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1.0 GENERAL BACKGROUND
1.1
MISSION STATEMENT
The mission of the Richland Players is to nurture and encourage the development of and commitment to the highest standards in community theater, including standards of excellence for productions, community relations, and community service.

1.2
STRUCTURE OF THE RICHLAND PLAYERS
The Richland Players is a Washington State non-profit corporation whose structure consists of a Board of Directors (hereafter called the “Board”) comprised of seven Officers and three Members-at-Large as well as several Standing and Ad Hoc Committees appointed by the Board.  All Board positions are strictly volunteer, as are committee members, production staff, actors, crew, and any other contributing persons.

The duties of the Board positions are described in Section 2.0 of this manual and Committees are outlined in Section 3.0.

1.3
THE RICHLAND PLAYERS SEASON
The Richland Players has a standard season consisting of five productions beginning in August or September and ending in June.  There are seven performances of each play—three Friday night performances, three Saturday performances, and one Sunday matinee the second weekend of performances.  Auditions are open to the public with the understanding that all participants are to be volunteers.  Auditions for productions are normally held the Sunday and Monday of the first performance weekend of the previous production.  Additional performances such as postscript productions (Section 5.5) may also be held.

1.4
STRATEGIC PLAN
The Board shall prepare and approve and annual set of goals consistent with the growth and operation of the organization.

1.5
PURPOSE OF OPERATING MANUAL
The Purpose of this manual is to provide documentation of the policies and guidelines by which the Richland Players conduct business and produce plays.  Policies will be called out as such and are to be treated as hard and fast rules of the Richland Players.  Guidelines are intended only to provide guidance based on past practices and experiences.
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1.5.1
Intended use of manual
It is intended that this manual will be kept as a living document and upgraded as necessary.  It is to be distributed by the Vice President – Operations to each Board member, Committee Chair, and Director and Producer of a Richland Players production.  In addition, a copy of this manual is to reside in the Box Office at the Players theater to serve as a reference for Richland Players policies.  The Operating Manual is meant to support and enhance the Bylaws of the Richland Players, not to replace them.  The Bylaws remain the governing body of policy and guidelines for the operation of the Richland Players.


1.5.2 
Approval and change of manual
This manual shall be reviewed as needed by the Board and approved as is or revised.  It may be changed at any time by a majority vote of the Board.  Additions to this manual will be subject to the same approval.  Any interested party may suggest policy changes to be considered by the Board.  Although the Bylaws are referenced and contained herein, changes to the Bylaws proper are still subject to the process as defined in the Bylaws.  This manual is structured with the intent that Appendices represent the part of the document that contain current information that should change at least annually, while the main document should only change when new policies are approved by the board.
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2.0 BOARD OF DIRECTORS
2.1
LIST OF BOARD MEMBERS
The following positions comprise the Richland Players Board of Directors:
· President

· 1st Vice President

· Vice President – Facilities

· Vice President – Operations

· Recording Secretary

· Corresponding Secretary

· Treasurer

· Three (3) Members-at-Large
A list of names, addresses, and phone numbers of the current Board is found in Appendix A-1.
2.2 
BOARD MEETING POLICY
The Board shall meet monthly and as called by the President.  Meeting dates are listed in Appendix B-1 and are open to the membership and the general public.  Meetings shall be conducted in accordance with the Richland Players Bylaws and Robert’s Rules of Order.

2.3
DUTIES OF OFFICERS

2.3.1
Duties of the President

· Call monthly meetings

· Conduct monthly meetings in accordance with Richland Players Bylaws and Robert’s Rules of Order

· Appoint committee chairs, subject to Board approval

· Serve as ex-officio member of all committees

· Provide qualified nominees for any vacant Board position or committee chair

· May initiate non-production-related press releases

· Nominations and Elections Committee Point of Contact (POC)

· New Building POC
2.3.2
Duties of 1st Vice President

· Assume all of the President’s duties in the President’s absence
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· Act as Parliamentarian during Board meetings

· Play Selection Committee POC

· Director/Producer Selection Committee POC

2.3.3
Duties of Vice President – Facilities

· Chair the Facility Management Committee (Section 3.3.1)

· Maintain the day-to-day appearance and safety of the facility

· Ensure standard emergency and safety procedures are followed (Section 7.0)

· Monitor security system and bring any issues to the Board’s attention

· In cooperation with the Board Liaison, oversee all production strikes

· Ensure marquee is updated for each production (Section 4.11)

· Review sound and light systems with technical crew of each production prior to their performing any work on the show

· Approve all modifications to sound and light systems

2.3.4
Duties of Vice President – Operations
· Provide the Board members, Committee Chairs, Directors, and Producers with written operational procedures for performance of their duties

· Maintain and update operating manual

· Schedule use of the theatre for non-production-related events (Section 5.0)

· Maintain and post calendar of facility use, including production rehearsals and performances

· Obtain rights and order scripts immediately upon approval of slate by Board or delegate to Box Office Chair

· Distribute digital lock codes and keys to the theatre and maintain a list of persons having access to the theater

· Ensure keys are returned and digital lock codes are deleted when no longer needed

· Box Office Committee POC

2.3.5
Duties of Recording Secretary
· Record minutes at General Membership and Board meetings

· Certify Board actions by singing the official monthly Board Meeting minutes

· Provide copies of Annual and General Membership Meeting minutes to the President

· Provide copies of Board meeting minutes to Board members
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· Post a copy of minutes in the display case or other conspicuous location(s) at the theatre

· Place copy of minutes in the file in the business office

· Maintain stock of office supplies

· Archives Committee POC

2.3.6
Duties of Corresponding Secretary
· Prepare all official correspondence of the organization

· Maintain an official, current membership list with addresses

· Send notices of meetings to the membership and Board members as appropriate

· Transmit slate of nominees to all members with the required notice of meetings at which elections are to be held (postmarked ten days before meeting takes place)

· Transmit text of proposed amendments to Bylaws or other agenda items when so directed by the Board (postmarked ten days before meeting takes place)

· Edit Richland Players Newsletter and send to membership postmarked ten days before each production and whenever special action would require membership notification

· Membership Committee POC

2.3.7
Duties of Treasurer
· Chair Finance Committee

· Keep records of the organization’s funds

· Open and distribute all mail addressed to the Richland Players

· Coordinate with the accounting firm to maintain accounting records and disburse funds

· Receive, keep and disburse such monies as required at all meetings of the general membership and Board

· Account for the organization’s funds at all meetings of the general membership and to the Board as requested

· Responsible for an accounting of the organization’s funds at any time

· Submit the financial records for review at the conclusion of the fiscal year or upon request of the President

· File the “Return of Organization Exempt from Income Tax” forms to the IRS within ninety days of the conclusion of the fiscal year
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2.4
DUTIES OF MEMBER-AT-LARGE
Each Member-at-Large (three) will be assigned responsibility for one of the specific duties listed below and may be assigned additional duties as delegated by the President.

· Scholarship Committee POC

· Fundraising/Grant-Writing POC

· Publicity Committee POC

· Programs Committee POC

· Computer Committee POC

· Outreach Committee POC

· Kaleidoscope/Bremerton Bash POC

· Hospitality and Volunteer Committee POC

· Props Committee POC

· Costumes Committee POC

· Board Liaison

2.5
BOARD LIAISON
The President will appoint a Member-at-Large to serve as Board Liaison to the Production staffs for the season.  The Board Liaison will:

· Maintain a  list of interested production staff volunteers

· Assist Producers and Directors in finding production staff

· In cooperation with the Vice President – Facilities, conduct a walk-through of the theatre with the Producer, Director, cast, and crew of each production in accordance with the requirements of the Emergency and Safety Procedures (Section 7.0)

· In cooperation with the Vice President – Facilities, oversee all production strikes

2.6
BOARD MEMBER POINT OF CONTACT
Each member of the Board will be responsible to act as a Point of Contact (POC) for at least one committee.  If a Board Member is already serving as a Committee Chair, no other POC needs to be assigned.  The POC will:

· Report to the Board on committee activities

· Be available to help committee chairs when needed
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2.7
HOUSE MANAGER
Each member of the Board is expected to serve as House Manager for a minimum of three (3) performances throughout the season.

The House Manager is the official representative of the Board at Richland Players productions.  They are responsible for direction in emergency situations, comfort in the theater, and enforcing policies of the Richland Players.  Specific duties of the House Manager are listed in Appendix C-1 and are also posted on the bulletin board.  The House Manager should refer to this list to ensure all duties have been fulfilled.
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3.0 COMMITTEES
3.1
LIST OF STANDING COMMITTEES
· Facility Management

· Membership

· Box Office

· Nominations and Elections

· Play Selection

· Programs

· Publicity

· Hospitality and Volunteer

· Finance

· Director/Producer Selection

· Fundraising/Grant Writing

· Scholarship

· Archives

· Outreach

· Computer

· Props

· Costumes

· Kaleidoscope/Bremerton Bash

A list of names, addresses, and phone numbers of the current standing committee chairs is found in Appendix A-2.

3.2
LIST OF CURRENT AD-HOC COMMITTEES
· New Building

A list of names, addresses, and phone numbers of the current Ad Hoc committee chairs is found in Appendix A-2.

3.3
COMMITTEE RESPONSIBILITIES & GUIDELINES
The following section describes the general responsibilities and procedures to be followed by Committees.  A Board Member will be assigned as Point of Contact (POC) for each committee.  Specific committee procedures are contained in the appropriate appendices.
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3.3.1
Facility Management (POC: Vice President – Facilities)

The Chair of the Facility Management Committee is the Vice President – Facilities.  It is the overall responsibility of the committee to maintain the day-to-day appearance and safety of the facility.

The Facility Management Committee shall:

· Check and maintain the emergency exit lights monthly

· In cooperation with the Board Liaison, ensure the fire prevention and emergency plan (Section 7.0) is presented to the Director, Producer, cast and crew of each production at the first read-through or as soon thereafter

· Ensure the facility is maintained and any necessary repairs mad

· Ensure all consumable supplies are stocked including light bulbs, toilet paper, paper towels, and garbage bags

· Ensure the facility is cleaned prior to each performance

· Update the marquee (Section 4.11)

· Ensure batteries for the hearing-assist devices are kept charged

· In cooperation with the Board Liaison, oversee all production strikes

Procedures for the Facility Management Committee are described in Appendix C-2.


3.3.2
Membership (POC: Corresponding Secretary)
This committee shall consist of a sufficient number of members (to be determined by the Chair and President) to effectively carry out their responsibilities.  Because of the timing of this committee’s responsibilities, the Membership Chair is appointed and approved in January (Section 9.0) so the committee can begin the season ticket drive during the final production of the season.  The Board establishes all terms and conditions for the sale of the season tickets and voting memberships.  Ticket prices for the current season can be found in Appendix B-2.

The overall responsibility of the Membership Committee is to ensure an active and timely campaign for paid membership is made each year, prior to the start of the theatrical season.

The Membership Committee shall:

3-2

· In cooperation with the Publicity Committee, delegate the preparation and ordering of a membership brochure that includes information about the coming season and outlines the season’s play

· Order new season tickets (scrip) and season schedule bookmarks

· Maintain a current membership list

· Ensure Corresponding Secretary receives a current membership list and any revisions thereafter to drop non-renewed members or add new members

· Provide information to the Publicity Committee for newspaper, TV, and radio advertising, and to the Corresponding Secretary for use in the newsletter.

· Begin selling season tickets for the next season during the last show of the current season

· Staff the membership table at each performance selling season tickets

· Instruct membership workers that all money and season ticket information is to be returned to the Box Office on production nights to be locked up

· Turn all money over to the Treasurer

· Submit receipts for expenditures to the Treasurer for reimbursement

· Fill tickets ordered by mail throughout the renewal season

· Sell a “voting only” membership throughout the season prior to the June General Membership Meeting

· Encourage all newcomers and persons auditioning to become members

· Submit reports to the Board during the renewal season and a final report at the close of the renewal season

Procedures for Season Ticket Sales at Productions are described in Appendix C-3.


3.3.3
Box Office (POC: Vice President – Operations)
This committee shall consist of a Chair and sufficient number of members (to be determined by the Chair and President) to effectively carry out their responsibilities.

The overall responsibility of the Box Office Committee is to:

· Staff the Box Office for each production

· Order tickets for each production prior to the first production of the season

· Ensure all Box Office receipts are turned in to Treasurer
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· Prepare Complimentary Tickets and distribute as needed for each production to the Producer, Hospitality and Volunteer Chair, and the Publicity Chair

Procedures for the Box Office are described in Appendix C-4 and procedures for Complimentary Tickets are described in Appendix C-5.


3.3.4
Nominations and Elections (POC: President)
This committee shall consist of a Chair and a sufficient number of members (to be determined by the Chair and President) to effectively complete the duties of this committee.  “Best practice” dictates a minimum of three (3) persons works best.

The Nominations and Elections Committee shall:

· Provide the Corresponding Secretary with a Board Nomination Form (see Form 1 for example) to solicit interested nominees so it can be published in the newsletter

· Provide a list of nominees at the April Board meeting

· Secure consent of each nominee and notify them that, if elected, they become members for the year in which they serve

· Administer the election at the June Annual Meeting in accordance with the Bylaws (Section 10.0).

3.3.5
Play Selection (POC: 1st Vice President)
This committee shall consist of a Chair and a sufficient number of members (to be determined by the Chair and President) to effectively carry out their responsibilities.  At least one of the Committee members shall be a member of the board.

The Play Selection Committee shall:

· Work closely with the Chair of the Director/Producer selection committee.  This may be facilitated by at least one member serving on both committees.

· Receive suggestions from members, prospective Directors, and others, and use all available reference material to select plays for reading.

· Occasionally consider 2-3 one-act plays (published or unpublished) for one of the season offerings or when directed to do so by the Board.  The 
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· purpose of considering one-act plays is to provide a forum for new or inexperienced directors and/or producers

· Purchase or otherwise obtain sample copies of the plays to read and circulate among members of the committee

· Submit receipts for expenditures to the Treasurer

· Meet to discuss the plays to be considered

· Rate each play on quality of theme, situation, lines, characterizations, practicability for casting and production, potential audience appeal, and other criteria the committee may determine

· Select a sufficient number of plays as determined by ratings to be presented during the ensuing season

· Determine all plays selected are available for presentation by amateur players.

· Present report to the Board at a mutually agreed upon time but not later than the October meeting.  Include in the report:

-synopses of each play

-full-length copies of each play

-recommendations (if any) for potential Directors and Producers


3.3.6
Programs (POC: Member-at-Large)
This committee shall consist of a Chair and a sufficient number of members (to be determined by the Chair and President) to effectively carry out their responsibilities.  The overall responsibility of the Programs Committee is the preparation of the program for each theatrical production including design, printing, and the solicitation of advertising contributors to support the cost thereof.

The Program Committee shall:

· Prepare for the first program of the season by selling ads and arranging for a print shop to do the entire season’s programs

· Merge the Producer’s program data with other text (coming plays, general acknowledgements, standing committee lists, ads, etc.) to prepare and integrated program draft

· Make final decisions as to the type of paper and number of programs to be printed

· Pick up the proof and bring it back to the theatre for editing by the Producer, Director, and cast.  This usually happens a minimum of two weeks before opening night.  A few last minute name changes or additions can be accommodated at this time.
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· Return the proof to the printer and authorize the printer to roll the presses

· Pick up the programs and deliver them to the theatre in time for opening

A schedule of due dates for current season programs is contained in Appendix C-6.  Program Guidelines for Producers are contained in Appendix C-7.  Program Advertising Guidelines are contained in Appendix C-8.


3.3.7
Publicity (POC: Member-at-Large)
This committee shall consist of a Chair and a sufficient number of members (to be determined by the Chair and President) to effectively carry out their responsibilities.  The overall responsibility of the Publicity Committee is to prepare and arrange for all publicity for the organization including releases of a general character and those related to individual productions.  The Publicity Committee may initiate non-production-related press releases.  Other non-production-related press releases may be initiated by the President.

The Publicity Committee shall:

· Select the media and place ads for each production based on input from the Producer.  Acquire input from Producer as needed.

· Select the media and place general ads publicizing The Richland Players

· Make final decision of what shall appear in advertising media

· In cooperation with the Membership Committee, delegate the preparation and ordering of a membership brochure that includes information about the coming season and outlines the season’s plays

3.3.8
Hospitality and Volunteers (POC: Member-at-Large)
This committee shall consist of a sufficient number of members (to be determined by the Chair and President) to effectively carry out their responsibilities.  The overall responsibility of the Hospitality and Volunteers Committee is to find and oversee ushers, greeters and concession personnel for each performance.

The Hospitality and Volunteer Committee shall:

· Arrange with appropriate volunteer organization for four ushers for every performance

· Arrange with appropriate volunteer organization for two people to serve refreshments

· Arrange for two greeters/ticket-takers for each performance

· Ensure hospitality supplies are available for each performance
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3.3.9
Finance (POC: Treasurer)
The Chair of the Finance Committee is the Treasurer of the Board.  The Finance Committee shall consist of at least the Treasurer and the President.

The Finance Committee shall:

· Prepare an annual budget to be submitted to the Board at the May meeting

· Incorporate all approved changes to the budget

· Prepare copies of the budget to be made available to all officers and other interested members of the Richland Players

· Meet on a quarterly basis to conduct a financial analysis of the performance of the company against the budget

· Review the records of the Treasurer to insure proper categorization of expenses against the budget

· Ensure all costs from the preceding year that were paid by the Treasurer are identified as such and not allocated against the approved budget of the current year

· Report to the Board the results of the financial analysis

· Prepare a fiscal year-end report in June (including an estimate of commitments made and expenses incurred, but not paid, prior to the end of the fiscal year ending June 30).

Procedures for the Finance Committee are described more fully in Section 6.0.


3.3.10
Director/Producer Selection (POC: 1st Vice President)
This committee shall consist of a Chair and a sufficient number of members (to be determined by the Chair and President) to effectively carry out their responsibilities.  “Best practice” dictates a minimum of three (3) persons works best.  The overall responsibility of the Director/Producer Selection Committee is to identify candidate Directors and Producers for each play in the coming season and submit these names to the Board:

Upon the Board’s approval of the slate of plays at the November meeting, the Director/Producer Selection Committee shall:

· Work closely with the Chair of the Play Selection Committee.  This may be facilitated by at least one member serving on both committees.
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· Send to all past Producers and Directors and any other qualified or interested parties:

· List of and synopses of the plays on the coming season’s slate

· Letter of explanation with the due date for application

· Copy of the application (See Form 2)

· Make copies of play scripts available for potential Directors and Producers to read

· Request applications to be returned by February 15 to allow time for Committee selection and Board approval

· Conduct personal interviews with the applicants, as deemed necessary

· Ascertain if an applicant has another play they would like to direct in the event there is more than one applicant for a play

· Begin a search for a Director and Producer for any play that did not receive any applications

· Honor the Director’s choice of a Producer whenever possible

· Submit the names of qualified applicants to the Board at or prior to the March meeting

· Notify all applicants of the Board-approved choices

Guidelines for the Director/Producer Selection Committee are described in Appendix C-9.


3.3.11
Fundraising/Grant-Writing (POC: Member-at-Large)
The overall responsibility of the Fundraising/Grant-Writing Committee is to compile information for grant application submittals.



The Fundraising/Grant-Writing Committee shall:

· Receive from the Board items and projects to be requested in the grants.

· Review the requirements of grant applications and gather information to meet these requirements

· Present grant applications to the Board no later than two months prior to the application due date

· Ensure the grant application is accurate, complete, attractive, and is submitted prior to the application deadline

3.3.12
Scholarship (POC: Member-at-Large)
The overall responsibility of the Scholarship Committee is to choose a student to be the recipient of the Art Fuller Memorial Scholarship.
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The Scholarship Committee shall:

· Distribute scholarship applications (Form 3) to the local high schools and Columbia Basin College

· Request that applications be returned no later than April 30

· After the application deadline has past, meet to discuss candidates

· Interview candidates

· Select a recommended recipient for the scholarship award

· Present recommendation to the Board at or prior to the June meeting

· After Board approval, notify all candidates of the Board-approved choice

· Display a picture and bio of recipient in lobby

3.3.13
Archives (POC: Recording Secretary)
The overall responsibility of the Archives Committee is to maintain a record of the history of the Richland Players.  Archives will be stored in the business office at the Richland Players Theater.  Records should include newspaper clippings, programs, reviews, photographs, and other production-related archives filed by production.


3.3.14
Outreach (POC: Member-at-Large)
The overall responsibility of the Outreach Committee is to distribute student complimentary tickets and to communicate special events and seminars to the community.


3.3.15
Computer (POC: Member-at-Large)
The overall responsibility of the Computer committee is to maintain the Richland Players web site and office computer equipment.



The Computer Committee shall:

· Coordinate with Producers and Programs and Publicity Committees to post current information on the web site

· Maintain the integrity of the Richland Players computer and update with current software

3.3.16
Props (POC: Board Liaison)
This committee shall consist of a sufficient number of members (to be determined by the Chair and President) to effectively carry out their 
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responsibilities.  It is the overall responsibility of the Props Committee Chair to ensure all props belonging to the Richland Players are in good condition and stored in an organized manner.

The Props Committee shall:

· Loan out props in accordance with current production

· Maintain props belonging to the Richland Players in good condition

· Store props in an organized manner in the locked cabinet located in the Green Room or locked in the storage shed

· Work with the props master of the current production to provide access to props and ensure they are aware of current inventory so duplicate items are not purchased

3.3.17
Costumes (POC: Board Liaison)
This committee shall consist of a sufficient number of members (to be determined by the Chair and President) to effectively carry out their responsibilities.  It is the overall responsibility of the Costumes Committee Chair to ensure all costumes belonging to the Richland Players are in good condition and stored in an organized manner.

The Costumes Committee shall:

· Loan out costumes in accordance with current procedures

· Maintain costumes belonging to the Richland Players in good condition

· Store costumes in an organized manner.  All costumes belonging to the Richland Players should be located in the costume rooms

· Work with the costumer of the current production to provide access to costumes and ensure they are aware of current inventory so duplicate items are not purchased.

3.3.18
Kaleidoscope/Bremerton Bash (POC: Member-at-Large)
This committee shall consist of a sufficient number of members (to be determined by the Chair and President) to effectively carry out their responsibilities.  It is the overall responsibility of this committee to coordinate efforts to select Richland Players participants in Kaleidoscope (odd-numbered years) and the Bremerton Bash (even-number years).

The Kaleidoscope/Bremerton Bash Committee shall:

· Provide information for the newsletter soliciting entries
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· Provide application and guidelines to potential entrants

· Meet with applicants to evaluate potential entries

· Select no more than three potential entries to submit to the Board

· Assist producer/director in completing application for the event and submitting by the deadline

3.3.19
New Building (POC: President)
The overall responsibility of the ad hoc New Building Committee is to work with any relevant parties to coordinate the fund-raising and planning for a new theater facility for the Richland Players.
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4.0 GENERAL POLICIES
4.1
SMOKING POLICY
The Richland Players Theater is a non-smoking facility.  Smoking is not permitted anywhere inside the building.  See Section 8.4 for policy regarding smoking onstage.

4.2
FOOD AND DRINK POLICY
Food and drink are not permitted in the auditorium during performances.  It is the responsibility of the ushers, the Producer, and the House Manager to monitor patrons at intermission to prevent the taking of food or drinks into the house.

4.3
PET POLICY
Pets are not allowed in the theater at any time for any reason, unless required on stage for a production.  The Director of a particular production can make the determination of the need for onstage animals.

4.4
LATECOMER POLICY
Richland Players performances begin promptly at 8:00 p.m. for Friday and Saturday performances, and at 2:00 p.m. for Sunday matinees.  Latecomers are to be seated at the rear of the theater.  The House Manager is responsible for ensuring the seating of latecomers provides a minimal distraction to the other patrons and the actors.

4.5
PATRONS WITH YOUNG CHILDREN
Patrons with young children and infants should be sold tickets at the rear of the theater.  The Richland Players reserve the right to request that patrons remove any children who are making a disturbance during a performance.  The House Manager is responsible for making such requests.

4.6
CHARGE ACCOUNTS
The Richland Players maintain charge accounts with several local businesses.  It is strongly encouraged that, whenever possible, any purchase relating to a production or the operation of the Richland Players be made at a place of business with which we have a charge account (see Appendix B-3 for current charge accounts).  The Richland Players Financial Policy is described in Section 6.0.
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4.7
DEFINITION OF A MEMBER
Anyone purchasing a season ticket is considered to be a voting member of the Richland Players.  A voting membership that does not include a season ticket is available for purchase.  In order to vote at the Annual or General Membership Meetings, one must be a member of the current season.

4.8
MEETINGS

· The Richland Players holds an Annual Membership Meeting in June for the purpose of electing officers and transacting other business that may come before the organization.

· A General Membership Meeting is held in December for the purpose of transacting any necessary business.

· Board meetings are held monthly and are open to the membership and the general public (Section 2.2).  Current Board meeting dates are listed in Appendix B-1.

4.9
RECORDS

· General records of the Richland Players are to be kept in the business office at the Richland Players Theater.  These records include names of Board and Committee members, Board meeting minutes, general membership meeting minutes, financial reports and annual budgets, Producers’ reports, and official correspondence.

· Financial records for the Richland Players are kept at the accounting firm’s office (see Financial Policy, Section 6.0)

· All records are open to inspection by any member upon request and at the convenience of the Board.

· Historical and legal documents shall be kept at the safe deposit box at Bank of America.  The Treasurer and President shall be keepers of the safe deposit box keys.
4.10
ARCHIVES
A history of the Richland Players shall be preserved and kept in the business office at the Richland Players Theater.  Newspaper clippings, programs, reviews, photographs, and other production-related archives should be filed by production.  A Member-at-Large or other Board designee will be responsible for maintain the archives.
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4.11
THEATER MARQUEE USE
Only Richland Players activities, Richland Players-sponsored activities, or activities taking place in the Richland Players Theater shall be advertised on the marquee.

The Vice President – Facilities is responsible for ensuring changes are made to the marquee.  Duties are as follows:

· Keep marquee in use at all times

· Display only the playwright, play title and play dates

Any deviation from the policy shall only be by prior approval of the Board.

4.12
ADVERTISEMENTS IN THE THEATER
Other artistic organizations’ advertisements and announcements shall be put in the outside window/display case and in a single designated place in the lobby of the theater.  During the performance of a Richland Players production, all lobby advertising shall be taken down so as not to interfere with the lobby decoration.  At that time, upcoming artistic events may be listed in the printed program.
4.13
DONATION OF TICKETS
The Richland Players may donate tickets to productions at the discretion of the Board if the organization or recipient is a supporter of the arts (e.g., through demonstration, charitable donations, or for educational purposes) or for services in lieu of payment.

4.14
PAYMENT TO INDIVIDUALS

It is the policy of the Richland Players not to hire professional actors.  It is also the policy of the Richland Players that no individual will be paid for any service provided in support of a production without prior approval by the Board.  Board approval of show budgets (Appendix B-4) constitutes approval of payment to individuals for services rendered if it can be accomplished within the show budget.

4.15
TOOL USE
It is the policy of the Richland Players to furnish standard hand tools for set construction use.  It is also the policy of the Richland Players that the set construction crew, specifically the Lead Carpenter, maintains accountability of tools belonging to the Richland Players and ensures the tools are in good, safe working
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condition.  Personal tools may be used in set construction, but are not covered by Richland Players insurance in terms of damage, theft, loss, or other circumstances.  The Lead Carpenter will ensure tools belonging to the Richland Players are not removed as personal tools.
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5.0 FACILITY POLICY
5.1
USE OF FACILITY
Use of the Richland Players facility by outside groups shall be in accordance with the following policies:

· The auditorium of the theater will not be loaned or rented to outside groups.

· The lobby of the theater may be loaned or rented to outside groups upon approval by the Board

· No “for-profit” events are to be conducted in the Richland Players facility.

5.2
SCHEDULING
The use of any portion of the facility shall be scheduled to the maximum extent practical on a non-interference basis with the Richland Players regular season productions.  Use of the facility shall be determined on a priority basis as follows:

1. Richland Players regular productions

2. Richland Players special productions (e.g., postscript, Kaleidoscope)

3. Organization whose purpose and objectives are similar to those of the Richland Players (e.g., other theater groups)

4. General non-profit organizations

The Vice President – Operations is responsible for scheduling use of the facility.

5.3
DONATIONS
The Richland Players may accept a donation for the non-profit use of the facility equivalent to the cost of pre- and post-event cleaning, utilities, and a nominal amount for facility usage and insurance.  The Board may authorize use of the facility without remuneration or accept a donation of labor on the upkeep and repair of the theater.

5.4
POSTSCRIPT PRODUCTIONS

5.4.1 Purpose
A postscript production is an opportunity available to Richland Players members to direct, act in, and/or produce and extra show of his or her choice.
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Postscript productions are in addition to the regular season.  The purpose is to give an opportunity for Richland Players members to use our facility and to learn by doing.


5.4.2
Scheduling
Postscript productions are to be presented on the Friday and Saturday of the weekend following the close of a regular season show.


5.4.3
Application and Approval
In order to do a Postscript production the Director, actor, or Producer must submit an application and script to the Board at least two months before the requested performance dates.  The Board should first discuss the proposed dates with the Director of the regular season production and then vote on approval of the Postscript production.


5.4.4
Procedures


If the production is approved, the following procedures must be followed:

· No open auditions are required

· A budget of $500.00 is allowed and must cover royalties, scripts, publicity, programs, costumes, props, and set.  Expenses should be kept to a minimum.

· The theater is available to the production for rehearsals and loading in of the set on the Wednesday and Thursday prior to the Friday performance.  All other rehearsals and set building must take place at another location.

· All sets, properties, costumes and other production items must be removed from the theater immediately following the last performance.

· Postscript productions are not included in our season tickets.  There will be a $5.00 admission charge with a $1.00 discount for season ticket holders.  All proceeds will go to the Richland Players.  Box Office and lobby staffing will be the responsibility of the Postscript production staff.

· Without the permission of the Producer and Director of the first show of the season and the Board there will be no Postscript production during the eight (8) weeks prior to the fall season opening.
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6.0 FINANCIAL POLICY
6.1
RESPONSIBILITIES
The Board is ultimately responsible for the production of all plays and the day-to-day operations of the Richland Players, including all expenditures.  The Treasurer makes informal monthly reports to the Board and formal quarterly reports.  The quarterly reports include a list of transactions for the previous quarter and a summary of actual vs. budgeted income and expenditures for each major budget category.

6.2
NON-PROFIT TAX STATUS
The Richland Players is exempt from Federal income taxes under section 501(c)(3) of the Federal Internal Revenue Code.  The Richland Players is incorporated in the State of Washington under the Revised Code of Washington (RCW) Chapter 24.03 and, in accordance with the Washington Administrative Code (WAC) 458-20-249, is exempt from the payment of business and occupation taxes and property taxes.

6.2.1
Sales Tax Exemption
The Richland Players is exempt from paying sales tax on the purchase of certain items used in producing shows.  This exemption only applies to the purchases of physical property and does not include professional or commercial services.  In general, almost everything that is a “Producer-controlled expense” as well as other expenses such as publicity, photography, programs, etc., are exempt.

Several examples of things that are tax-exempt (as taken from the tax code) are:

· Tickets, programs, signs, posters, fliers, and playbills printed for particular performances;

· Scenery, costumes, stage,  props, scrims, and materials for their construction;

· Stage lights, filters, control panels, color medium, stage drapes, sets, set paint, etc.

This tax exemption does not extend to general building maintenance or to overhead expenses.  The Code states that, “charges for materials, equipment, and services related to repair, maintenance, or replacement of buildings or structures are not exempt”.  Thus, theater seats, aisle carpeting, air conditioning systems, and the like, are not tax-exempt.
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When making a purchase that qualifies for this sales tax exemption, the purchaser must fill out a copy of the Certificate of Exemption from Washington State Sales Tax (Form 5) and give it to the merchant at the time of purchase.


6.2.2
Charitable Contributions
Because the Richland Players is a 501(c)(3) corporation, donations made to the Richland Players are deductible on the Federal tax returns of individuals or corporations making donations.  For non-cash gifts (e.g., costumes, office machinery) to be deductible, the Richland Players must provide the donor with a receipt.  To assure that the Richland Players does not jeopardize its tax-exempt status, such receipts will not state the value of the donation and will be signed by at least one Board member.

6.3
REQUIRED FILINGS

The Treasurer will:

· Ensure a federal tax-exempt status return is filed annually and in a timely fashion.

· Ensure a single tax return is filed with the IRS by October 15.

· Ensure 1099 forms are prepared and mailed to appropriate individuals (see Section 6.4) by January 31 of every year

· Ensure the State of Washington property tax exemption is renewed and the associated registration fee paid each year before March 31.

6.4
PAYMENT TO INDIVIDUALS
It is the policy of Richland Players that no individual will be paid for performing.  It is also the policy of the Richland Players that no individual will be paid for any service provided in support of a production without prior approval by the Board.  Board approval of show budgets (Appendix B-4) constitutes approval of payment to individuals for services rendered if it can be accomplished within the show budget.  The IRS requires the Richland Players to provide 1099 forms to all individuals who are paid $600 or more by the Richland Players in a calendar year.  Thus the Treasurer must be provided with the name, address, and social security number of nay individual who is to be paid $600 or more in one year prior to that payment being made.

6.5
FINANCIAL ACCOUNTS

The Board maintains a checking and savings account and a Certificate of Deposit for
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the Art Fuller Memorial Scholarship at Bank of America, Richland Branch and Certificates of Deposit with American Express Financial Services.  All funds drawn from these accounts require two signatures.  Those authorized to sign checks are: President, Treasurer, and two officers to be named at the July Board Meeting.  One of these signatures will usually (but not always) be that of the Treasurer.  To avoid the appearance of impropriety, when the recipient of funds is also one of the authorized signers, that person should avoid being one of the check’s signers.

6.6
CHARGE ACCOUNTS
The Richland Players maintains charge accounts at several businesses in the Tri-Cities.  These accounts are available for use by the Board, Producers (and their designated production staff), and committee Chairs in carrying out their responsibilities for the Richland Players.  When a charge is made to an account, the individual should sign in a legible manner and note the purpose of the charge.  A copy of the charge should be given to the Producer, Treasurer or left in the Treasurer’s mailbox.  Current Charge Accounts are listed in Appendix B-3.
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7.0 EMERGENCY PROCEDURES
7.1
EMERGENCY CONTACTS
Emergency Fire, Medical, Police, Flood……………………………………………………………..911

Emergency Power Outages……………………………………………………942-7421 or 942-7423

(After Hours)…………………………………………………………………………………………….943-4428

Emergency Water/Sewer………………………………………………………………………….942-7470

(After Hours)…………………………………………………………………………………………….545-2763

Richland Fire Department (non-emergency)………………………………………………942-7570

Richland Police Department (non-emergency)…………………………………………..628-0333

Facility emergency or problem………………………………………….Vice President – Facilities

7.2
FIRE PREVENTION AND EMERGENCY POLICY
It is the policy of the Richland Players to take all practical measures to avoid loss of life and property due to fire.  Consequently, the Richland Players take steps that are of a physical or procedural nature to prevent fires and mitigate the effects of a fire in the event one should start.

The Board Liaison, in cooperation with the Vice President – Facilities, will present this fire preventions and emergency plan to each Director and Producer and complete cast and crew of each production at the first read-through or as soon as possible.

7.3
SMOKING POLICY
Smoking anywhere inside the buildings (e.g., Lobby, dressing rooms, auditorium or backstage) is prohibited at all times (Section 4.1).  On-stage smoking policy is described in Section 8.4.
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7.4
FIRE EQUIPMENT
Fire equipment is located at strategic locations throughout the theater and is to be maintained at all times by the Vice President – Facilities.  This includes:

· Extinguishers

· Exit lights and emergency packs

· Escape ropes from light bridges

· Exit doors with crash hardware
7.5
SAFETY PRECAUSTIONS
The Vice President – Facilities will ensure the following safety precautions are taken to prevent fires or to mitigate the effects of any fire or emergency situation.

· Post “NO SMOKING” signs

· Maintain all fire equipment (section 7.4).

· Ensure walkways and other possible escape routes are kept clear of debris or any articles that might inhibit escape in the event of an emergency.

· Maintain the building in a clean and orderly condition so as not to inhibit escape in the event of a fire or cause a fire hazard.

· In cooperation with the Board Liaison, familiarize cast members and production crews with the appropriate procedures in the event of a fire hazard.

· Ensure fire retardant materials are used wherever possible (see Appendix D for flame-retardant formulae for fabrics)

· Ensure First Aid kits are well stocked

7.6
EMERGENCY PROCEDURES DURING A PERFORMANCE
If an emergency or fire occurs anywhere in the house during a performance, the following procedure should be followed:

· The discoverer of the situation should immediately notify or send someone to notify the Stage Manager and House Manager

· Immediately attend to the situation

· House Manager proceeds immediately to the phone and dial “911”.  Inform the person responding of the location of the theater (608 The Parkway, Richland) and the location and nature of the incident.

· Stage Manager notifies lighting booth personnel to bring up all lights in the house.

· Stage Manager stops the performance and informs the audience:
“An incident has occurred in the building.  Please go calmly to the nearest exit and move away from the theater”.
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· Stage Manager point to all Exits

· All cast and crew should immediately exit the building and meet in front of Ariel’s for a head count

· The cast and crew should not remain to save property or re-enter the building.

7.7
FLOOD EMERGENCY PLAN

Call the Fire Department.

7.8
MEDICAL – FIRST AID
· Call 911

· Complete the Accident Report (Form 6)

· Complete the Insurance Claim Form (Form 7)

· First Aid Kits are located in the following places:

· Backstage, near the backstage entrance

· Unlocked hospitality cabinet

· Green room on the makeup shelf

7.9
LOCATION OF FIRE EXTINGUISHERS
· Green room

· Upstairs hall

· Lobby – behind hospitality counter

· Two (2) in attic

· Stage left

· Stage right

· Storage shed

7.10
LOCATION OF MAIN SHUT OFFS

7.10.1
Location of Electrical Circuit Breakers
· Business office

· Costume room
7.10.2
Location of Main Water Shut-Off Valve
· The northwest edge of the property line (next to the street)

7.11
ATTIC
The attic is off limits to all non-essential personnel.  Persons under the age of 18 are not permitted in the attic without explicit permission of an adult on the production staff of the current play or a Board member.
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8.0 PLAY PRODUCTION MANUAL
8.1
PURPOSE
This section is intended to provide definitions of job responsibilities and policies for the production of a show for the Richland Players.  It is the responsibility of the production staff to refer to this manual for guidance during a production.  A designated member will be appointed to serve as a Board liaison to the production staff and be the point of contact for any questions or concerns that may not be addressed by this manual.  The manuals are to be returned to the Vice President – Operations or the Board Liaison by the time of strike.

8.2
MEMBERS OF PRODUCTION STAFF

The basic production staff is composed of a Producer and a Director.  Other staff may be added to the production staff if determined necessary.  Producers and Directors must have assistant directed or assistant produced to be eligible.  Assistant Producers and Directors may be chosen by the Director or Producer without Board approval.

8.3
PRODUCTION STANDARDS
Interpretation, application, and distribution of these guidelines shall be the responsibility of the Producer.

It is the intent of the Board to allow the production staff to exercise artistic freedom with their production.  At the same time the production staff must realize they are producing a show for the Richland Players and are expected to meet or exceed the Richland Players’ standards.  The Producer and/or Director are welcome to attend any Board Meeting to discuss aspects of their production.

8.4
OPEN FIRE AND SMOKING POLICY
Smoking and open fire on stage requires special attention and permit from the fire department.  In the event the artistic intent of the play requires the use of cigarettes or fire, early planning is necessary.  In addition to obtaining a permit from the fire department, large containers of both water and sand must be backstage.  The set materials must be fireproofed and all cast and crew members made aware of the fire procedures in the event of fire.  The Producer is responsible for contacting the fire department and clarifying the necessary safety precautions.  The Vice President – Facilities is responsible for implementing the fire marshal’s safety code of a 3 ft. clearance path in front of the loft.
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8.5
EMERGENCY PROCEDURES

See Section 7.0 of the manual.

8.6
DIGITAL LOCK CODES
The Vice President – Facilities will give a digital lock code for the theater to the Producer and Director.  The Producer and Director are responsible for giving the digital lock code to members of cast and crew as needed.  The Vice President – Facilities will attend every strike and conduct a walk-through with the Producer and Board Liaison to assure the theater is ready to be turned over to the next production.

8.7
STRIKE
The set shall be struck no later than the day following closing night of the production.  The theater and theater grounds (including but not limited to the paint room, light booth, green room and dressing rooms) are to be left in a clean and orderly condition and all materials and equipment are to be returned to their proper places (Appendix E).  The Board Liaison will attend every strike and conduct a walk-through with the Producer to assure the theater is ready to be turned over to the next production.  This should be completed by 3:00 p.m. unless arrangements are made with the following production.

8.8
PRODUCTION MEETINGS
Periodic meetings of the production staff should be held to review all aspects of the production to assure that the production is on schedule, within budget and meets the artistic requirement of the Director.

8.9
PRODUCTION BUDGET
The Board has approved a total budget for each production.  The budget does not include tickets, programs, hospitality, publicity, royalties, scripts, utilities or food and drink for cast and crew.

8.10
FINANCIAL POLICY
It is the responsibility of the Producer to work with the Treasurer to coordinate the financial report of a production.  Policies of the Richland Players are described in Section 6.0.  The Producer is required to provide the Treasurer with receipts for expenses incurred for a Production and summarize these expenses in the Producer’s Expense Summary Report (Form 8) and provide the Board a copy.
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8.11
SET
Set design should be essentially complete prior to start of construction.  The construction crew does not have the freedom to destructively modify any stage materials (stage, proscenium or curtains).  It is important that existing materials be recycled before purchasing new materials.

The construction crew should have the materials and equipment removed from the auditorium two days prior to audience attending.  During rehearsal, a clean set and auditorium should be maintained to insure safety of all.  No materials, set pieces, props, storage or costumes may block any exit or be stored in the lobby at any time.

8.12
REPLACEMENT OF PERSONS DURING A PRODUCTION
A cast member may be replaced at any time upon agreement of the Director and Producer.  The Director or Chair of an activity may replace other persons on the technical staff, stage crew, etc.  The Producer or Director may only be replaced by action of the Board.

8.13
USE OF CHILDREN IN PRODUCTIONS
When minor children are involved in a production the Producer and/or Director shall meet with the parents to discuss the rehearsal schedule and content of the play.  The parents must sign a Consent Form and provide contact phone numbers in case of an emergency.  Supervision of a minor is mandatory.

8.14
FINAL PRODUCTION REPORT
The Producer will prepare a final report on the production and present it to the Board at a regularly scheduled meeting within six weeks after the final performance.  The report must consist of a completed Producer’s Expense Summary.  It may include comments or suggestions including any required repairs to the stage materials.

8.15
LIST OF COMMITTEES AVAILABLE TO THE PRODUCTION STAFF
The Producer is expected to work with the committees listed below to coordinate relevant aspects of a production.

· Publicity – The Publicity Committee will arrange for all TV, Radio, and Newspaper coverage for each production.  The Producer and Director must work closely with the Publicity Committee.  Dates are generally set well in advance and cannot be changed at the last minute.
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· Programs – All relevant information on the show and cast/crew should be prepared by the Producer and submitted to Programs Committee on request.  The Programs Committee shall set the policy regarding what information will be put in the programs who receives bios in the program and whether pictures are included in the program.  Neither the Producer nor any member of the production staff is authorized to promise advertising in the program without the prior approval of the Programs Committee.

· Facility Management – The Vice President – Facilities is responsible for ensuring that the Lobby, rest rooms, Box Office, and auditorium are cleaned for performances.  The House Manager will ensure rest rooms are stocked with appropriate supplies on show nights.  During rehearsals, the Vice President – Facilities will ensure that there are adequate rest room and cleaning supplies.  The Production staff will cooperate with the facilities management in keeping the rest rooms stocked.

· Props and Costumes – The Props and Costumes Committees are responsible for the inventory, organization and maintenance of the Richland Players props and costumes.  The Producer and production staff should coordinate with these two committees

· Box Office – The Box Office Committee will prepare complimentary tickets for the production and give to the producer for distribution.

8.17
PRODUCER
The Producer assumes only those responsibilities directly related to the production and shall operate within the budget approved by the Board.  The Producer is strongly encouraged to attend Board meetings just prior to and during the production so lines of communication are kept open between the Board and production.

The following guidelines are established as an aid to the Producer.  The Producer should:

· Work with the Director to obtain a design or plan for stage, scenery, lights and sound

· Coordinate between the production staff and all committees that contribute to the production and all committees that contribute to the production

· Oversee construction of the set, placement and cueing of lighting, creation and cueing of sound effects and music

· Maintain a thorough knowledge of the play from every point of view

· Maintain close coordination with the Director throughout the production and act upon requests in a timely fashion

· Review the duties and operating procedures with the various members of the production

· Set up a rehearsal schedule in communication with the Director and provide a copy to the Vice President – Facilities and others who must interface with the schedule
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· Post cast and crew lists with phone numbers and addresses and rehearsal schedule on bulletin board, and provide copies to the Board Liaison, Publicity Chair, and President.

· Arrange for photography shoots

· Provide information such as running of show and time of intermission in Box office and bulletin board. 

· The lobby is off limits for set construction, painting, costume storage

· Ensure construction materials and debris are cleared from the auditorium prior to the Box Office opening on Wednesday before opening

· Distribute the complimentary tickets to cast and crew

8.17
DIRECTOR
The Board approves the Director for a production.  The Director shall have overall responsibility for the artistic content of the production, including set design, casting, costuming, makeup, music, lighting, and sound effects.  If an untrained person is selected as an Assistant Director, it will be the responsibility of the Director to train that person, making them aware of the guidelines pertaining to the production and otherwise training them in all other phases of directing a show.


The Director should:

· Maintain artistic control of production

· Develop an audition form or use sample form provided (Form 10)

· Cast the show from open auditions.  However, special arrangements may be made for those who cannot attend the public auditions

· Announce at the auditions that others may have an early auditions if appropriate

· If the show cannot be cast from the open auditions, according to the playwright’s intent, they may seek out and cast actors to complete the cast.  It is the policy of the Richland Players not to hire professional actors.

· Ensure all persons who auditioned are contacted, thanked, for auditioning and encouraged to stay involved.  Post cast list on the doors of the theater as soon as it is known

· Set rehearsal schedule in conjunction with the Producer

· Provide actors with blocking, characterization and all appropriate direction

· Rehearse cast and crew sufficiently to achieve a finished, credible production

· Attend all performances, if practical

· Appoint someone to conduct rehearsal during any absence

· Turn over all mechanical aspects of running the production to the Stage Manager during dress rehearsals, and performances.
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8.18
STAGE MANAGER
· Maintain a quiet and proper conduct in the auditorium during rehearsal

· Provide a prompter or serve as prompter when needed

· Take notes as required during rehearsals

· Maintain control of the show during performances

· Coordinate with the Director and Producer to obtain the highest quality show

· Know the show and advise on any potential backstage problems arising from the construction of the set (this is made easier if the Stage Manger participates in the set construction)

· Attend rehearsals to become familiar with the play, actors, and technical crew

· In coordination with the Producer and technical crew, carry out the artistic instructions of the Director (e.g. scene changes, props changes, assist costume changes)

· Assume responsibility, along with the props person, for all properties once they are delivered to the stage for use including the use and handling of these props by all stage hands and props persons

· During dress rehearsals:

· Create a cast and crew sign-in sheet for all dress rehearsals and performances

· Detail scene changes

· Rehearse scene changes

· Post scene changes

· Rehearse the way the show is called

· Fine tune warnings, standby’s, go’s, and overall timing of the show

· Time the show

· Place spike marks for furniture

· During performances:

· Dress in black

· Instruct all technical crew to dress in black

· Arrive at least 20-30 minutes before actors

· Ensure all doors are unlocked for actors

· Close lobby our house doors that lead to stage

· Pick up headsets from the Light Booth

· Set up Stage Manager’s station

· Ensure backstage area is clear and clan for actor’s entrances and exits (3 ft. aisle backstage as required by fire code)

· Ensure nothing has been left lying around to impede movement

· Clear auditorium of all cast and crew belongings

· Check with tech staff to see all are present and there no problems

· Conduct sound check with sound tech

· Conduct dimmer check with lighting tech

· Check stage

· Set off-stage prop and furniture positions

· Check set for opening of the play

· Preset props and costumes

8.19
LIGHT AND SOUND
· Work with the Director and Producer in the creation of the design and operation of all the lighting and sound effects for the production

· Work under the direction of the Stage Manager during the performances

· Maintain consistency of the lighting and sound plots and change them only as instructed by the Director or Stage Manager

· Keep light booth closed during performances and clear of persons not involved with productions

8.20
COSTUMER
· Consult with the Costume Committee Chair regarding the accessibility, storage, inventory, and procedure of costume use

· Costume the actors with the Director’s design in mind and his or her approval

· Obtain or make all necessary costumes for the production

· Turn in all costumes made or purchased to the Costume Committee Chair to be catalogued after the close of the production

· Ensure costumes are cleaned and repaired if they were damaged

· Return rented or borrowed costumes to the rightful owners

· Provide receipts for all costumes and materials to the Producer

· Provide assistance for fast costume changes during dress rehearsals and performances

· Assure costumes are presentable and cleaned, if necessary, for each performance

· Ensure someone is available for emergency costume repairs during performances

8.21
MAKEUP ARTIST
· Ensure an adequate inventory of makeup is available for the production prior to dress rehearsal week

· Order special makeup supplies, if needed
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9.0 OPERATIONAL CALENDAR
8.1
OPERATIONAL SCHEDULE
JULY

- New Board members take office



- Distribute Operating Manual to Board



- Appoint Committee Chairs



- Renew Federal tax-exempt status



- Begin fiscal year



- Submit financial information to the accountant

AUGUST
- Board and Committee Orientation (Retreats)

SEPTEMBER
- Fire Marshall Inspection




- Treasurer files Federal Tax Return


OCTOBER
- Play Selection Committee presents slate of plays to Board

- Presentations to Board of Kaleidoscope applicants (even-numbered years)


NOVEMBER
- Board approves next season’s plays and schedule




- Notice of December General Membership Meeting




- Board approves Kaleidoscope entry (even-numbered years)


DECEMBER
- General Membership Meeting




- Director/Producer Selection Committee begins


JANUARY
- Play Selection Committee begins




- Appoint Membership Committee Chair




- Treasurer mails 1099 forms to appropriate individuals


FEBRUARY
- Nominating committee begins




- Director/Producer applications due


MARCH
- Finance Committee begins budget planning




- Director/Producer Selection Committee presents slate to Board

- Treasurer renews Washington State property tax exemption and pays associated registration fees


APRIL

- Board approves Director/Producer Selection Committee slate

- Nominations and Elections Committee presents slate of nominees to Board
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- Board approves Nominations/Elections Committee slate




- Scholarship applications due


MAY

- Director/Producer Orientation Meeting

- Finance Committee final report (presentation of the budget and Board Approval)

- Notice of June Annual Membership Meeting

- Begin Membership drive for next season

- Treasurer submits annual budget to Board


JUNE

- Annual Meeting




- Elections




- Final reports from all committees




- Pay insurance 




- Prepare fiscal year-end report




- Submit Scholarship recommendation to Board

- Presentation to Board and approval by Board for Bremerton Bash applicant

9.2 
RICHLAND PLAYERS SEASON SCHEDULE

The Richland Players Season Schedule is found in Appendix B-5.
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BYLAWS

OF

THE RICHLAND PLAYERS

***
ARTICLE I – OFFICES


The principal office of the corporation shall be The Richland Players Theater, 608 The Parkway, Richland, WA 99352.  The corporation may have such other offices, either within or without the State of Washington, as the Board of Directors may designate or as the business of the corporation may require from time to time.
ARTICLE II – MEMBERS
QUALIFICATIONS:
Membership in the Richland Players is open to any individual upon payment of dues as set by the Board.
MEMBERSHIP MEETINGS:
The annual meeting of the members shall be held in June of each year for the purpose of electing Directors and transacting other such business as may come before the meeting.  If the election of Directors is not held on the day designated for the annual meeting of the members, or at any adjournment thereof, the elections shall be held at a special meeting of the members called as soon thereafter as practicable.  One additional meeting of the membership shall be held during December for the purpose of transacting such business as may come before the meeting.  All meetings of the membership shall be held at The Richland Players Theater or at such other public place as may be designated in the notice.
SPECIAL MEETINGS:
The President, or the Directors by resolution at a meeting at which a quorum is present, may call special meetings of the members for any purpose.  At the written request of ten (10) or more of the members in good standing, the President shall call a special meeting of the members.
NOTICE OF MEETING:
The President, or the Board, when calling an annual or special meeting of the members, shall
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 cause to be delivered to each member entitled to vote at the meeting, either personally or by mail, not less than ten (10) not more than fifty (50) days before the meeting, a written notice starting the place, day and hour of the meeting, the purpose or purposes for which the meeting is called.
QUORUM:
Fifteen members present at a membership meeting and entitled to vote shall constitute a quorum for the transaction of business.
PROXIES:
No member may authorize another person by proxy to exercise any privilege of membership.  No officer or Director may by proxy authorize any other person to exercise any function of his or her office.
ARTICLE III – BOARD OF DIRECTORS
GENERAL POWERS:
The business and affairs of the corporation shall be managed by the Board of Directors.
NUMBER, TENURE AND QUALIFICATIONS:
The Board shall be composed of ten directors: the President, 1st Vice President, Vice President – Facilities, Vice President – Operations, Treasurer, Recording Secretary, Corresponding Secretary, and three Members-at-Large.  All directors must be members of the corporation so long as they remain in office.

All directors shall hold office for two-year terms; the terms of office shall be staggered so that at least five of the director positions shall be elected at each annual membership meeting.  The terms of office for which directors are elected shall be shortened when necessary to assure this staggering of terms.  No individual shall be a director for more than four (4) consecutive years.
REGULAR MEETINGS:
A regular Board meeting shall be held without notice immediately after and at the same place as the annual meeting of members.  By resolution, the Board shall hold a regular meeting in each calendar month, at a place, date and time to be determined by the Board.  Meetings shall be open to all interested parties.  The Board may meet in closed session with a two-thirds majority of the Board.
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SPECIAL MEETINGS:
Special Board meetings may be called at the request of the President or by a majority of Directors.  The person or persons authorized to call special meetings may fix any place within a twenty-five (25) mile radius of The Richland Players Theater, as the place for holding any special Board meeting called by them.
NOTICE:
A good faith effort to notify each Board member of each special Board meeting shall be made prior to the meeting.  The attendance of a director at a meeting shall constitute a waiver of notice of such meeting except where a director attends a meeting for the express purpose of objecting to the transaction of any business because the meeting is not lawfully called or convened.  Neither the business to be transacted at, nor the purpose of any regular or special meeting of the Board, need be specified in the notice or waiver of notice of such meeting.
QUORUM:
A majority of the directors in office shall constitute a quorum for the transaction of business at any Board meeting.  If less than such a majority be present at a meeting, a majority of the Directors present may adjourn the meeting from time to time without further notice.
MANNER OF ACTING:
The act of the majority of the directors present at a meeting at which a quorum is present shall be the act of the corporation.

Robert’s Rules of Order, Revised, shall govern this organization, except insofar as they may be inconsistent with these by-laws.
VACANCIES:
In the event a vacancy occurs in the office of President, the 1st Vice President shall assume the role of President for the remainder of the term.

The Board shall fill any vacancies, other than as described above, by the affirmative vote of a majority of the remaining directors though less than a quorum of the Board.  A director elected to fill a vacancy shall be elected only for the unexpired term of his predecessor in office.
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REMOVAL FROM OFFICE:
At a meeting of the members called expressly for that purpose, one or more members of the Board may be removed, with our without cause, by a vote on election of directors.  A director may be removed by written resolution adopted by two-thirds majority of the members present at a meeting called pursuant to notice.  No director may be removed from office unless the notice of the meeting expressly states the name of the director whose removal will be sought at such meeting.
PRESUMPTION OF ASSENT:
A director of the corporation present at a Board meeting at which action on any corporate matter is taken shall be presumed to have assented to the action taken unless his or her dissent is entered in the minutes of the meeting or unless he files his written dissent to such action with the person acting as the secretary of the meeting before the adjournment thereof or unless he or she forwards such dissent by registered mail to the Secretary of the corporation immediately after the adjournment of the meeting.  A director who voted in favor of such action may not dissent.
ACTION BY DIRECTORS WITHOUT A MEETING:
Any action required or permitted to be taken at a meeting of the Board may be taken without a meeting if a written consent setting forth the action to be taken is signed by each of the directors.  Any such written consent shall be inserted in the minute book as if it were the minutes of a Board meeting.
COMMITTEES:
The Board may, by written resolution, delegate authority to act for the corporation to committees appointed by the Board in accordance with this provision.  The resolution appointing a committee shall state the committee’s responsibility, authority and tenure.  A majority of persons appointed to serve on any committee of the Board shall be directors of the corporation.  The corporation is bound by an act of a committee if the act is within the authority granted to the committee in the resolution and if all of the directors serving on the committee consent to such act.

The Board may appoint such other committees, as it shall see fit, but such committees shall have no authority to act for or bind the corporation unless appointed and composed as provided in this article and section.
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ARTICLE IV – OFFICERS
NUMBER:
The officers of the corporation shall be a President, 1st Vice President, Vice President – Facilities, Vice President – Operations, Treasurer, Recording Secretary, and Corresponding Secretary.  These positions shall be filled as described in the bylaws under election and term of office.  No individual shall hold more than one office at a time.
ELECTION AND TERM OF OFFICE:
The officers shall be elected by the membership at the annual meeting for a period of two years.  1st Vice President, Corresponding Secretary, Treasurer shall be elected in even numbered years and the President, Vice President – Facilities, Vice President – Operations, Recording Secretary shall be elected in odd numbered years.  No office shall be held by the same director for more than four (4) consecutive years.
REMOVAL:
Any officer of the corporation or agent elected or appointed by the Board may be removed from office and may be removed from the Board by a vote of two-thirds of the remaining Board whenever in its judgment the best interest of the corporation would be served thereby.
VACANCIES:
A vacancy in any office because of death, resignation, removal, disqualification or otherwise, may be filled by the Board for the unexpired portion of the term.
PRESIDENT:
The President shall be the principal officer of the corporation and, subject to the Board’s control, shall supervise and control all of the business and affairs of the corporation.  When present, he shall preside over all membership meetings and over all Board meetings.  With the Recording Secretary or other officer of the corporation authorized by the Board, he may sign deeds, mortgages, bonds, contracts, or other instruments that the board has authorized to be executed, except when the signing and execution thereof has been expressly delegated by the Board of by these Bylaws to some other officer or agent of the corporation or is required by law to be otherwise signed or executed by some other officer or in some other manner.  In general, he shall perform all duties incident to the office of President and such other duties as may be prescribed by the Board from time to time.
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The President shall hold office from the close of the annual meeting at which he/she is elected for a term of two years.  The President must be a director or have served as a director when he/she is elected to office.
1ST VICE PRESIDENT:
In the absence of the President or in the event of his death, inability or refusal to act, the 1st Vice shall perform the duties of the President, and when so acting, shall have all the powers of and be subject to all the restriction upon the President.  The 1st Vice President shall perform such other duties as from time to time may be assigned to him by the President or by the Board.
VICE PRESIDENT – Facilities:
The Vice President – Facilities shall be responsible for all maintenance of the land, buildings, and other physical facilities of the corporation.  He shall be responsible for all permanent modifications, improvements, and upgrades to the land, buildings, and other physical facilities of the corporation that are authorized by the Board, and he shall be responsible for overseeing all activities related to set construction and set removal.  The Vice President – Facilities shall perform such other duties as from time to time may be assigned to him by the President or by the Board.
VICE PRESIDENT – Operations:
The Vice President – Operations shall be responsible for scheduling the use of the facilities as authorized by the Board and for documenting and maintaining the procedures, policies and Bylaws of the corporation.  The Vice President – Operations shall perform such other duties as from time to time may be assigned to him by the President or by the Board.
CORRESPONDING SECRETARY:
The Corresponding Secretary shall (a) see that all notices are duly given in accordance with the provisions of these Bylaws or as required by law; (b) keep a register of the post office address of each member as furnished to the Corresponding Secretary by each member; (c) carry on all official correspondence of the organization as directed by the Board; and (d) perform such other duties as may be incident to the office of Corresponding Secretary or assigned by the President or by the Board.
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RECORDING SECRETARY:
The Recording Secretary shall keep minutes of the membership and Board meetings in one or more books provided for that purpose and perform such other duties as may be incident to the office of Recording Secretary or assigned by the President or by the Board.
TREASURER:
The Treasurer shall have charge and custody of and be responsible for all funds and securities of the corporation; receive and give receipts for moneys due and payable to the corporation from any source whatsoever, and deposit all such moneys in the name of the corporation in such banks, trust companies or other depositories as shall be selected in accordance with the provisions of these Bylaws and in general perform all of the duties incident to the office of Treasurer and such other duties as from time to time may be assigned to him by the President or by the Board.  If required by the Board, the Treasurer shall give a bond for the faithful discharge of his duties in such sum and with such surety or sureties as the Board shall determine.
ARTICLE V – CONTRACTS, LOANS, CHECKS AND DEPOSITS
CONTRACTS:
The Board may authorize any officers, agent or agents, to enter into any contract or execute and deliver any instrument in the name of or on behalf of the corporation, and such authority may be general or confined to specific instances.
LOANS:
No loans shall be contracted on behalf of the corporation and no evidences on indebtedness shall be issued in its name unless authorized by a resolution of the Board.  Such authority may be general or confined to specific instances.
LOANS TO OFFICERS AND DIRECTORS:
No loans of money shall be made by the corporation to any person.
CHECKS, DRAFTS, ETC.:
All checks, drafts or other orders for the payment of money, notes or other evidence of indebtedness issued in the name of the corporation, shall be signed by two (2) officers of the corporation and in such manner as is from time to time determined by resolution of the Board.
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DEPOSITS:
All funds of the corporation not otherwise employed shall be deposited from time to time to the credit of the corporation in such banks, trust companies or other depositories as the Board may select.  The assets of the corporation shall be invested only in accounts or securities authorized by the Washington Common Trust Fund Act (RCW 11.102).
ARTICLE VI – FISCAL YEAR
The fiscal year of the corporation shall be July 1 through June 30.
ARTICLE VII – WAIVER OF NOTICE
Whenever any notice is required to be given to any member or director of the corporation under the provisions of the bylaws or under the provisions of the Articles of Incorporation, a waiver thereof in writing signed by the person or persons entitled to such notice, whether before or after the time stated therein, shall be deemed equivalent to the giving of such notice.
ARTICLE VIII – AMENDMENTS
The bylaws may be altered, amended or repealed and new bylaws may be adopted by two-thirds majority of the quorum present at any meeting of the membership.  Amendments shall be submitted to the Board by any member of the organization at least thirty (30) days prior to the membership meeting at which such amendments are to be considered.

ADOPTED BY THE BOARD OF DIRECTORS this _______ day of ____________, 2000.

PRESIDENT








SECRETARY

