Entry Process

@ Market Place Other Source

l Show Saved Songs ] [ Finish Contest Eniry | Exit To Finish Later |

Click HERE to see songs previously saved in other conventions

Enter the 1D for the Song Purchased :
Enter SonglD er SongTitle and press search
Search for the Sang Title @

Song Entry Process

& Market Place ZOther Source

l Show Saved Songs ] [ Finish Contest Eniry | Exit To Finish Later |

Click HERE to see songs previously saved in other conventions

Enter the 10 for the Song Purchased - .-33?I:
Enter 5onglD or Songl itle and Press sgarcn
Search for the Song Title :

637 202407 Nobody's Sreetheart 1. Kitzmiller, Scokt Add
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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

e,
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Role of chapter secretary/ ir7ZZzas
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 tea

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 together.

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

achieve? [ﬁ 2\ a\. ?2

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 ground w e
for a successful project Q\Q\. ?

ldentify 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.

10/16/2009 2009-2010 LA/COTS Training 103




AN
Session #8 = \\\\‘\ |

=

Tools Needed for Grant /W (‘@

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 do'ﬁf;é\ ?\?

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

Submit a grant proposal with typos.

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

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

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.
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Each chapter secretary will be able to:

>

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.

10/16/2009 2009-2010

Outline the process for transferring to a
new chapter.

Identify the qualities of a leader.

Identify 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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