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Purpose of this document

This document describes positions available for the fiscal year 2002-2003. This doc is based on the By-Laws and past practice. In the fiscal year 2002-2003 the By-Laws need to be improved to allow for positions such as Webmaster, and to retire positions such as Comeau Fund Coordinator.

How to use this doc

This.doc lists the positions and the duties. Version 1 lists a recommended person(s), to be voted on during the first Board meeting, June 17 2002. An updated version will reflect the outcome of votes and be distributed.

Coordinators in their respective areas will make additions to describe the Volunteer positions needed to make their area function. We must have these Volunteer positions documented by the August Board meeting. An updated version will be distributed to reflect these changes.

Positions in MACA

	Position
	Description
	Elected By / Recruited By
	Filled / Nominated

	President
	The president shall be the chief executive officer of the corporation and, subject to the control of the Executive Board, shall have general charge and supervision of the affairs of the corporation and shall be responsible for the corporation's general welfare. The president shall preside at all meetings of the members and at all Executive Board meetings, except as the members or the Executive Board otherwise determine. The president shall be an exofficio member of all committee and all commissions.
	Elected by Membership
	Filled: Harvey Reed

	Vice-President
	The vice president shall have duties and powers as the Executive Board shall determine. The vice president shall have and may exercise tall, the powers and duties of the president during the absence of the president or in the event of his inability to act.
	Elected by Membership
	Filled: Steve Frymer

	Clerk
	The clerk shall record and maintain records of all proceedings of the members and Executive Board in a book or a series of books kept for that purpose, which book or books shall be kept within the Commonwealth at the principal office of the corporation or at the office of its clerk or resident agent and shall be open at all times to the inspection of any matter. Such book or books shall also contain records of all meetings of incorporates and the original, or attested copies, of the articles of organization and by-laws and names of all Executive Board members and appointed officers and the address of each. If the clerk is absent from any meeting of the members or directors, a temporary clerk chosen at the meeting shall exercise the duties of the clerk at the meeting.
	Elected by Membership
	Filled: Mark Kaprielian

	Treasurer
	The treasurer shall be the chief financial officer and the chief accounting officer of the corporation. The treasurer shall be in charge of its financial affairs, funds, securities, and valuable papers and shall keep full and accurate records thereof. The treasurer shall have such other duties and powers as designated by the Executive Board or its president. The treasurer shall also be in charge of its books or account and accounting records, and of its accounting procedures. The treasurer shall report at the membership and Executive Board meetings on the financial position of the corporation.
	Elected by Membership
	Filled: Bob Messenger

	
	
	
	

	Director
	
	Elected by Membership

Note: Positions are listed in order of votes received.

Note: for positions #11 thru #12 Harvey is trying to contact them..
	Filled: 

1. Gus Gosselin

2. Peter Lee

3. Maryann Reilly

4. Anthony Gavelis

5. Frank Del Bonis

6. Stephen Dann

7. Robert King

8. Tim Oliveri

9. Larry Eldridge
==========

10. George Mirijanian (declined)

11. H. Burger (413-734-2829)

12. William Kelleher (MELENDY@ATTBI.COM)

	
	
	
	

	Archivist Coordinator
	The archivist shall collect and maintain copies of records of all committees and officers in the effort to provide a profile of the responsibilities and duties of each office and maintain a history of committee efforts. The archivist shall also maintain an archive of the minutes of all meetings, copies of the official organ, the articles of organization, the by-laws, and such other material as may be deemed worthy of preservation. The archives shall be kept within the Commonwealth of Massachusetts at the principal office of the corporation or at the office of the archivist and shall be open at all reasonable times to the inspection of any member.
	Appointed by Board
	Filled: Mark Kaprielian

	Budget Coordinator
	The budget coordinator shall brief the Executive Board on trends of income and expenses, and shall present a budget of income and expenses for the coming fiscal year at the first regularly scheduled Executive Board meeting following the annual meeting.
	Appointed by Board
	Filled: Bob Messenger

	Club Coordinator
	The club coordinator shall be responsible for the affiliate and club program which shall provide affiliates and clubs with informational, organizational, promotional, advertising, and educational materials, tournament supplies, and whatever other aid that may be deemed necessary in order to encourage growth and existence of chess clubs within the Commonwealth.
	Appointed by Board
	Filled: Robert King

	College Chess Coordinator
	The college chess coordinator shall serve as a liaison between the corporation and college chess clubs, and promote collegiate chess activity within the Commonwealth.
	Appointed by Board
	

	Comeau Fund Coordinator
	The Comeau Fund coordinator shall administer the corporation's William Comeau Memorial Fund, including soliciting donations to the fund, soliciting bids for Comeau Fund grants from Massachusetts elementary schools, determining and notifying the grantees of the fund for each academic year, and obtaining and distributing the necessary chess support materials to designated schools.
	Appointed by Board
	

	Data Processing Coordinator
	The data processing coordinator shall construct and maintain a computerized database of the membership of the corporation, based on information supplied by the membership coordinator, and shall periodically provide the membership coordinator and other designated individuals printouts of this database, and provide a printout in the form of mailing labels to the publications coordinator for each edition of Chess Horizons magazine.
	Appointed by Board
	Filled: Mark Kaprielian

	Education Coordinator
	The education coordinator shall develop, maintain, revise, and distribute a chess education program. The education coordinator shall coordinate and aid chess education programs amongst the affiliates and other organizations as may request the help.
	Appointed by Board
	

	Fund Raising Coordinator
	The fund raising coordinator shall seek donations and bequests for the corporation.
	Appointed by Board
	

	League Coordinator
	The league coordinator shall promote league activity within the Commonwealth, aiding in the formation of new leagues, the advertising of all leagues, whether by advertising in the official organ or by mail campaign to appropriate organizations, and preparing and distributing a manual on league formation and organization.
	Appointed by Board
	

	Master Chess Coordinator
	The master chess coordinator shall administer the corporation's programs and efforts to promote top level and professional chess competition and other activities.
	Appointed by Board
	

	Membership Coordinator
	The membership secretary shall coordinate the membership function of the corporation, including recording memberships, compiling membership listings, producing mailing labels for the official chess organ and providing information as to the general welfare of the membership. The membership secretary shall provide the voting membership list for all meetings and mail ballots and shall give the Executive Board notice of an Executive Board member's membership expiration.
	Appointed by Board
	Filled: Gus Gosselin

	Parliamentarian Coordinator
	The parliamentarian shall act as parliamentarian at all meetings of the members and Executive Board and shall be fully knowledgeable of the rules of order, articles of organization, and these by-laws. The parliamentarian shall also provide aid in the drafting of amendments to the articles of organization and the by-laws, offering recommendations in wording or actions to the members, Executive Board, or authors. The parliamentarian shall also maintain a codified book of actions approved at meetings of the members and of the Executive Board.
	Appointed by Board
	Filled: Mark Kaprielian

	Prison Chess Coordinator
	The prison chess coordinator shall collaborate with the officials of correctional institutions in Massachusetts and other states designated by the Executive Board to initiate, promote, and develop chess activities within these institutions, including the development of chess clubs, tournaments, and instructional programs, the promotion of correspondence play, and the coordination of visits by chess teams or masters in accordance with the wishes of the officials of these institutions. The prison chess coordinator shall administer the Benjamin Landey-Emil Reubens Memorial Fund to procure chess equipment, supplies, and other materials in support of prison chess activities.
	Appointed by Board
	Filled: Steve Frymer

	Promotion Coordinator
	The promotion coordinator shall develop and coordinate programs to promote the corporation and its activities, endeavoring to increase the visibility and the participation in the game of chess.
	Appointed by Board
	Filled: Frank Del Bonis

	Publications Coordinator
	The publications coordinator shall manage and promote the official organ and any other publications the Executive Board may designate.
	Appointed by Board
	Filled: Robert King

	Scholastic Coordinator
	The scholastic coordinator shall be responsible for the organization of corporate sponsored scholastic singles and team events and shall aid in the development of educational and competitive chess programs in the Commonwealth's schools. The scholastic coordinator shall be responsible for the advertising and distribution of the chess education program within the Commonwealth's schools.
	Appointed by Board
	Filled: Anthony Gavelis

	Tournament Coordinator
	The tournament coordinator shall organize all corporate sponsored tournaments, solicit organizers to conduct corporate sanctioned events, and provide tournament organization guidelines for organizers.
	Appointed by Board
	Filled: Steve Frymer

	Volunteer Coordinator
	The volunteer coordinator shall seek out persons to initiate and carry out programs of the Association.
	Appointed by Board
	Filled: Harvey Reed

	Webmaster (*)
	(*) This position not in By-Laws, but for the past 3 years has been and is currently filled by Mark Kaprielian.
	Appointed by Board
	Filled: Mark Kaprielian

	
	
	
	

	Scholastic – Site Acquisition
	Tasks: Contacting civic sites and schools for appropriate tournament sites. Negotiating terms, conditions and other requirements. Providing availability of food (on site or very near by).

Qualification: Able to call or meet with site representatives during site’s business hours.

Proactive and motivated
	Recruited by Scholastic and Volunteer Coordinator
	

	Scholastic - Promotion / Mailings / Solicitations
	Tasks: Flyer design & preparation.Flyer production & distribution (Web, USPS, and other).Press releases (schools, chess clubs, civic organizations, media).Outsourcing the stuffing, sorting and mailing of flyers to Kennedy Senior Center in Natick.

Qualification: Computer literate.Able to use WP or DTP software
	Recruited by Scholastic and Volunteer Coordinator
	

	Scholastic - Advance Entry Taker

(One per tournament)
	Tasks: Receiving USPS mail. Reviewing entry information. Membership verification. Resolve issues & follow up. Answer questions via phone & email. Enter entry information and fees onto spreadsheet or database. Completing USCF & MACA membership forms for new  members (to be handed out at tournament). Work closely with tournament director via phone & email. Turn in final information on day before event.

Qualification: Willing to receive entries at home or PO box daily. Knowledge of MS Excel or Lotus123.   Access to Email  Able to receive and answer phone calls promptly.  (A MACA computer may be provided for entry taker use if needed.)
	Recruited by Scholastic and Volunteer Coordinator
	

	Scholastic - On-site Entry Taker

(Need more than one per tournament)

Functions can be divided among several volunteers
	Tasks: Bring $100 in small bills to tournament for making change

Greeting entrants

Answering questions

Taking entries, verifying entry form

Accepting monies, making change and being accountable

Entering information on tournament log sheets or computer 


Membership verification

New memberships 


Verify membership applications & follow up

Issuance of MACA membership cards

Issuance of USCF membership receipts

Problem resolution

Qualification: Cheerful. Able to visit bank before event. Have some previous tournament knowledge as a chess mom or dad. Be available early on tournament day and stay through mid day.
	Recruited by Scholastic and Volunteer Coordinator
	

	Scholastic - Tournament Director
	Tasks: Pairing process

Wall charts

USCF reports

Qualification: Requires certification
	Recruited by Scholastic and Volunteer Coordinator
	

	Scholastic - Tournament Direction Staff
	Tasks: Assistance to TD Player meeting & rule presentation. Game room monitoring. Crowd control,  Q&A

Qualification: Be available start to finish of tournament (unless there is sufficient help to allow for scheduling shifts). Some knowledge of USCF rules.
	Recruited by Scholastic and Volunteer Coordinator
	

	Scholastic - Master (or Mistress) of Ceremonies
	Tasks: Gathering the winners. Sorting & presenting awards. Making important event announcements

Qualification: Open, outgoing individual. A good, loud voice
	Recruited by Scholastic and Volunteer Coordinator
	

	Scholastic - Event closer

(More than one needed per tournament)
	Tasks: Money reconciliation

Reconciling money log or computer entries

USCF & MACA memberships 

Entry fees


Other miscellaneous income & expenses

Making required payments to TD, USCF

Producing a tournament financial report (spreadsheet) for board of directors

Turning over the funds to MACA

Close down

Clean up (leave site the way you found it)

Put back tables & chairs 

Lost &Found sweep

Lock up / check in with custodial staff or administration

Qualification: Patient, organized person.

Available from mid afternoon on tournament day until after end of tournament. Available the day after to make final reconciliation. Knowledge of MS Excel or Lotus123. Some computer skills and access to email. (A MACA computer may be provided if needed.)
	Recruited by Scholastic and Volunteer Coordinator
	

	Scholastic - Trophy Acquisition
	Tasks: Selecting & ordering appropriate variety of awards and commemorative items for players.   Requires planning to acquire all or most of the trophies for the season in advance (for quantity discounts and to insure that there are no duplicate designs in the tournament year).  Facilitate timely delivery of trophies and awards to tournament.

Handle engraving and delivery of special Hurvitz Championship trophies.

Qualification: Available during week days to meet with local Emblem & Badge,  Crown or other trophy shop. Car with big trunk or mini-van for trophy pickup & delivery.
	Recruited by Scholastic and Volunteer Coordinator
	

	Scholastics - Tournament organizer

(one per tournament)
	Tasks: Making sure all of the above happens.

Following up on issues. 

Filling in where needed.

Insuring that all parties requiring payment are paid promptly.

Insuring that all monies and fees due MACA or tournament staff are collected and/or distributed promptly.

Insuring that all reports to MACA & USCF are files promptly.

Prepare and present report to MACA board of directors or Scholastic Coordinator. 

Qualification: Willingness to work with a lot of different people.   Ability to deal with parents, children and coaches. This is your chance to call the shots at your very own tournament.


	Recruited by Scholastic and Volunteer Coordinator
	

	
	
	
	

	Adult Volunteer - Advance Entry Taker
	TBD
	Recruited by Adult Coordinator
	

	Adult Volunteer - On-site Registration
	TBD
	Recruited by Adult Coordinator
	

	Adult Volunteer - TD
	TBD
	Recruited by Adult Coordinator
	

	Adult Volunteer - Food Coordinator
	TBD
	Recruited by Adult Coordinator
	

	Promotions Volunteer - Publicist
	TBD
	Recruited by Promotions Coordinator
	


