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President’s Responsibilities: General Overview 
	MASTA 2017	


1. Monitor/manage/direct the progress and timelines of all MASTA activities.

2. Communicate frequently with the membership and Board to promote ASTA membership and participation in the variety of string-related activities.

3. Write President’s Message for the MASTA Resource Guide

4. Schedule four meetings and facilities for the Board each year (September, January, May, summer retreat). 

5. Send reminder e-mails one month prior to Board meetings, create meeting agenda and receive a copy of Board members reports with the meeting agenda and reports at least a week ahead of the scheduled meeting time.  Communicate with board members unable to attend meetings - prior notice should have been received. Prepare President’s report.  Submit collected reports for posting on website.

6. Attend all working meetings and planning session for the Michigan Music Conference.  After serving two years on the planning committee, move to the Executive Board as MASTA Presidency begins.  Make sure group reservations are made at the Amway Grand in August for the January Conference.

7. Get the letterhead printed for your two-year administration, with current Board members and updated information listed on the letterhead.

8. Mailing labels for in-state ASTA businesses are accessed through email communications with the National Office.  Request the set that include labels for businesses and university use as well as all other State Presidents so that these also receive our Resource Guide.

9. Send membership lists, which arrive on a quarterly basis from the national office, to the Membership Chair and Resource Guide Editor.  Send the accompanying rebate check to the Treasurer (make a photocopy before mailing) or deposit it (photo copy the check and retain the deposit slip) and report the transaction to the treasurer.

10. Attend Council of State Presidents meetings as called (e.g., MMEA, MSBOA, MSVMA).
 
11. Attend the MMC in Grand Rapids and preside over the general membership meeting/continental breakfast.

12. Attend ASTA national conventions and leadership retreats.

13. Appoint personnel to non-elected Board positions when they become vacant.
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14. Maintain accurate records and keep all written materials in an electronic format for the next President to use.

15. Plan a summer retreat and biennial Studio Teacher Workshop.


Specific Duties of the President

The President is responsible for the leadership of MASTA.  This includes the following of routine duties as well as those that must be handled as the need arises.
After May 15 (year of assumption of duties...):
· Spring Executive Board meeting.  This is the day that all new terms of office begin.  Discuss nomination of a Michigan teacher for the Elizabeth Green School Educator of the Year award, given by national ASTA.  Also, reserve at least one hour at the beginning of this meeting for a new board member orientation.
· Notify the Board of plans for the summer retreat meeting, make reservations.
· Assume the office of President.  On or prior to this date, obtain all the Presidential archives from the outgoing President.
· Become familiar with the responsibilities of each Board member (see job descriptions and review reports).  Then, throughout your tenure, keep in contact with each Board member regarding the progress of their activity and/or assignment.

June
· Send reminder e-mails to Board regarding summer meeting/retreat.  Develop discussion topics.  
· Review Bylaws/Policy Handbook for any changes/additions.
· Visit the Elementary and Junior High String Camps, if possible.
· Send a news update to membership.
· Second year of Presidency: make sure the Past President has a committee for developing a slate of officers.
· Confirm with Treasurer that our 501(c)3 Non-Profit Status and Employer Identification Number is on file the National Office.  Make sure quarterly report is filed.

July
· Contact the Elementary and Junior High String Camp Directors for an evaluation of this year’s camp experience and financial standings.  Write notes of appreciation for their work.
· Write and/or contact the Music Directors of each camp and express our appreciation for their work at the camps.
· Send the Treasurer the quarterly membership rebate check forwarded from the National Office or deposit it and notify the treasurer.
· Send the Membership Chair the updated membership lists (hard copy and/or disk copies). 
· Send Webmaster updated membership email addresses for the website.
· Collect and send MYAF report to webmaster.

August
· First year of Presidency – Get MASTA/NSOA letterhead stationary and update board names and addresses. The letterhead is on computer file and can be updated.  Envelopes can be duplicated at any print shop using an existing envelope as a template (preparation time: 2 days – 2 weeks).
· Evaluate the need to apply for a Special Projects Grant from National ASTA.  Consult with the Member-at-Large.
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· Finalize the Michigan nominee for the Elizabeth Green School Educator Award.
· Send reminder e-mails to the Board regarding the upcoming fall Board meeting.  Request report copies.
· Verify room reservation for the fall Board meeting in Plymouth.

September
· Prepare agenda and email out fall meeting materials and reports.
· Phone calls/e-mails – Contact each MASTA Board member for a progress report on his/her activities.  Collect all reports and send to webmaster for posting
· Prepare the President’s Report for the fall board meeting.
· Attend the MMC planning session(s) in Okemos (Second Sunday).
· Fall Board Meeting.  Second year in office: get a recommendation from the board for a nominating committee (see ByLaws) for January’s state officer elections.  Appoint the committee to present a slate of candidates for approval of the Executive Board by early December.  Approve annual budget. Update job descriptions.  Approve ByLaw and Policy Handbook changes.
· Deadline: Nominations for the Elizabeth Green National School Educator Award (forms in summer issue of the American String Teacher).
· Request State mailing labels to the Conference Coordinating Company for the MMC.
· Establish the calendar for the year – project dates as far in advance as possible to facilitate your planning. Make sure they are posted on the website.
· Write the President’s Message for the Resource Guide – due Nov. 15
· Participate in the national ASTA phone campaign regarding state activities.  
· Request approval from employer to attend any National/State ASTA conventions and/or leadership retreats.

October
· Telephone the MMC or Amway Grand and confirm the reservation of meeting rooms for the January Board meeting.  Order beverages, muffins/donuts/pastries for that meeting and check on availability of food service for receptions via Conference Coordinator Company.  Arrange Executive Board Dinner for Wednesday night and full board lunch for Thursday.  Arrange for receptions on even years.
· Receive quarterly mailing from National ASTA Office.  Mail rebate check to Treasurer or deposit it.  Send updated membership lists to the Membership Chair and Resource Guide Editor and to Webmaster for updates.
· Remind President Elect to contact membership for Teacher and Administrator of the Year nominations.

November
· Second year of Presidency: Monitor progress of the nominating committee.
· Contact Okemos Suzuki Workshop Chair for an update.  Attend the workshop, if at all possible.
· Write and/or contact the Okemos Workshop Chair and express our appreciation for their work.

December
· Second year of Presidency: Contact Solo Competition Chair for an update.  Attend the competition, if at all possible.	
· During second year of presidency, approve the slate of officers for the upcoming election.
· Make travel and hotel arrangements for the national ASTA conference and/or leadership retreat. If you cannot attend, pass this on to President-Elect, former President and then all Board members.
· Send reminder e-mails to the Board regarding the upcoming Executive and Full Board meetings.  Request report copies.
· Prepare President’s Report
· Write and/or contact the Solo Competition Chair and express our appreciation for their work.
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January
· Remind Treasurer to submit quarterly report to ASTA
· Confirm that the nominees for Teacher of the Year and the Administrator of the Year winner will attend the morning meeting 
· Prepare agendas and mail out with January Board meeting materials and reports.
· Call MMC Conference Coordinating Company to confirm the meeting room reservation, the food and beverage, and check on the billing arrangements.
· Contact the MMC Conference Chair two weeks in advance to confirm that all deadlines are met.
· Prepare the general membership meeting (8 a.m. Friday).
· Prepare the President’s Report for both January meetings.
· Call/e-mail board members to confirm attendance and preview their reports.
· Winter Executive Board dinner meeting (Wednesday 6 p.m. of MMC)
· Winter Board meeting (Thursday 9:30 a.m. of MMC).
· General membership meeting (Friday of MMC).  Beverages, donuts, pastries, muffins served.  Meeting starts at 8 a.m. Teacher of the Year finalists are announced.  Administrator of the Year announced. Conference headliner gives short keynote.
· Winner of Teacher of the Year announced at the Teacher Orchestra Concert – Friday night.  Also, Solo Competition winner performs with piano accompaniment.
· Second year of Presidency: Confirm that the election committee has prepared the ballot and that ballots are mailed out by January 30th.
· Submit a Special Projects Grant proposal to the National Office, if decided upon.
· Send e-mail with news update to members 
· Remind the Outreach Chair to post Professional Development Grants and Outreach Grants on website
· Receive quarterly mailing from ASTA.  Mail rebate check to Treasurer or make deposit.  Send updated membership lists to Membership Chair and Webmaster.

February
· Contact Chamber Music Festival Chair for an update on the activity.
· Second year of Presidency: Write letters of appreciation to those who agreed to run for office and to the nominating committee.  Send results of election to all candidates.  Notify the MASTA Board of the results.  
· Notify the National Office of the election results by March 1st ...
· Write and/or contact the Midwestern Conference Coordinator to express our appreciation for their work.
· Send congratulatory letter to Teacher of the Year with a copy to the administrator and newspaper of their choice
· Contact the Teacher of the Year winner and make arrangements to present the certificate at one of the teacher’s home school concerts.
March
· Write and/or contact the Chamber Music Festival Chair and express our appreciation for their work.
· Attend the MMC Conference planning meeting.  Conference Chair should send out an invitation to all board members well ahead of time to urge them to attend.
· Attend the National ASTA convention and/or leadership retreat - President-Elect should attend with you during second year of Presidency if a convention and during the first year is a leadership retreat.
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April
· Send reminder e-mails to the Executive Board regarding the upcoming May Board meeting.  Request report copies.
· Prepare agendas and mail out with May Board meeting materials and reports.  Second year of Presidency: Include all incoming Board members in mailing.
· Prepare the President’s Report for the May Board meeting.
· Receive quarterly mailing from ASTA.  Mail rebate check to Treasurer or make deposit.  Send updated membership lists to Membership Chair and Webmaster. 
· Contact the Outreach Chair for an update on the professional development grants and the camp scholarships.  Make sure the Outreach Chair plans to list the Green, Riley and Dodge scholarship winners on the website.
· Contact Psarianos for Potter Scholarship winner and news release/article for our website.
· Confirm date and location of September Board meeting with MSBOA liaison (11 a.m. of MSBOA New Music Reading Session.) Executive Board meets at 10 a.m.
· Participate in the National ASTA phone campaign regarding state activities.
· Clean up your records by discarding unnecessary duplicate copies of reports, etc.  Then, move the Past President’s records into the MASTA archives.

Reminders for the board:
· Take tax exemption letters to any businesses where purchases are made.
· Departing Activity Directors should always orient new appointees to the job/activity prior to leaving the Board.  Both the incoming and outgoing directors should co-run one session in order to ensure stability and consistency in administration. 
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Rev.
2017
President Elect’s Responsibilities: General Overview
MASTA

1. Attend all Board meetings of the state organization. Make lunch arrangements for the Fall meeting.

2. Vote as a member of the Executive Board
.
3. As needed, work with the President to monitor/manage/direct the progress and timelines of all
MASTA activities.

4. Assist the President in communicating with the Board, the membership, and other state arts organizations.

5. Attend the Michigan Music Conference in Grand Rapids and assist the President with the general membership meeting.

6. Attend ASTA national conventions and leadership retreats in the even numbered year.

7. Solicit and prepare nomination materials and e-mails for state chapter awards (e.g., Teacher of the Year, Administrator of the Year). Voting needs to take place in late November/early December.

8. Receive and tally Teacher of the Year ballots and inform president of results. Announce the winner at the January Board meeting.

9. Prepare and distribute plaques to various award winners (e.g., Teacher of the Year, Administrator of the Year, Lifetime Achievement). Preparation includes ordering plaques.

10. Keep all written materials in an electronic format for the next President Elect to use.

11. Serve on the Planning Committee of the Michigan Music Conference as a MASTA representative in
conjunction with the MASTA MMC Chair.

Specific Duties of the President Elect
MASTA

The President Elect is responsible for assisting with the leadership management of MASTA. This
includes the following of routine duties as well as those that must be handled as the need arises.

September
∙ Arrange for lunch to be served at the Fall meeting. Historically we have used Subway catering. You
can currently place your order online and the location nearest to Plymouth Canton High School is:
7672 North Canton Center Rd., Canton, MI 48187, 734-207-5081

October
* Put together the Teacher of the Year nomination letter and Administrator of the Year nomination
form for the fall newsletter (deadline: October 15). See previous copies and edit, as appropriate.
Usually done via e-mail, Facebook, and the website.
* Arrange for continental breakfast service for the General Membership Meeting at the Michigan Music
Conference. Done through Maureen from the Michigan Music Conference office.

December
* Prepare the Teacher of the Year ballot. Contact the nominees for their bios. E-mail to general
membership.
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* Prepare plaques for various award winners (e.g., Teacher of the Year, Administrator of the Year,
Lifetime Achievement Award).
* Prepare and submit report for winter meeting

January
* January Board meeting and breakfast: Announce the Teacher of the Year nominees and Administrator
of the Year award winner. Announce Teacher of the Year winner at Friday night Teacher Orchestra
Concert. Provide corsage/boutonniere to each nominee.

February
* Second year of President-Elect status: Work with current President to fill anticipated Activity
Director openings.

March
* If possible, second year of office, attend National ASTA Conference and Leadership training with
President

April
* Assist President with preparing agenda for May Executive Board meeting
* Prepare and submit report for May meeting

May
* Attend spring executive board meeting on Saturday morning at the Michigan Youth Arts Fest

June
* Assist President with preparations for Summer Board Retreat

July
* Assist President with Bylaws update during odd year

August
* Prepare and submit report for September meeting
* Second year of office assist with developing ballot of officers for upcoming election.
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	MASTA 	
	Past President Duties

1.  Student Chapter Liaison:
a. Maintain communication with student chapter advisors and members.
· Two weeks before each board meeting, contact presidents of student chapters for reports of chapter activities, etc.
· Maintain a list of student members and e-mail addresses.  (Master list available from national office in the late fall.)
· Encourage communication between student chapter advisors and members across campuses.

b.	Help plan statewide and inter-campus events for this population, and assist with locating funds to support such initiatives.  Make a motion at the Fall meeting to give each student chapter $ to help with chapter activities.
c. Stimulate growth of new chapters by contacting potential chapter sponsors in the fall with a letter, and by making other personal contacts throughout the year.  
· Work with the national office to develop a plan for assisting schools with small enrollments to create student chapters.  
· Schools targeted for the next level of student chapter development include: Grand Valley State University, Alma College, Spring Arbor College, Wayne State University, Oakland University, Northern Michigan University, Olivet College, Albion College, Eastern Michigan University, Hillsdale College, Michigan State University, University of Michigan – Dearborn, University of Michigan – Flint.
· Existing student chapters include: Central Michigan University, Eastern Michigan University, Hope College, Western Michigan University, University of Michigan and some high school groups.

d. Solicit at least one student chapter article for each issue of the state newsletter.  Schedule on a rotating basis to ensure every chapter receives an equal amount of publicity. 

2.   Attend all board meetings; advise president.
3. Revise officer handbook in March of final year of office; solicit updated job descriptions from each board member and update the job description addendum.

4. (second year) Chair the committee (appointed by the president at the Fall meeting) to nominate candidates for the next executive board.  If possible, the slate should be approved by the board at the Winter Executive Board meeting and the candidates introduced at the Winter General Membership meeting.  Collect bios from the candidates and send ballots to all of the active members.  Collect the ballots by the specified date, determine the outcome, and contact the nominees and executive board with the results.

5. Raise awareness by presenting awards at the Winter meeting to students and chapter advisors as appropriate.
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Michigan ASTA Secretary  
The primary responsibilities of the MASTA secretary are: 
· Maintain the legal and accurate minutes of the official meetings 
· Attend meetings – September, January, May and summer retreat
· Present minutes at and/or prior to meetings 
· Have approved minutes published – share with board and webmaster
· Share information that is requested by the board and program directors upon request 
· Assist the MASTA organization where needed
As needed:	Purchase and send cards of sympathy to members.  Maintain a notebook of all documents collected during the term of office. 
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MASTA Treasurer's responsibilities: All of the treasurer's books are kept on Microsoft Excel.
Board member reimbursement policies: Upon submission of a completed expense and applicable receipts....
· Mileage for board business: current IRS rate, or as determined by Executive Board
· Supplies: postage, envelopes, paper, copying, etc. ‑ full reimbursement upon submission of receipts (please remember to use tax‑exempt form)
· MASTA‑related phone calls: full reimbursement upon submission of phone bill
· Midwest Conference expenses up to $50 upon submission of receipts
· Midwest Conference Coordinator expenses up to $500 for reasonable food, Lodging and parking per year
· President (annually) and president‑elect (year preceding assuming office of president): expenses reimbursed for each for national convention expenses: registration, transportation, and lodging ‑ full reimbursement upon submission of receipts
Board fee structure: (to be paid upon submission of final report)
· Camp directors: $1000
· Co‑directors (each): 750
· Assistant camp director: 500
· Workshop directors:  200
Board budgeted amounts ‑ See budgets in each category on spreadsheets
MASTA's fiscal year is from July 1 to June 30. Taxes are filed November 15 each year
All individuals paid over $599 are to receive a 1099 in January. Have person(s) fill out a W‑9 form before paying them. Give all W‑9 forms to the accountant. There are a few in the treasurer's box and they can be duplicated. This is primarily for camp directors. Remind all camp/workshop directors of this rule at the January and May board meetings.
Bank accounts: Must have 2 signers on each account ... treasurer and president.
To change local accounts, check with the individual bank for requirements. We are a non‑profit organization under 501c(3). All substantiating papers are in the MASTA handbook as well as in the treasurer's file box.
DWS Scudder accounts (MASTA and Green Award): To change account signatures....
1. Request 2 signature cards (to be completed by the new treasurer and president), 1 for each account (these signatures must be bank signature guaranteed, not notarized).
2. Send a signed letter of instructions to DWS Scudder (must contain current signatures)
3. Submit a statement signed by the president certifying that the treasurer is indeed the treasurer of the Michigan Unit, American String Teachers' Association.
4. Send all to the attention of Transaction Processing, DWS Scudder., P.O. Box 219415, Kansas City, MO 64121‑9415
Camp and Workshop Directors: Pay director fee upon submission of final report(see activity guidelines for due dates), including spreadsheets, copies of check registers, receipts, and profit check. Make sure that you have a W9 on file for anyone earning over $599.
Monthly responsibilities:
1. Pay bills and deposit checks upon receipt.
2. Reconcile checkbook with bank statement.
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3. Enter checkbook, Zurich money market and Green Award information on spreadsheets.
4. Send Green Award contributor names to newsletter editor and thank you letters to donors (see sample) and keep names on file in database.

Quarterly reports: October (1st Quarter: July1-September 30), January (2nd Quarter: October1-December 31), April (3rd Quarter: January 1-March 31), July ( 4th Quarter: April 1-June 30)
1. Collect satellite account balances. These should be sent to the treasurer as soon as bank statements for September, December, March, June are received and reconciled. Remind directors of workshops/camps at all board meetings.
2. Update disbursement, deposit, Zurich and Green Award spreadsheets.
3. Send copy of report to President and national ASTA office (no spreadsheets to national office).

July: (see monthly responsibilities)
1. Prepare 4th quarter report (see quarterly report)
2. Send copy with supporting spreadsheets to the President and national ASTA

August: (see monthly responsibilities)
1. Send invoice for $75 to Blue Lake Fine Arts Camp for Suzuki Family Camp Promotional fee attention: Business Manager, Blue Lake Fine Arts Camp, Twin Lake, MI 49457
2. Encourage submission of final camp reports
3. Contact Laurie Psarianos at Psarianos Violins in Troy for funds ($ 1000) for the Louis Potter Cello Scholarship and name of the scholarship recipient.
4. Contact recipient for address and account information. This $1000 scholarship is to be sent directly to the recipient's college account.

August/September: (see monthly responsibilities)
1. Prepare Year‑end treasurer’s report for the September board meeting and send a copy to national ASTA office (after approved at Sept. board meeting).  Summarize on year‑end report form. This is a composite of the quarterly report forms.
2. September Board meeting:
a. Make 20 copies of 4th quarter report, year‑end report and year-to-date report with accompanying spreadsheets for the September Board meeting.
b. Distribute expense sheet forms as needed.
c. Pay mileage reimbursements upon submission of completed expense form.
d. Collect updated spreadsheets, check register copies, receipts and bank statements (September through August from the camp/workshop directors) if not already submitted with their reports.
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3. Make appointment with tax‑preparation accountant. Our tax form is due on November 15 and it is best to meet in late August or early September. Take all of the satellite account spreadsheets, check registers and bank statements as well as those same items for the MASTA account to the meeting. (Take the time to be prepared for the meeting with the accountant by going over all these items before the meeting) If necessary, call the chairperson involved to help you understand the satellite accounting practices. If hiring a new accountant, it is also helpful to take tax forms from the past 3 years.

October: (see monthly responsibilities)

November: (see monthly responsibilities) Submit tax form by Nov. 15

December: (see monthly responsibilities)
1. Following biennial solo competition, the chairperson will call/send you all the entry fee checks for deposit, expenses (must include receipts), request for entry fee check for the tapes sent to national ASTA competition and the name of the Green Award winner. Send a check from the Green Award account and a congratulatory letter to the winner and a copy of the letter to the chairperson.

January: (see monthly responsibilities)
1. Prepare 2nd quarter report and send to President and national ASTA office
2. Update spreadsheets in preparation for January board meeting.
3. Board meeting: (Thursday)
a. Prepare 20 copies of the 2nd quarter report and supporting spreadsheets
b. Bring tax-exempt form and checkbook to pay for dinner
c. Distribute expense sheets as needed.
d. Pay mileage reimbursements upon submission of completed expense
Form.
4. Annual meeting: (Friday) 
a. Make 75 copies of report summery to distribute.
b. Give verbal treasurer's report.

February: (see monthly responsibilities)

March: (see monthly responsibilities)
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April: (see monthly responsibilities)
1. Prepare 3rd quarter report (see quarterly report)
2. Send copy to the president and national ASTA office

May: (see monthly responsibilities)
1. Update spreadsheets in preparation for May board meeting.
2. Board meeting
a. Prepare 20 copies of the 3rd quarter report with supporting spreadsheets.
b. Distribute expense sheets as needed
c. Pay mileage reimbursements upon submission of completed expense form.

June: (see monthly responsibilities)
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MEMBER AT LARGE
JOB DESCRIPTION
GENERAL DESCRIPTION 
Member-at-Large general duties are to generate and implement new projects and to expand the opportunities for serving the general membership in part by surveying the needs of the membership. Areas of concern and needed growth will be reported to the executive board. 
DUTIES 
1. Attend all meetings of the Executive Board of the Michigan chapter of ASTA and provide a written report of Member at Large activities 
(September, January and May). 
2. Maintain the MASTA Constitution on disc and on hard copy by making all changes, additions or deletions upon Board recommendation. 
3. Make application for special grants through national ASTA and other support organizations as they become known. 
4. Serve as a coordinator and consultant for new statewide string programs, and create an interest in starting new string programs. 
5. Term of office will be two (2) years.
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American String Teachers Association
Michigan Unit
CHAMBER MUSIC FESTIVAL JOB DESCRIPTION
Spring/Summer 
· Reserve date at University of Michigan (Monday of their spring break.) 
· Line up guest ensemble 
September 
· Present proposed budget at MASTA board meeting 
· Receive information regarding annual sponsors from MASTA board 
· Write article for MASTA newsletter about upcoming festival 
· Confirm guest ensemble, request biographical information for creating brochure 
· Create brochure, send to newsletter editor and webmaster 
January 
· Hire additional coaches 
· Present updated report at MASTA board meeting 
· Confirm rooms, auditorium and pianos with U-M 
· Send final confirmation with schedules and maps to guest ensemble 
· Make hotel reservations for guest ensemble if needed 
Early February 
· Ask MASTA treasurer to send checks for coaches and guest ensemble, including mileage/travel 
· Arrange rehearsal time and space for guest ensemble if needed 
Week before festival 
· Email final instructions to coaches 
· Email and/or mail confirmation letters and maps to participants including competition order and warm-up room assignments 
· Order parking passes from U-M (if necessary) 
· Make and copy schedule grid 
· Copy competition comment sheets for judges 
· Plan/ purchase snacks 
· Purchase name tags, napkins, cups 
· Arrange to pick up keys and parking passes from U-M 
· Get parking passes to coaches before festival date
· Make participant packets, one per ensemble 
· Get MYAF info to pass on to winning ensemble
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· Deposit registration checks
· Pick-up gifts from sponsor
Festival day 
· Arrive 2 hours early to set up information table, snacks, and rooms 
· Pay guests and coaches 
· Order guest ensemble lunch to be delivered by 11:45 AM 
· Introduce guest ensemble before their performance 
· Monitor competition 
· Announce winner and runner-up 
· Clean up, lock all rooms, and return keys 
Afterwards 
· Send thank you to sponsor 
· Inform MYAF of winning ensemble 
· Mail competition comment sheets to each ensemble’s coach 
· Facebook post regarding festival winner 
Week after festival 
· Send receipts for reimbursement to MASTA treasurer 
· Reserve rooms for next year’s event 
· Write newsletter article announce winning ensemble
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MASTA STRING CAMP
PROGRAM DIRECTOR
Job Description

*Submit all receipts and bills to MASTA Treasurer. Maintain petty cash fund for duration
of camp and keep up to date records of expenses to that fund.

September:	 
· Confirm site, fees, dates. (best if done immediately following camp)
· Prepare budget proposals for Board Meeting.
· Present previous year's camp report and next year's budget
           proposals at the Board Meeting.

Nov./Dec.:
· -Update, print, and prepare Camper application's mailing.
· Update Camper Packet and mail one copy to Asst. Program Dir.
· Set up process for recording and processing camper applications
· Confirm returning staff.
· Confirm with treasurer payment of storage unit rental.
· January: - Attend MASTA Board Meeting (MMC)
· -Camp Report, camper apps. available.
· Attend MMC pass out camper applications, recruit staff, give
                       report at MASTA Luncheon.

· Get mailing labels of MASTA membership, MSBOA membership and past campers and mail applications or postcard invitations.
February: 
· Continue to fill Staff Roster.
· Check in with Asst. Dir.-camper numbers, etc.
March: 
· Maintain Google Voice answering machine message for camp questions
· Review Staff letter, packet, MASTA and Presby' Forms, Child Development Info and Handbook.
· Complete Staff Roster.
· Mail Staff Information.
· Check in with Asst. Dir.- camper numbers, give her Staff by cabin for camp information lists.
· Confirm Camp license with State of Michigan
April: 
· Check in with Asst. Dir. - camper numbers, etc.
· Check with Music Directors re: new music and order
May:
· Order T-Shirts and Sweatshirts
· Finalize staff and camper lists
June: 
· Pick up T-Shirts.
· Do the shopping.
· request salary checks for staff from MASTA Treasurer
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· Order lunch for staff training day.
· Pack and transport to and from camp.


CAMP!!!

· Make all refunds, returns, pay remaining bills.
· Begin report.
July:
· Complete all business.
· Complete report and make list of outstanding business.

By August 15: Mail MASTA treasurer report including: 
· checking account register
· camp disbursements
· camp deposit

Site Information

Since the Year 2002, the Elementary String Camps are held at the Howell Nature
Center in Howell, Michigan. The site is owned and operated by the Presbytery of
Detroit through the Howell Nature Center. The Site Director is Dick Grant.
All information regarding the camp site, reservations, menu, etc. should be directed to
Mr. Grant at the Howell Nature Center. You may reach Mr. Grant's office and the Howell
Nature Center by calling 517-546-0249.

Also, Camp rents a storage Unit from McGowan’s storage in Howell, Michigan. The unit is billed annually and the key for the unit is stored at the site in the office.













                                                                                                                    
                                                                                                                                                          Job Description Revised Jan. 2018
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MEMBERSHIP CHAIRPERSON


Quarterly:		MASTA President will send membership renewals to chair-
			Chair contacts those whose membership has lapsed.
			Provide info on methods of renewal.

Quarterly:	Send a list of new members to Newsletter Editor/MASTA webmaster for inclusion in the newsletter/website.

September:		Attend the MASTA Board meeting.  Make written/oral report.

January:	Attend the Thursday and Friday MASTA board meetings and MASTA general membership meeting.  Make written and oral reports.  Coordinate with the Midwest Music Conference Chair regarding the MASTA table at registration.  Bring membership list and materials, newsletters and ASTA Journals to MMC Exhibits Thursday, Friday and Saturday of the conference.  Make sure the table is manned.

Spring:			Provide written report for MYAF meeting.

Ongoing:		Maintain up-to-date master membership list. 
Have the capability to print complete sets of mailing labels.
Continually design ways to recruit new members, including scheduling annual membership drives.
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Michigan Music Conference Coordinator

Attend MMC Planning Committee Meetings
Secure MASTA headliner
Attend MMC and make notes for next conference
Submit reports prior to each MASTA meeting (September, January, May) and attend meetings
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MASTA Notes Blog Editor Job Description

The primary purpose of the MASTA Notes Blog Editor is to search for, collect and edit original content
for the Michigan ASTA Blog. Articles are posted monthly during the school year (September-May). Only
Active Michigan ASTA members can submit content for publication, and all posts with photos, videos or
name recognition must be posted with proper permissions of all parties involved.

Typical content consists of the following:
● invitations and descriptions for MASTA sponsored events during the year.
● written articles from MASTA members about currently curricular practice, or unique musical ideas
that are being explored in the classroom or private studio.
● interview pieces on MASTA members or student groups that are pertinent to our membership.
● video or audio pieces regarding the string teaching profession that are pertinent to our
membership.

Submission and Approval Process:
● The content must be received by the 1st of every month at midnight to be considered for the
posting on (or near) the 15th.
● Articles submitted for publication should be emailed directly to mastanotes@gmail.com (not
Jonathan Glawe school mail account) in the following computer formats: text pasted directly into
email, Acrobat files (.pdf) Microsoft Word documents (.doc); Apple Pages (.pages) documents;
completely edited and polished video file that may be uploaded to our Youtube Channel (no more
than 10 minutes); as an electronic mp3 format that can stream on the site. If the file is proving to
be too large, please consider sending the file using Dropbox. Please attach the file of any
accompanying photos to the email.

○ NOTE: If you have any video or photos that show students in the classroom or studio, you
will be asked to provide documentation that proves these students have provided written
approval for the material to be posted. No photos or videos will be posted until this is
received.

● MASTA Notes editor goes over content, determines if the material is ready for posting. If content
is not clear or needs additional approval, the editor will take the content to the MASTA board for
their approval before posting. If the article needs considerable re-writing, it is possible the content
will have to wait for the following month, or may not be published at all.

Sample Call for Content Document HERE
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MASTA Advertising Coordinator
Job Description
The primary purpose of the MASTA Advertising Coordinator is to reach out to local businesses and colleges and offer them advertisements for our website and calendar of events, based on the advertisement specifications as approved by the MASTA board. For every event a sponsor pays for, they should be acknowledged in the program and/or verbally from the stage. It is the advertisement coordinator’s job to make sure the leader of each project knows this, and has the advertisements in hand to ensure the business gets what they paid for. The MASTA Advertising Coordinator will need to work closely with the website engineer, MASTA president, and treasurer to ensure all are on the same page regarding communication. 

General Timeline
August
· reach out to businesses initially with advertisement details, and provide a deadline to be advertised in the back to school message from the president. 
· About a week before school starts, send advertisements to president and website engineer for posting.
September
· Send follow up message or phone calls to businesses who had not been in touch, and offer assistance in getting their ad posted. 
November
· The advertisement deadline for making it into the Resource Guide should be the Monday before Thanksgiving. 
· Help facilitate the resource guide person receive and format the ads. 
December 
· Email all advertisers thanking them for their ad in the resource guide, and remind them that the ads will remain on the website through the following August. 
January
· At the MMC luncheon, thank the sponsors publicly, and potentially provide them with the opportunity to stand and be recognized
February through May
· Continue following the same advertisement processes as before for all MASTA events
June
· Email all sponsors and receive feedback on the advertisement for the year. Consider revamping for the following year. Encourage advertisers to do so again the following August. 

The advertisement packages agreed upon for the 2017-2018 school year can be found HERE. 

The specifications for ad sizes can be found HERE. 

An active list of recent sponsors can be found HERE. 
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Webmaster
Job Description
Revised March 2006
Primary responsibility: Maintain and update the website for MASTA.  Collect digital versions of each of the materials from all board members and keep updated versions of the applications and materials on the website.
Specific Responsibilities:
· Site is housed by West Michigan Computer Services.  Contact is Patrick Callihan and is contacted by e-mail at pat@micomputers.net.
· Site requires an annual subscription fee billed by WMCS and paid by the Treasurer.
· Domain name www.astamichigan.org is paid for on a 3 year basis from WCMS.
· Site has 3 e-mail addresses linked to it, they are:
· musicians@astamichigan.org
· webmaster@astamichigan.org
· newsletter@astamichigan.org (currently used by the newsletter editor)
· All passwords and FTP access details are available from current webmaster
· Maintain the e-mail list members@astamichigan.org
· Regularly update the membership roster with the subscribed members of the e-mail list to ensure that all members can receive e-mail updates.
· Monitor Junk mail sent to list and delete as needed (done monthly)
· Make sure the following applications are up to date on the site:
· Elementary Camp
· Junior High Camp
· Troy Workshops
· Solo Competition
· Chamber Music Festival
· Outreach grants
· Scholarship applications
· Submit website to national for regular checks and competition entries.
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MASTA SOLO COMPETITION DIRECTOR JOB DESCRIPTION
Submitted by Melissa Gerber Knecht 9/17

1. The MASTA Solo Competition is presently a biennial event. Therefore, it necessarily requires two different sets of responsibilities for: the competition year and between year.

2. Design/refine competition registration form during Spring of competition year.
· Place competition form on MASTA website.
· Establish entrance fees.

3.  Develop and refine competition guidelines during Spring of competition year.
· Establish the dates of the competition, including the first and final rounds.  These are typically Nov. 1 (first round) and mid-November (second round).
· Select required repertoire.
· Place guidelines on MASTA website.

4. Funding:  Secure the donors and apply for grants.

5. Recruitment:
· Design publicity posters/flyers.
· Email flyer files to MASTA members.	
· Send  flyers, guidelines, and registration forms via mail, to Michigan colleges and universities.
· Email flyer files to various private instructors.
· Place the publicity, entrance forms and guidelines on the MASTA   website. 
· Leave competition flyers at various locations throughout    Michigan (i.e., Interlochen, University of Michigan, Eastern Michigan University, PhoenixPhest. . . ).
· Make telephone calls to personally invite teachers to encourage their students to apply.

6. First Round (online submissions)
· Invite judges—decide on honorarium.
· Collect all submissions and email to judges.
· Design/refine acceptance and rejection letters.
· Email acceptance and rejection letters to all competitors after competition.

7. Final Round
· Hire accompanist.
· Organize rehearsal schedule with finalists and pianist.
· Secure final round location and reserve the Hall.
· Tune piano before event.
· Type program.
· Type Audience Favorite Ballots.
· Publicize the event in the local paper. 
· Print up the various prize certificates and trophies.
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· Invite donors to attend.
· Work as MC for the competition.
· (optional) Plan reception following the event.
· Secure students to work as stage crew and greet audience at door with programs. 
· Take pictures of the winners and include these in the write up on the MASTA website.
· Confirm the upcoming MMC performance dates with winners. 

8.   Michigan Music Conference Performances
· Contact first prize winner and confirm the date for upcoming MMC performance. 
· Contact the second prize winner and confirm the date for MMC performance in the following year.
· Find out if the teacher will be in attendance.
· Invite donors to the performance.
· Hire pianist.
· Organize a short rehearsal with the student winner and pianist at the concert site.
· Introduce the winner to the audience at the MMC event.

9. Compile budget and final report for MASTA meeting following competition.

10. On “off years” of the competition, review and refine. During MASTA meetings:  establish and solidify the direction for MASTA Solo Competition.
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MASTA STUDIO TEACHING PROJECT DIRECTOR JOB DESCRIPTION
· Develop this position as a statewide go-to person for studio teachers about various issues. Receive regular emails, inquiries, etc. regarding string related happenings in Michigan related to MASTA.

· Recruit new MASTA members from the studio teacher constituency. 

· Maintain a regular segment in the MASTA NOTES specifically for studio teachers titled “Tips From the Studio.”   These short articles are written by the Studio Projects Directors or guest professionals by request of Studio Projects Director.

· Actively assist in nominating string teachers for MASTA Studio Teacher of the Year.

· Work as head coordinator for the MMC Studio Teacher Panel in Grand Rapids.

· Actively assist in managing and coordinating MASTA Chamber Festival and Competition.

· Submit additions to MASTA website specifically addressing the needs of Michigan’s studio teacher.

· Arrange annual meeting with MASTA President to establish and solidify the direction for Studio Teaching Projects Director Position.

· Manage the MASTA Youth String Teaching Projects Competition.

· Create and manage studio teacher forums (e.g., brown bag luncheons) in various locations of Michigan. Eventually expand concept to include creating a state-wide studio teacher one day conference

· Develop new programs to address the needs of Michigan’s studio teachers.
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MASTA OUTREACH CHAIR
Job Description (June 2017)
The Outreach Chair is responsible for receiving requests for financial assistance from individuals or organizations needing help in funding significant musical education activities involving string playing and teaching. The three different categories of grants which are awarded are the MASTA Camp Scholarships, Professional Development Grants (including National High School Honors Orchestra), and Program Grants. The chair accepts applications for each of these grants, and channels these requests to the board.  
As the liaison between the board and the applicant, the Outreach Chair
1. Maintains up-to-date application materials for the webmaster, and camp director
2. Communicates receipt of the application with the applicant
3. Presents the grant application to the board with recommendation. (Camp Scholarships are presented en-masse. Scholarships are issued through the camp directly)
4. Communicates acceptance or decline of the grant by letter and e-mail
5. Requests a final report in order to verify completion of the activity for which the grant was issued. Final reports must include a program from the event, the number of students served, the actual costs of the event, including copies of receipts, and whether the goals of the project were fulfilled. In addition, a request is made inviting applicants to write a short article to be included on the MASTA blog. 
6. Upon receipt of documentation, authorizes payment from the MASTA treasurer, and follows up to ensure payment has been made

The Outreach Chair attends board meetings in September, January & May of each year, and to report to the board all outreach requests with recommendation and amounts paid out to-date.    

MASTA Camp Scholarships:  Annual Budget $3000
 
All requests, approval, and authorization for payment for scholarships for the MASTA camps are responsibility of the outreach chair. The chair prepares application materials, and ensures they are posted on the MASTA & MASTA Camp websites by February 1. Scholarship awards are determined by teacher recommendation & MASTA membership, essay, and financial need based on submission of their 1040 from the previous year, with their SSN blacked out. The Outreach chair makes final approval of scholarship awards, and is responsible for notifying recipient and the MASTA camp director by April 15.  Scholarship applications are not to be accepted past the deadline of April 1. 

*A student receiving a scholarship is not automatically registered in a camp session. A camp application must be completed and sent in with a $100 deposit in order to be enrolled.  The camp application and deposit may be submitted prior to or after notification of a scholarship. Scholarships cannot be used for the application deposit.
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Allocation of need- based scholarships may be determined using this formula:
The Gross Annual Income divided by the number of people supported in the home gives the base-line number from which to place within the scale. 
Category 1: 	less than $5,000				50% Scholarship
Category 2:	between $5,000-7,000			40% Scholarship
Category 3:	between $7,000 - $10,000		30% Scholarship
Category 4: 	between $10,000 - $12,000		20% Scholarship
Category 5: 	no scholarship	

Program Grants:  Annual Budget $3500

Program Grants are awarded to assist string programs in providing instruction or other enhancement activities. Various types of projects have received Programs Grants including guest clinicians, artists in residency, and program consultants or evaluators. Grants are not typically awarded for the purchase of physical supplies or regular program funding such as bussing. Program Grants should consider projects that benefit a maximum number of students. 
The project for which the grant is requested must be completed in the fiscal year in which the application is submitted, or the grant may be rescinded. MASTA’s fiscal year is July 1- June 30. Multi-year projects may be requested.  
The maximum Program Grant award is $500. All grants must be matched by another source, i.e. school board, community education, ticket sales, business support, etc. Grant requests for recurring projects that have previously been awarded a program grant will be considered, but priority will be given to new initiatives. Program Grant applications are due on the 1st of September, January, and April. Applications are reviewed at the MASTA Board meeting following each deadline. Applicants will be notified of the status of their application within two weeks of this meeting. Program Grants are paid upon the completion of the project after a final report has been filed with the Outreach Chair. 
Professional Development Grants: Annual Budget $2500
Professional Development Grants are awarded to individuals who choose to pursue education or training that will enhance their string playing and/or teaching. The professional development for which the grant is requested must be completed in the fiscal year in which the application is submitted, or the grant may be rescinded. MASTA’s fiscal year is July 1- June 30. The maximum Professional Development Grant award is $250. 
Professional Development Grant applications are due on the 1st of September, January, and April. Applications are reviewed at the MASTA Board meeting following each deadline. Applicants will be notified of the status of their application within two weeks of this meeting. Professional Development Grants are paid upon the completion of the training after a final report has been filed with the Outreach Chair. 
Students/Directors wishing to apply for the National High School Honors Orchestra Grant fill out a Professional Development Grant, and provide the same supportive documentation. 
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Time Commitment and Deadlines

August:	prepare report for outreach activities for submission at September board meeting
September: 	Attend board meeting at MSBOA/MASTA String Reading Session
September 1:	Deadline for professional development and program grants
December: 	Prepare report for outreach activities for submission at January board meeting
January 1 : 	Deadline for professional development and program grants
January    : 	Attend Board Meeting Michigan Music Conference
		Prepare application materials for submission to the webmaster and camp director
February 1:	Ensure all application materials are posted on MASTA websites	
April 1:		Deadline for professional development and program grants
April 1:	Deadline for camp scholarship applications. No applications are to be accepted past the deadline. 
April 15:	deadline for notifying camp scholarship recipients and MASTA camp director 
April:		prepare report for outreach activities for submission at May board meeting
May: 		Attend board meeting at Michigan Youth Arts Festival
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 Michigan Youth Arts Festival (MYAF)
All Year	
Attend MYAF Board meetings (October, February, May-at Festival), and summer retreat TBA.
Represent MYAF at all MASTA Board meetings; make written and oral reports.
Arrange for MASTA Executive Board meeting Saturday during MYAF (room and lunch).
Record MASTA budget for MYAF.
* MYAF membership fee
* MYAF expenses
* bill MYAF for rebate for judging

February	Contact MASTA Teacher of the Year with Festival details; arrange for their dinner ticket, parking sticker and housing at MYAF.

March	Contact MASTA student Honors Chamber Ensemble winners with complete Festival details, registration and program information.

April	Get pictures of Honors Chamber Ensemble and all program information to MYAF office.  Arrange for MASTA framed certificate for Honors Ensemble.

May		Attend Youth Arts Festival.
At Festival:
* make sure all arrangements for Honors Ensemble are set; escort ensemble to rehearsals and 3 performances.
* announce string ensemble at opening performance.
* announce ensemble at Saturday performance; present MASA framed certificates to ensemble members.
* introduce MASA Teach of the Year at formal dinner.
* check on room + lunches for MASTA Board meeting; get exact lunch count to festival coordinator for billing.

updated 2003
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Job Description – Northern Initiatives Representative
Provide the following services to Northern Michigan teachers & students:
· Promote string playing/performing and ASTA membership
· Recruit clinicians/teachers to the area 
· Unify string teachers/programs – communicate with area string teachers
· Coordinate string activities – UP Chamber Festival*, Big String Concert
· Report activities to the MASTA board
    *Allowance of $1500 from MASTA for this project or comparable activity 
Updated: September 17th, 2017
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