
President 

(previously President Elect) 

 

 Coordinate with the outgoing Board to ensure a smooth transition. 

 Gather information for new Board Members such as bylaws, handbook, etc. 

 Working with the new Board, lay out a calendar for the year ahead coordinating 

practices, Fall competitions, camps, special events, fundraisers, concerts, A-

Band, Winter Guard & Drumline, etc. to maximize opportunities and limit 

conflicts. 

 Appoint a Fundraising Coordinator (FC).   If no one accepts, appoint chairs for 

each fundraiser.  Fundraising Coordinators are not expected to run each event.  

The Board and FC will work together to find event chairs and the FC should act 

as a liaison to the board by attending monthly Board meetings and reporting 

updates.   FC should also attend Booster meetings and give reports in the 

absence of event chairs. 

 Assign coordinators for the following areas – Spirit Wear, Tub Parent, Uniforms, 

Snack Tubs, Competition Lunch Coordinator, Bleacher Wrapper Coordinator, 

Historian, Band Banquet Chair.    

 Assign a Band Nurse to restock the medical bags. 

 Assign a Freshman Coordinator for the incoming class.  Ensure that the existing 

Class Coordinators have updated roster information, including new marchers.  

Inquire about any food allergies for incoming marchers. 

 Preside over monthly Board & Booster Meetings. 

 Arrange meeting space for meetings via AD Office (building usage form) 

 Prepare agendas for the Board & Booster Meetings. 

 Assign Band Camp Coordinators for Water Jugs/Towels, Lunches & Penny 

Wars.    Ensure that details are taken care of for Parent Preview & Pool Party. 

 Update the Band Camp Packet after coordinators have been assigned and dates 

set.  Prepare for distribution via email and paper copies to students.   

 Coordinate Band BBQ during Band Camp.  Food, Set-Up, BBQ, Volunteer 

Tables (assist President Elect) and address the Boosters. 

 Send out Competition emails detailed with location, directions, admission fees, 

chairs, and tidbits pertinent to that competition. 

 Work closely with the Band Director to ensure individual competition needs are 

being met.  Delegate jobs as needed to assist VP in loading / unloading / props, 

etc. 

 Distribute competition wrist bands to booster members based on the following 

criteria – 1st Chaperones helping with props, 2nd Parents helping with props, 3rd 

Chaperones.   The number of wristbands and requirements to enter the field vary 

per competition.  Coordinate with Band Director prior to distribution. 



 At Competitions coordinate parent volunteers to ensure that props, podiums, 

front ensemble is safely on / off the field.  Ensure that snacks, water, camp flag, 

etc. are in place.  

 Coordinate Home Football Games to ensure that the bleachers are wrapped, 

water jugs/cups are provided and the VP duties outlined are completed. 

 Coordinate Decorate the Chair Night.  Ensure that Class Coordinators have 

updated rosters and they are in place to “check-off” arrivals and ensure that each 

student receives recognition. 

 Coordinate Snack Tub Donations.  Ensure that Class Coordinators are 

coordinating donation efforts by class.   Chips/Cookies/Granola Bars/ 

Crackers/Fruit Snacks should be acquired within a class to ensure a variety. 

 Coordinate 1st Competition Luncheon.  Ensure that Class Coordinators are 

coordinating donation efforts by class.  Boosters to provide meat, drinks and 

paper products.  Each class assigned a “dish”. 

 Attend as many events as possible making yourself available.  Send period 

emails touching base with members and making your phone numbers / email 

available for questions, suggestions and concerns. 

 Act as a liaison between parents and Band Director. 

 Coordinate with Band Banquet Coordinator , Senior Class Coordinator (class 

gifts), Historian (DVD Fall Regiment & Senior Class), arrange for show patches & 

coordinate with Band Director. 

 

 

Vice President -  Competitions 

 

 Reserve tractor to tow trailer for all competitions 1-2 months ahead of dates; 

confirm date with rental company week of competition. 

 Make sure all chaperones volunteering have completed district requirements, 

Training, Background check 

 Maintain generator and ensure it has gas and is in running condition prior to 

competitions, extension cords, plugs, switches, outlets all in working order 

 Stock supplies such as trash bags, paper towels, tools, etc 

 Bring Keys to trailer and tool to raise/lower trailer onto hitch- 1 1/16” Socket 

 Load Snack tubs prior to competition 

 Confirm Banners and flags are on the trailer 

 Confirm (6) Black ‘Screens’ are on the truck 

 Confirm Water coolers are on the trailer 

 Make sure all props are loaded, secured 

 Help student load/secure all instruments 

 Make sure EZ-Up tents are on trailer 



 Make sure plume bags are on the trailer 

 Make sure guard uniform, band repair tub is on the trailer 

 Make sure table, chairs, step stool are on the trailer 

 Maintain Chaperone, Seamstress and nurse volunteer lists, Call week of 

competition to confirm they will be there 

 Create and distribute name tags for bus volunteers 

 Get grill on truck for competitions if it is needed 

 Design, Build and Maintain Props for the season (with help from many) 

 

Vice President - Football Games 

 Bring Music stands on two carts to football field 

 Bring tub with music books with music stands 

 Get Props/Drum Major Stand (3) on and off field for half time show 

 Bring props to field/Retrieve props from field at end of show. Determine number 

of parents on props plus volunteers to place/retrieve podiums 

 General assistance to band director as needed 

 

President-Elect 

This is a 2 year position 

 

 Assist President with their duties 

 Ask questions, observe, learn in preparation for the President position the 

following year. 

 Coordinate the volunteer table at the Band Camp BBQ 

 Coordinate water bottle donations for the Fall season.  Ensure water/coolers/ice 

are at every competition and at Howell Preview. 

 

Treasurer  

(previously the Treasurer Elect) 

 

 The Treasurer is responsible for maintaining all financial records of the Booster 

organization 

 Working with the Booster Board, the Treasurer prepares and presents the yearly 

Booster budget to the Boosters, band parents and Booster staff 

 The Treasurer is responsible for updating and maintaining the financial software 

program selected for use by the Booster Board 

 The Treasurer is responsible for billing all program fees to individual student 

accounts 



 Working with the Treasurer-Elect, the Treasurer posts all student band 

payments to individual accounts 

 Working with the Treasurer-Elect, the Treasurer posts all monies received from 

fundraising activities to the appropriate budget line 

 The Treasurer is responsible for posting all fundraising proceeds to individual 

student accounts 

 The Treasurer is responsible for writing all checks and making all payments for 

the Booster Organization 

 The Treasurer is responsible for maintaining the checking account ledgers for 

the General Fund Account, the Scrip Account and the Trip Account and is 

responsible for monthly reconciliations of those accounts 

 The Treasurer is responsible for maintaining the Pay-Pal system used by the 

Booster organization for student payments 

 The Treasurer is responsible for receiving and posting all Pay-Pal payments to 

individual student accounts 

 The Treasurer is responsible for keeping the director updated on the status of 

student fee payments and notifying him/her of past-due accounts 

 The Treasurer is responsible for preparing all starting cash needed for 

fundraising events 

 The Treasurer is responsible for working the cash room at the Coliseum Classic; 

supplying all booths with cash and change as needed 

 The Treasurer is responsible for attending the monthly Booster Board meetings 

the 2nd Tuesday of each month and updating the Board on all financial matters 

involving the Booster organization 

 The Treasurer is responsible for attending the monthly Booster Organization 

meetings the 3rd Tuesday of each month, preparing summary copies of budgets 

and bank account information and presenting that information to the Booster 

Organization 

 The Treasurer is responsible for maintaining the 501c3 tax-exempt status of the 

Booster Organization 

 The Treasurer is responsible for maintaining the sales tax exempt status of the 

Booster Organization 

 The Treasurer is responsible for preparing any necessary yearly 1099 filings for 

staff payments 

 Working with the Treasurer-Elect, the Treasurer is responsible for annual tax 

filings for the Booster Organization 

 

 

 

 



Treasurer Elect 

This is a 2 year position  

 

 Collect monies received from band fees, fundraisers, and spirit wear. 

 Prepare and make deposits to the band’s General Fund checking account. 

 Provide deposit detail to Treasurer so an accurate accounting of funds can be 

made timely. 

 Act in the treasurer’s stead when the Treasurer cannot be present.  This 

includes presenting the Treasurer’s Report at Band Booster Meetings. 

 Work the cash room at the Coliseum Classic. 

 Make annual or biennial filings on behalf of the Corporation with the Missouri 

Secretary of State as necessary to maintain good standing. 

 Check the band fee box outside of the Director’s office as often as possible 

during the band season, and weekly in the off-season, so student accounts can 

be credited in a timely manner. 

 Oversee fundraising receipts 

 

Preferred Qualifications  - accounting or bookkeeping experience, working 

knowledge of tax filing requirements, and ability to understand tax regulations. 

 

 

 

Secretary 

 

 Send any and all emails that are sent to the secretary from the president, the 

treasurer, the vice president, the president elect, Mr. Griffin, the fundraiser chair, 

etc. During the fall, be prepared to email 6 to 8 emails a week.  It just depends 

on fundraisers, competitions, Dine-Out nights, etc.  

 

 Send emails out in a timely manner.  Some emails need to be sent out multiple 

times to remind parents. 

 

 Compose emails if one hasn’t been created for you when necessary to get 

information out to the parents. 

 

 The Secretary is the contact person that most parents and students hear from 

frequently.  You need to be willing to send or forward emails on to the 

appropriate people in the event that they are sent to you by mistake. 

 



 Attend the Booster Band Board meeting every 2nd Tuesday of the month, take 

notes, type up the minutes, and email them out to the Booster Board. 

 

 Attend the Booster Meetings every 3rd Tuesday of the month, take notes, type 

up the minutes, send them out to the parents & staff within 2 days of the 

meeting.   

 

 Make copies of the monthly minutes to be handed out at each Booster Meeting. 

 

 Be visible to the Regiment parents and students at competitions, football games, 

Band Booster sponsored events, etc. 

 

 Keep all minutes from both Band Booster Board Meetings and Booster meetings 

on a jump drive for permanent record. 

 

 Contact FHC secretary to have monthly Band Booster Meetings in the FHC 

Enews. 

 

  


