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Fundraiser Chairperson 

 Coordinate fundraising dates with the fundraising vendor. 

 Update fundraising documents prior to the beginning of the fundraiser. 

 Take fundraising orders, including initial orders, second orders and transfer orders and send 

communications to teachers confirming orders. 

 Provide the initial and second fundraising order to the vendor with the fundraising requests per 

school/teacher. 

 Deliver and transfer fundraising items among participating schools. 

 Oversee the fundraising invoices. 

 Coordinate with the vendor the reshipment of damaged or incorrectly shipped items. 

 Maintain documentation of all initial, subsequent and transferred fundraised items. 

 Attend Board meetings and prepare fundraising reports for the Board meetings. 

 Help with the Fundraiser deposits at the bank at the conclusion of the sale. 

 Advocate for the success and sustainability of the district’s music programs and its students.  

 The total number of hours, estimated by current Fundraiser Chairperson, is 70 for the year.  Of 

course the busiest time is during the Fall Fundraiser.  A more specific breakdown of hours can be 

sent upon request. 

 

Funds Held Treasurer 

 The Funds Held Treasurer primarily manages the music teachers’ funds. 

 Assist teachers with summer band camp deposits and payments to camp leaders. 

 Assist with Music Boosters brunch (provide Funds Held statements to teachers). 

 Provide financial reports and answer questions at Board meetings. 

 Pick up, prepare and make deposits as necessary. 

 Write and deliver or mail checks as necessary. 

 Monitor Funds Held balances and communicate them to teachers. 

 Reconcile Funds Held bank account. 

 Report Funds Held balances and transactions to Administrative Treasurer for entry into 

QuickBooks. 

 Confirm Main account bank statements and reconciliation. 

 Assist Fundraising Chair with Candy Sale payment and deposits. 

 Prepare Signup genius for teachers. 

 Organize Signup for board members to help. 

 Assist with Singfest. 

 Assist with other events as scheduled by Music Boosters Board. 

 Reorder checks/deposit slips as needed. 

 

 

Webmaster 

 Build or assist in the development of the BSMB website – currently using WordPress (no coding 

knowledge is necessary). 

 Manage website and perform continual maintenance; this can include updating links, databases, 

and other functions.  Includes proofreading prior to executive board document upload. 

 Marketing or site promotion of websites on other social media (Facebook currently) and via email 

and newsletters.  

 Ensure the virtual look and feel of the Music Boosters online meets Board expectation. 

 Soliciting and uploading photos of Music Booster school purchases and concert videos. 

 Assist Administrative Treasurer with technical aspects of Paypal account. 
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 Attend BSMB general membership and Board meetings. 

 Explain/help teachers understand the usage of the web site. 

 Assist the Board with BSMB special events and activities. 

 Advocates for the success and sustainability of the district’s music programs and its students.  

 The busy time is getting the website updated for the new school year in late July.  Estimated 20-

25 hours total per year. 

 

Scholarship Chairperson 

 Responsible for implementing the scholarship program in which Music Boosters award a 

minimum of two $500 scholarships to graduating seniors, one from each high school in the 

district. 

 Review and update the scholarship application and provides copies to the counseling offices at 

both high schools in the Fall. 

 Promote the scholarship, such as contacting the high school music teachers and reminding them 

to promote the scholarship to their students. 

 Designate and contact persons willing to serve on the selection committee. 

 Prepare the applications for the members of the selection committee 

 Notify the winning scholarship recipients. 

 Attend the Awards/Scholarship night at each of the high schools to present the scholarships to the 

recipients, if available. 

 Attend Music Booster Board meetings and assist with special events sponsored by Music 

Boosters when needed. 

 Advocate for the success and sustainability of the district’s music programs and its students.  

 This Board position does not require a significant amount of time.  Preparing the applications for 

the selection committee in March is the most time consuming, and is dependent on the number of 

applications each year. 

 

Membership Chairperson 

 Responsible for the Membership Drive throughout the school year. 

 Update or redesign the Membership form to be distributed to the teachers/students/parents. 

 Update or redesign the Teacher Membership form. 

 Collect membership forms and money from the teachers. 

 Oversee and input of memberships into our database. 

 Give ideas for membership drive and recruit volunteers to help implement the recruiting ideas. 

 Encourage teachers with ideas on how to boost memberships at their schools. 

 Attend membership drive events and concerts to help promote BSMB. 

 Attend Music Booster Board meetings and General Membership Meetings. 

 Assist with other Music Booster activities when available. 

 Advocates for the success and sustainability of the district’s music programs and its students. 

 


