
AIGC BOARD AND OFFICERS

The Work of the AIGC Board of Directors
* A non-profit boardʼs job is to oversee the organization to make sure it follows the law, follows 
its mission and is being fiscally responsible.
* Read, understand and follow the AIGC By Laws.
* Use the AIGC Mission and the AIGCʼs goals as a guide.
* Support the work of those who do the day-to-day work of the AIGC.
* Ensure that the AIGC has sufficient operating funds

~~~~~~~
AIGC Board President

From AIGC By Laws: “The PRESIDENT shall prepare for and preside at all meetings of the Board and 
shall monitor and coordinate the functions of the organization with the Musical Director. The President 
shall execute all powers and perform the duties of the office of President.”

1. Organization Before the Board Meeting
* Write a clear agenda.
* Make sure board members know the meeting time and place.
* Before the meeting post on the AIGC website and send to board members via email: agenda, 
financial report, minutes and support documents.
* Publicize the meeting date, time and location and provide meeting documents to interested 
AIGC members.

2. The Board Meeting -- Be Prepared and Confident
* Set the tone of the meeting; interactions should be friendly but business-like. 
* Deal with one issue at a time. For each issue: explain the issue, give everyone the chance to 
have their say, get a decision, and then move on.
* Only one person should speak at a time. Everyone at the meeting should be focused on the 
topic being discussed, not having side conversations.
* If the group strays from the topic, gently get it back on track. Keep members from dominating 
the meeting with stories, bluster or ego. 
* If the meeting isnʼt progressing as it should, ask for what you want.
* Roberts Rules of Order is a logical system for doing business; ask for help if unsure on a 
point of order. 
* Unless a committee is formed, all discussion and action of the Board should be in person, as 
a group, in a meeting -- not by email and not in subgroups.

3. Board Minutes 
* Minutes are a legal document; Minutes should be accurate, timely and action oriented. 
* Each action item should state what is to be done, who will do it and by what date.
* Work with the Secretary to document the minutes the way they should be.  Take necessary 
time in the meeting to get an action item written correctly.

4. Financial Reports 
* Financial reports should be timely, accurate, clearly displayed and understandable.
* Work with the Treasurer and the Bookkeeper to get financial reports the way you want them.

5. AIGC Employees
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* The board should work with the Director to write and review job descriptions for each AIGC 
position.
* The board should work with the Director to provide oversight of the work of AIGC staff and 
support their work, but not to micromanage their jobs.
* If the board feels that a staff member is not performing their duties, it needs to address and 
correct the issue.

6. Strategic Planning
* The board and staff should write and stay true to a multiyear Strategic Plan.
* The Strategic Plan should outline goals and objectives that are “SMART”: Specific, 
Measurable, Attainable, Relevant, Time-Bound.

~~~~~~~
AIGC Board Vice President

From the AIGC By Laws: “The VICE PRESIDENT shall also have the powers and duties of President 
when the President is absent and/or unable to perform such duties.”

~~~~~~~
AIGC Board Secretary

From the AIGC By Laws: “The SECRETARY shall prepare, keep, review and sign the minutes of the 
meetings and proceedings of the Board of Directors. As a general rule, the President's, Secretary's or 
Musical Director's signature will be required on correspondence from the organization.”

1. The Minutes
* The minutes of a non-profit corporation are a legal document.  
* Copies of all the past minutes should be kept organized in a file or binder for reference of the 
decisions of the board.
* Each action item in the minutes must be worded carefully to reflect the decision of the board.

2. Minutes Should be Written and Distributed in a Timely Manner
* It is important for the board to receive copies of the minutes in a timely manner.
* Write up the final copy of the minutes and distribute it to the board as soon as possible after 
the meeting. (Actions described in the minutes cannot take place if the person identified to do 
the action does not know they are supposed to do it.)

3. Detail of Minutes
* Important details to be recorded in the minutes are those prescribed by law and by the AIGC 
By Laws.
* There is no need for unnecessary detail of discussions of the board; a list of what was 
presented or discussed is sufficient.  Action items must be written in detail.
* Each set of minutes should clearly state the facts of the board meeting: date, start and end 
times, and location.

4. Action Items
* The Secretary should clarify the wording of each action item at the meeting and write it down 
faithfully in the minutes.
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* Each action item must state who moved and who seconded the motion to vote on it.  It 
should then state how the vote went: whether the item passed, and how it passed (unanimous 
or the number of yes votes, no votes and abstentions).
* Each action item must state what is to be done, who will complete the action and by what 
specific date the action will be completed.

5. Correspondence
* The Secretary may be called upon by the board to carry out the correspondence of the AIGC 
to the public or to individuals. 

~~~~~~~
AIGC Board Treasurer

From the AIGC By Laws: “The TREASURER shall review the financial matters and interactions 
of the organization. The Finance Committee shall prepare the annual budget; the Treasurer 
shall present the budget for the approval of the full Board of Directors. The Treasurer may be 
Chairperson of the Finance Committee.”

1. Oversight of Financial Matters
* The Treasurer oversees of the financial matters of the AIGC.
* The Treasurer serves as a check and balance to the Bookkeeper who maintains the 
books and runs the day to day financial work of the AIGC.
* The Treasurer can work with the President to outline how the Bookkeeper should keep 
the books, prepare reports and present the financial information to the board.

2. Yearly Budget and Strategic Plan
* The AIGC By Laws call for the preparation of a Yearly Budget by the Finance 
Committee, which includes the Treasurer.
* The Treasurer can be instrumental in the financial planning and setting of financial 

goals for the AIGC in a Strategic Plan, and for ensuring that the financial goals are 
attained.

~~~~~~~
AIGC Board Fundraising Positions 

1. Dues Coordinator - uses the monthly dues list generated by the Bookkeeper and talks to 
individuals who owe dues in order to get them to pay their dues in a timely manner.
2. Scholarship Coordinator - oversees scholarship payments and oversees the scholarship 
volunteer jobs.
3. Sponsor Coordinator - get business sponsors who donate every year.  Develop sponsors 
for (1) General, (2) Youth (youth choir & high school choir members), (3) Scholarship, and (4) 
Community Engagement (performing for underserved populations).  The Sponsor Coordinator 
is also responsible for sending thank you letters to all sponsors.
4. Grant Coordinator - works with the Director to do grant searches, grant proposal writing 
and follow through with the grants requirements.
5. Swag Sales Coordinator - supervises swag sales, monitors and inventories items, keeps 
the cashbox and float, and keeps the credit card readers. The Swag Sales Coordinator is 
responsible for sales at each event.
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