Article I Name and Purpose
A.

The name of this organization shall be the Irving Chorale (“the Chorale”).

B.

The purpose of the Chorale shall be to provide quality choral music, helping to make the
City of Irving a cultural focal point of the Metroplex.
1.

The Chorale shall provide the citizens of Irving and the surrounding communities
the opportunity to develop their vocal skills and expand their musical range.

2.

The Chorale shall contribute to the musical education of the citizens of Irving and
the surrounding communities and provide opportunities for the enjoyment of
choral music.

Article II

Membership

A.

All members of the Chorale are volunteers. Each member is auditioned. The Artistic
Director auditions prospective new members, conducts voice placement within each
vocal section, and makes the final decision regarding acceptance of each new member
into the Chorale.

B.

Each member shall pay dues. Dues, as established by the Board of Directors, shall be
paid to the Treasurer by the third meeting attended and are non-refundable. Scholarships
may be available on occasion on a case-by-case basis, as determined by the Board.

C.

Members shall be responsible for
1.

Obtaining and maintaining performance costumes

2.

Attending 80% of the rehearsals for each concert

3.

Remaining in good financial standing with the Chorale

Members not in compliance with the above responsibilities are considered not in good standing
and may be asked not to participate in certain Chorale activities. Any exceptions to the above
must be approved by the Artistic Director and the Board.

D.

Members are encouraged to participate in all of the activities of the Chorale.

E.

Members shall:
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1.

Sign for any and all music and folders issued by the Chorale for rehearsals and
concerts

2.

Return any and all music to the Librarian at the end of each performance period
and

3.

Reimburse the Chorale for any music not returned in a timely manner, as
determined by the Librarian and Treasurer.

Article III

Board of Directors

A.

The Board of Directors (“the Board”) shall consist of the elected and appointed officials
of the Chorale, all of whom shall be voting members and members in good standing

B.

The elected officers of the Chorale shall be the President, President-Elect, Vice PresidentMarketing, Recording Secretary, Treasurer, and Past President.

C.

Members at large shall constitute appointed members of the Board.

D.

The Artistic Director shall be a non-voting, ex-officio member of the Board.

E.

The Board shall be responsible for the administrative functions of the Chorale. The duties
of the Board include but are not limited to the following:

F.
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1.

Approving the annual budget

2.

Establishing dues for each season prior to the first rehearsal of the season

3.

Establishing ticket prices for all performances of the Chorale

4.

Selecting fundraising activities appropriate to the season’s needs

5.

Selecting and approving terms of employment contracts with the Artistic Director
and the Accompanist

6.

Dismissing the Artistic Director or Accompanist if the terms of their contracts
have been broken

7.

Meeting once each month during the regular season and at other times as called
by the President and

8.

Approving proposed changes in the Chorale Bylaws before bringing them to a
general membership vote.

A quorum of two-thirds of the Board must be present at each Board meeting in order to
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conduct official business. All votes shall be decided in the presence of quorum.

Article IV
A.

Elections and Voting

Election of Officers
1.

A Nominating Committee and Chairperson shall be appointed by the PresidentElect by the first of April of each year. The committee shall consist of the
President-Elect and up to four Chorale members.

2.

The Nominating Committee shall:
(a)

Select candidates for each elective office;
1.

Exceptions: President and Past President, which are determined the
previous year;

2.

Candidates for each elective office must be selected from the
current dues-paying membership of the Chorale;

3.

Candidates must have served at least one year on a committee or
appointed position on the Board

(b)

Interview candidates and make them aware of the duties of the offices for
which they are being nominated

(c)

Present a slate of prospective officers to the Chorale during a regular
rehearsal in May
1.

(d)

3.

Page 3

Additional nominations may be accepted from the floor at this
meeting
Prepare, distribute, collect, and tally ballots from each dues-paying
member present for each election.

Election of new officers shall be at a regular rehearsal in May
(a)

Quorum is required in order for a vote to take place. At least one-half of
the dues-paying membership on the rolls must be present for a valid
election to be held

(b)

A majority vote is required to be duly elected to the office to which the
person is nominated

(c)

No proxy votes shall be accepted.
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4.

B.

C.

Vacancies
1.

Vacancies on the Board, other than during elections, shall be filled by Presidential
appointment

2.

A majority vote of the Board is required to ratify the appointment.

General Membership Voting
1.

All valid votes of the membership shall require quorum

2.

A majority vote of the dues-paying membership present shall be required for
approval

3.

Bylaws changes require a two-thirds majority approval of both the Board and the
membership in order to be ratified. However, any changes in the alignment of
either existing officers or appointed personnel and their respective responsibilities
associated with these changes will be within the purview of the Board. Also, any
changes regarding time sensitive documents and dollar amount filings will also
fall under that purview. Any changes relating to membership responsibilities will
continue to be within the two-thirds membership approval.

4.

Members shall be notified of all called votes in advance of the vote.

Article V
A.

Page 4

Newly elected officers shall assume office on July 1st of the season in which
elections were held.

Officers and Duties

The President shall:
1.

Serve a one-year term

2.

Commit to serve as Past President for one year succeeding the Presidency

3.

Preside at meetings of the Board and meetings of the general membership

4.

Organize special ad hoc committees, as needed, and appoint chairpersons for
those committees

5.

Be a non-voting member of every committee

6.

Work closely with the President-Elect to ensure a smooth transition to the
Presidency
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B.

C.

D.

7.

Initiate changes to the Chorale Bylaws or Standing Rules, as necessary

8.

Approve all singing engagements prior to the commitment of the Chorale to any
performance

9.

Chair the Program Committee

10.

Chair an emergency Executive Committee if needed, which will have at least 2
other Board members included, to make executive Board decisions under
extraordinary circumstances.

11.

Appoint the non-elected members of the Board.

12.

Appoint committee chairpersons with Board approval.

The President-Elect shall:
1.

Serve a one-year term

2.

Commit to serve as President one year succeeding the term as President-Elect

3.

Commit to serve as Past President for one year succeeding Presidency

4.

Work closely with the President to insure a smooth transition to Presidency

5.

Preside at Board meetings in the absence of the President

6.

Serve as chairperson of the Fundraising Committee

7.

Serve on the Program and Budget Committees

8.

Appoint a Nominating Committee and committee chairperson by the first of April
of each year.

The Immediate Past President shall:
1.

Serve a one-year term as member at large

2.

Serve as an advisor to the President

The Vice President-Marketing shall:
1.
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Serve a two-year term
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E.

F.
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2.

Direct and coordinate all marketing activities of the Chorale

3.

Serve as chair of the Publicity Committee

4.

Preside at Board meetings in the absence of the President and President-Elect.

The Recording Secretary shall:
1.

Serve a two-year term

2.

Maintain accurate records of all meetings of the Board and the general
membership and keep these minutes in a permanent file

3.

Prepare and distribute schedules of rehearsals and appoint section leaders as
approved by the Artistic Director each season

4.

Maintain accurate attendance records for each meeting of the Board, each
rehearsal, and each performance

5.

Maintain a list of current Chorale members and officers and make the list
available to all members on the website.

6.

Organize a telephone committee of the section leaders, who will be responsible
for notifying the membership of any changes in the regular rehearsal or
performance schedules

7.

Provide new members with a packet of relevant information, including but not
limited to costume information, a list of Chorale members, and a schedule of
rehearsal and performance dates

8.

Provide member nametags for each rehearsal

9.

Be named as an optional signature on the Chorale’s checking account(s) in the
event the treasurer is unable to fulfill duties

10.

Handle all Chorale membership correspondence including weekly email updates,
except as directed by the President.

The Treasurer shall:
1.

Serve a three-year term

2.

Be named on the Chorale checking account and be authorized to deposit money in
and write checks on that account
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3.

Sign all checks for the Chorale

4.

Maintain an accurate record of all financial transactions and balance the
account(s) each month once bank statements have been received

5.

Obtain yearly tax return and financial review from a Certified Public Accountant

6.

Prepare 1099-MISC for Artistic Director, Accompanist, and all other contract
labor earning more than $600/year

7.

Assure that rental payments for storage facilities are kept current

8.

Assure that an insurance policy is kept current and that a certificate of insurance
required by the Irving Arts Center (IAC) for use of its facility is filed with the
IAC each January

9.

Open additional accounts when authorized by the Board

10.

Collect all incoming funds and deposit these funds into the Chorale account(s)
within ten days unless otherwise directed by the Board

11.

Make financial records available to the Board

12.

Chair the Budget Committee

13.

Maintain a record of all dues-paying members and provide updated copies to the
Secretary

14.

Conduct business in such a manner that tax-exempt status under the United States
Internal Revenue Code may be maintained

15.

File the periodic report for a domestic non-profit corporation

16.

Prepare and provide to the Board a written annual financial statement within one
month after the close of each performing year

17.

Pay all bills incurred by the Chorale upon receipt of invoice. All expenditures
over $600 must have Board approval. All submitted invoices must have the
signature of a Board member before being paid

18.

Serve as a member of the Fundraising & Program Committees

19.

Select treasurer-elect during the 3rd year of the term to begin training to assume
the office the following season
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Article VI
A.

B.

C.
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Board Appointed Positions

The Librarian shall:
1.

Serve a two-year term

2.

Maintain and store all music, folders, and other properties of the Chorale

3.

Distribute and collect all music and folders from Chorale members

4.

Keep accurate record of all Chorale members in possession of returnable music
and other materials through a check out system.

5.

Order music, when needed, at the direction of the Artistic Director and with
approval of the Board.

The Membership Coordinator shall:
1.

Serve a two-year term

2.

Solicit new members and assist Nominating Committee for potential Board
positions

3.

Develop messaging that promotes the merits and success of the Chorale for
distribution via print, social media, educational and religious institutions

4.

Work closely with the Recording Secretary to utilize and update membership
information

5.

Schedule, coordinate, and promote auditions with the Artistic Director, as neede

The Irving ISD Coordinator shall:
1.

Serve a two-year term

2.

Serve on Program Committee

3.

Assist with any and all communications between Board and Irving ISD

4.

Assist with strategies to expand collaboration opportunities with additional ISD
organizations
July 29, 2015

D.

E.

F.

G.

H.
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The Corresponding Secretary shall:
1.

Serve a two-year term

2.

Be responsible for all written correspondence of the Chorale not covered by the
recording Secretary, including sunshine messages

3.

Be responsible for coordinating all mailings of the Chorale, including bulk mail

4.

Coordinate with the Vice President of Marketing regarding advertising follow-up
letters

5.

Serve as Chorale historian for the term to which they are elected.

The Stage Manager shall:
1.

Serve a one-year term, non-voting position, when appointed by the President

2.

Meet with concert hall personnel and Program Committee to coordinate physical
configuration requirements

3.

Coordinate all aspects of stage production, including arranging for risers and
coordinating ushers

The Grant Writer shall:
1.

Serve a one-year term, non-voting position, when appointed by the President

2.

Serve as a member of the Fundraising and Program Committees

3.

Work closely with Board members key to each grant request, especially the
President, Fundraising and Program Committee chairpersons, Treasurer, and
Artistic Director

4.

Coordinate and search for any and all grant opportunities

Digital Media Coordinator
1.

Serve a two-year term when appointed by President

2.

Develop the methodology and schedule to transmit Chorale information via
social networking technology to media, members, and prospective audiences

3.

Coordinate transmission of information with website personnel.

The Members-at-Large shall:
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1.

Serve a one-year term when appointed by the President

2.

Serve the Chorale at the discretion of the Board

Article VII

Dissolution of the Chorale

In the event of the dissolution of the Irving Chorale the remaining assets, after
satisfaction of all obligations of the group, shall be distributed for purposes within the
scope of the IRS tax code 501( C) (3). Any assets remaining shall be donated to an
organization agreed to by the remaining members of the Board. Rules contained in
Roberts rules of Order shall govern the Chorale in all cases where they are applicable and
not inconsistent with the Bylaws and Standing Rules.
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STANDING RULES
Except as designated by the bylaws, committee chairpersons will be selected by the President
and approved by the Board. Committee chairpersons will be responsible for selecting committee
members with the President and Board serving as advisors in this process. All responsibilities of
the Committees and Employees shall be covered in a separate document entitled Standing Rules
of the Irving Chorale. The “Standing Rules” may be modified added to or deleted by a majority
vote of the Board.

Article VIII Committees and Employees:
A.

B.
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The Program Committee shall:
1.

Be comprised of the chairperson (President), the Artistic Director,
President-Elect, Treasurer, VP Marketing, and members of the Chorale
and associates chosen by the chairperson

2.

Define the season schedule, in conjunction with the Artistic Director, at
least one season in advance

3.

Coordinate the season schedules with the Budget Committee for budgetary
planning

4.

Book all necessary venues for Chorale events

5.

Work with personnel responsible for ticket sales and media advertising

6.

Assist the Stage Manager in any way possible

7.

Plan and coordinate concert receptions, as necessary

8.

Determine the dress code for each concert and notify members

9.

Communicate performance requirements (physical configuration) to
concert hall personnel

The Budget Committee shall:
1.

Be comprised of the chairperson (the Treasurer), President-Elect, Artistic
Director, and members of the Chorale chosen by the chairperson.

2.

Work with the Artistic Director and Program Committee to determine the
succeeding season’s program for budgeting.
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C.

D.

3.

Prepare a preliminary budget proposal for use by the Grant Writer in
developing grant applications for IAB, by March 15 of the preceding fiscal
year, or for other funding agencies, no later than 2 weeks before the grant
application is due

4.

Prepare the succeeding fiscal year final budget no later than July of the
preceding season.

5.

Present the succeeding fiscal year final budget proposal before the Board
for ratification not later than August of the preceding season

6.

Develop analyses of concert performance costs

The Publicity Committee shall:
1.

Be comprised of the chairperson (Vice President-Marketing) and members of the
Chorale as chosen by the chairperson

2.

Coordinate advertising and marketing efforts for the Chorale. Identify prospective
businesses for program ads

3.

Work closely with the Program Committee on a ticket sales campaign and pricing
for each Chorale event, including a list of media contacts to be alerted to
upcoming concerts and Chorale information updates. Responsible for ticket
distribution.

4.

Present all proposed plans to the Board for approval

5.

Develop and distribute all publicity materials as required with advice of Artistic
Director and Program Committee

6.

Design and distribute concert surveys

7.

Coordinate with the Graphic artist for development of designs for printed material

The Digital Media Committee shall:

a. Website
1. Get current information from Board and VP Marketing
2. Provide the Webmaster with information and changes to the website
i. Ticket pricing
ii Concerts & Schedules
iii. Member Roster
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iv. Graphics
v. Board Member Page Bios and Pictures
b. Constant Contact
1. Maintain distribution email lists
i. Members/Patrons/Joint Performance Groups
2. Publicize concerts
i. Get from Board and VP Marketing concert data, guest performers,
graphics, and music selections
ii Create at least 3 publicity pieces before each concert.
iii. Distribute to all email lists approximately 10, 7, and 3 days before
concert date
3. Send information and alerts to Members
i. Dates and times - reminders of regular special rehearsals
ii. Publicity graphics and information for members to forward to member
email lists
iii. Fundraiser information
iii. Ticket sales information
c. Social Media
1. Post to Facebook Irving Chorale page. Inform members periodically of this
publicity opportunity. Explore other social media avenues

E.

The Fundraising Committee shall:

F.

1.

Be comprised of the chairperson, (President-Elect), Treasurer, Grant Writer and
members of the Chorale as chosen by the chairperson

2.

Design, coordinate, and execute all fundraising efforts for the Chorale

3.

Present all proposed fundraising plans to the Board for approval

4.

Devise and develop means of raising capital contributions from donors, including
corporations, foundations, small businesses, and individuals.

Procedures and Guidelines for Irving ISD Annual March Elementary Concert
1. Possible Participants: ICC (Irving Children/s Chorus)
Selected Students, Various Elementary Schools, IISD
Selected Students, Charter Schools within Irving
(Total student choir membership, 125-150)
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Irving Chorale, Pianist, Orchestral Accompaniment
2. Schedule/Time Line
In preceding year, January or February, choose venue and theme.
In October and November of preceding year, IISD Liaison visits
elementary music teachers’ meeting, previews March concert, distributes information
sheet, obtains sign-up sheet of those teachers who might be interested in participating in
March. Work closely with Linda Hoffmann, Lead Elementary Teacher, Elem. Music at
Stipes Elementary (possible venue for combined rehearsals), and Director of ICC.
Provide info as to theme and music, have some copies of actual music available, sing
through some of the music.
Liaison meets with Gayla Lawrence, IISD Assistant Director of Fine Arts to set the stage
for January, February, March preparation plans for concert. Also, information is
provided to Micky Alvarez, IISD Fine Arts Secretary: Combined Rehearsal Venue, Bus
Transportation via IISD buses, transportation of choral risers and/or seated risers (if these
are provided by IISD).
Rehearsal Schedule, Venue for same, Procedures
In late January and during February, schedule 2(possibly 3, if needed) children’s
combined rehearsals, on selected Saturdays 9:00-11:00 a.m., at Stipes (good venue, risers
available, easy location, stage in cafeteria, allowable space, transportation by parents to
and from) and/or possible rehearsal(s) on late afternoon of a school day, bus
transportation by IISD to and from home school, from 4:40-6:00 p.m., at Stipes Elem, as
well. Snacks and water provided.
Friday Dress Rehearsal, at concert venue, Bus Transportation by IISD, from Home
school to venue, 4:30-8:15 p.m. Students rehearse, then Break for Pizza Dinner (ordered
from Pizza Hut, corner of Story and Shady Grove, delivered by 5:15 p.m. Paid for with
check from Chorale) snacks, water, cookies (from Sam’s) at approx. 5:30. Return to
concert area to rehearse with Chorale and orchestra, from 6:45-8:15, at which time buses
pick up students to return to home school. ICC students are transported by parents to and
from dress rehearsal. Agenda for March concert should always consider Friday and
Saturday combination, Dress/Concert, a better plan for school children.
Saturday, Concert Day - concert usually scheduled for 7:00 p.m. Call Time is set for
approximately 6:15-6:30 p.m.
Late January or early February of concert year, obtain list of all participating
students/teachers, name of schools, and t-shirt sizes for all participants. No later than 3
weeks before concert, order t-shirts from Hi-Tech T’s on Story Road, Irving. Provide tshirt printer with front logo and back artwork. Obtain invoice from Hi-Tech, give to
Treasurer. Hi-Tech T’s, 972-313-0823
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In Fall of preceding year, provide specific directions to Arts Center, if applicable, for
equipment needs in auditorium, in front lobby, in rehearsal hall to Adalia Trevino, Andy
Pate, and Ross Moroney. Check with Artistic Director for specific stage/light/sound
needs.
Irving Arts Center (usual venue for March) Contacts: 972-252-7558
Adalia Trevino - Program Supervisor, Facilities, Equipment
Andy Pate – Box Office, Front Lobby Manager – 972-252-2787
Kass Prince – Event Scheduling
IISD – Gayla Lawrence, Ass’t Fine Arts Director - 972-600-5088
Micky Alvarez, Fine Arts Secretary
Meet with Fine Arts Personnel in Fall preceding concert year, to discuss concert as a
whole, and arrange for bus transportation and use of IISD facilities.
Sometime in early February, prepare discount ticket coupons for student and teacher
participants, (see sample of past years’ forms) and prepare one for each participant,
individual names on forms. Also, form should have clear explanation of procedure for
one comp ticket and procedure for discount ticket purchase. Form should be in English
and Spanish.
Carol Sullivan, IISD/Chorale Liaison, 2014
Article IX
A.

Contract Employees

Contracts
1.

A minimum of two signatures shall be mandatory to obligate the Chorale to any
contract.
(a)

One signature must be that of the President

(b)

The Treasurer shall co-sign any contract obligating the Chorale financially

(c)

The Artistic Director shall co-sign any contract obligating the Chorale in
any performance-oriented and non-financial matter

(d)

All contracts must be approved by the Board before being signed.

2. Contracts shall be signed for the positions of Artistic Director and Accompanist for
each performing season.
B.

The Artistic Director shall:
1.

Page 15

Be paid according to the contract approved by the Board
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C.
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2.

Be responsible for the selection of music for Chorale rehearsals and performances

3.

Work with the Librarian to provide music for each Chorale member

4.

Prepare a rehearsal schedule for each performing season and arrange for copies of
this schedule to be available to Chorale members at the beginning of each season

5.

Direct all rehearsals and performances of the Chorale or provide a qualified
substitute

6.

Approve Section Leaders for each voice section

7.

Be an ex-officio, non-voting member of the Board

8.

Be a member of the Budget & Program Committees

9.

Provide Budget Committee with the estimated costs of the subsequent season in a
timely manner.

10.

Perform other duties as mutually agreed upon by the Board and Artistic Director
each calendar year.

The Accompanist shall:
1.

Be paid according to the contract approved by the Board

2.

Attend all rehearsals and performances of the Chorale during the contracted
performance season

3.

Perform additional duties as requested by the Artistic Director

4.

Provide a qualified substitute if unavailable.
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