DELAWARE PROFESSIONAL PHOTOGRAPHERS, INC.

MANAGING GUIDELINES  (Updated 1/10)
Board Members

The duties of all Board Members are to:
Be totally knowledgeable concerning their duties, rules and regulations for their position

Assist the incoming Board Members in the transition into their positions

Conduct and present themselves in a professional manner and in accordance with DPP’s Code of Ethics at all meetings and seminars of the Association

Attend all Board of Directors meetings.  Missing 3 Board of Directors meetings shall result in discipline as detailed in the Bylaws of the Association, Article VII, Section 8 paragraph B.  In addition, attend as many general meetings and seminars of the Association as possible

Act as good will ambassadors for DPP and encourage new membership into the Association

Prepare a report for each Board of Directors meeting

Prepare year-end synopses of their activities conducted as a Board member during the previous year and submit these to the Executive Secretary

President

The duties of the President are to:
Preside at all Board of Directors meetings in the absence of the Chairperson of the Board

Preside at all general meetings and seminars of the Association

At the beginning of the President’s term, appoint a parliamentarian and a Chairperson for the Program, Print, Social and Raffle committees as well as A Newsletter Editor, Association Photographer and WebMaster. The Chairperson of the Print Committee is appointed every (2) two years.  Appoint new committees when deemed necessary.

Ensure that all committee reports under this position in the current Order of Business (Attachment 1) are ready for the Board meeting

Chair the Convention Committee

Chair the Unethical Practices Committee

Serve as the Assistant Chairperson on the Program Committee

Serve as ex-officio member of all committees

Vice-President

The duties of the Vice-President are to:
Preside at all general meetings and seminars in the absence of the President

Ensure that all committee reports under this position in the current Order of Business (Attachment 1) are ready for the Board meeting

Work with the Print/Exhibit Chairperson in scheduling judges for the print competitions

Work with the Social Chairperson in scheduling any social events.

Chair the Bylaws Committee

Chair the Managing Guidelines Committee

Other duties as assigned by the President

Secretary


The duties of the Secretary are to:
Take all meeting minutes of DPP

Keep and preserve the minutes of all Executive Sessions of the Board of Directors.

Submit the minutes of Executive Sessions to Board members within one week of session.

Ensure that all committee reports under this position in the current Order of Business are ready for the board meeting.

Co-manage the registration desk at seminars and conventions along with the Executive Secretary.

Handle all internal and legal correspondence of the Association.

Serve as a non-voting member of the Unethical Practices Committee.

Assist the President in preparing an agenda for each Board & business meeting

Chair the membership Committee: 

Actively seek new members for DPP in concert with the Area Reps.

Review applications for membership when received for completeness and corrections. 

Pass on information to Newsletter Editor for inclusion in next newsletter. Bring names of applicants to Board meeting for final vote of approval.  If approved, forward to Executive Secretary for inclusion into database.

Pass on information to the Web Master for all members consisting of a membership directory, print competition rules, By Laws and Managing Guidelines to be published on the DPP Website.

Create and maintain membership badges that are worn by members at each meeting.

Perform induction ceremony of new members

Executive Secretary


The duties of the Executive Secretary are to:
Keep and reserve the minutes of all open meetings of the Association and of the Board of Directors.

Submit the minutes of open meetings to Board members and to the Newsletter Editor within one week of meetings.

Be the repository of DPP records (except for financial information, which will be maintained by the Treasurer). These records will consist of, but not be limited to a) minutes of meetings; b) at least one copy of each newsletter; c) copies of information passed on to Board members from PPA, SEPPA, etc.; d) Incorporation Charter and Corporate Seal; e) proof of insurance; f) copies of Affiliation renewals.

Address of Executive Secretary is the official address of DPP

Act as Registrar and maintain registration records for convention and any seminars that require registration and payment.

Maintain membership database and print directories once each year.

Transmit membership to SEPPA on a quarterly basis and notify Treasurer of amount to be paid to SEPPA.

File PPA renewal on an annual basis.

Submit to PPA for speakers and judges’ merits and maintain log of merits applied for.

Order any letterhead, envelopes, and supplies as necessary.

Perform other duties as directed by president.

Working with the Treasurer, submit appropriate tax reports as required by law.

Treasurer
The duties of the Treasurer are to:
Act as custodian of all funds and negotiable securities of the Association and carry out the duties as described in the By Laws.

Ensure that any contracts have Board approval before signing and/or commitment of funds.

Make no payment for any expense not approved by the Board of Directors.

Ensure that all committee reports under this position in the current Order of Business are ready for Board meeting.

Act as mailing address for any financial obligations of the Association and for all monies coming into the Association.

Serve as Assistant Chairperson of the Membership Committee. Pass on all membership applications to Secretary and membership renewal forms to Executive Secretary as soon as their payments are recorded.

Serve as member of Convention Committee. Pass on all registration forms to Executive Secretary as soon as their payments are recorded.

Assist in manning the registration desk at convention and at any seminars that require payment.

Prepare and submit to Board a proposed budget for the next year.

Submits monthly financial reports – Balance Sheet & Income and Expense Report

Treasurer must be bonded at a Board of Directors approved level

Chairperson of the Board

The duties of the Chairperson of the Board are to:


(The outgoing President assumes the roll of Chairperson of the Board.)

Preside at all Board of Directors meetings.


Serve on the Program Committee

Chair the Past Presidents Council (PPC)

Maintain regular contact with other Past Presidents updating them on DPP activity and soliciting their input and aid with programs

Provide a monthly report on PPC activity at Board meetings

Program Chairperson - As appointed by the President

The duties of the Program Chairperson are to:
Contract speakers for the up-coming year in a timely manner

Confirm the speakers at least one (1) month in advance

Assist the Print/Exhibit and Social Chairpersons in scheduling their events

Submit photos, speakers’ bios, and program descriptions to the Newsletter Editor for publication, as well as the webmaster for publication to the DPP website.

Introduce the speakers to the membership at the start of the program

Ensure that the speakers have the necessary props and equipment to present their programs

Ensure that the speakers have been taken to dinner if the contract permits

Provide for necessary overnight accommodations as needed

Convention Chairperson - President

The duties of the Convention Chairperson are to:
Convene a Committee to plan and facilitate the Annual Convention.  Included in this activity are the following tasks:

Select speakers and obtain signed contracts

Arrange for speakers models, props, travel arrangements, and other needs 

Select a venue and finalize the contract

Prepare and distribute publicity materials

Provide newsletter and webmaster with information to promote the convention

Contact vendors and provide times and locations for their displays

 Arrange for any meals that are to be provided

Area Representatives
DPP Area Representatives (3) shall have expanded areas of coverage as follows: 


New Castle County Rep – to include New Jersey


Kent County Rep – to include Pennsylvania


Sussex
County Rep – to include Maryland


The duties of the Area Representatives are to:
Actively recruit and follow up on potential members

Serve as Membership committee members

Serve as members of the Social committee

Introduce visitors from their areas at meetings

Print/Exhibit Chairperson - Print Chair

The duties of the Print/Exhibit Chairperson are to:
Contract judges no less than 2 months prior to a print Competition

Confirm the contracts no less than 2 weeks prior to a print competition

Work with the Program Chairperson in scheduling print competition

Submit photos and bios of the judges to the Newsletter and webmaster

Introduce the judges to the membership prior to print competition

Be responsible for acquiring enough help to run the print competition

Acquire the necessary equipment to run a print competition

Keep an accurate record of scores from all print competitions

Submit the results of the print competition to the Newsletter and webmaster

Make sure that the judges have been taken to dinner if the contract permits

Be involved with the planning of the State Convention.

Submit print competition entry form to the webmaster to be  downloadable form

Provide the webmaster with the current print rules to be published on the DPP website

Past Presidents Council - PPC
Serve as goodwill ambassadors for DPP in the photographic community and other venues.

Provide input and recommendations for current DPP activity

Meet at least 3 times/yr., as a group.  One meeting must be scheduled during the annual convention.

Committee on Unethical Practices - President

The duties of the Committee on Unethical Practices are to:
Hear all charges brought by a member or non-member of the Association

Act in accordance to the Bylaws (ref. Article VII, Section 8.)

Bylaws Chairperson - Vice President

The duties of the Bylaws Chairperson are to:
Make recommendations regarding any changes in the Bylaws to the Board of Directors

Submit any Bylaws changes passed by the Board of Directors to the Newsletter editor for publication as described in the Bylaws (ref. Article XIII). 

Ensure that each DPP member has access to a complete copy of the ByLaws by submitting all approved changes to the ByLaws to the WebMaster for publication.

Managing Guidelines Chairperson - Vice President

The duties of the Managing Guidelines Chairperson are to:
Review and make recommendations for changes in the Managing Guidelines to the Board of Directors for approval

Ensure that each DPP member has access to a complete copy of the Managing Guidelines by submitting all approved changes to the Managing Guidelines to the WebMaster for publication.

Social Chairperson

The duties of the Social Chairperson are to:
Plan the annual banquet

Assist in handling the registration desk at all meetings and seminars of the Association

Send the appropriate cards of sympathy, congratulations, etc. to members of the Association and thank you cards to judges and speakers

Serve as a member on the Convention Committee

Serve as a member on the Membership Committee

Negotiate contracts for monthly meetings.  Maintain contact with venue representatives.  Have executed contracts for at least 3 month in advance

Take speakers and/or judges to dinner if contract allows

Raffle Chairperson

The duties of the Raffle Chairperson are to:
Solicit prizes for the raffle

Ensure that raffle tickets are brought to all meetings

Handle the sale of raffle tickets and 50-50 tickets

Provide a written accounting of funds collected to Treasurer and President.  Remit all funds to Treasurer that evening.

Newsletter Editor

The duties of the Newsletter editor are to:
Publish a Digital Newsletter on a monthly basis to be published on the DPP website containing:

a summation of minutes from the Board of Directors meeting,

names of all new members,

schedule of up-coming events for the remainder of the year

any changes in meeting times, dates, and places

Send the Newsletter to the WebMaster no less than two (2) weeks prior to a meeting

Association Photographer

The duties of the Association Photographer are to:
Pose, light and photograph the new Board of Directors at the first Board meeting or banquet following the election in November, distributing the finished photographs to each Board Member within three (3) weeks for general news release

Take individual photographs at each print competition of the Best-in-Show recipients holding their award.  Afford the opportunity for photographs of any other entrant who won an award with his/her print(s) 

Take candid photos of speakers, judges, etc., for possible use in the Newsletter and archives

Take a group photograph of the entire membership and their spouses at the annual banquet.

WebMaster


The duties of the WebMaster are to:

Monthly:

Publish the Newsletter, classifieds, pending members, calender of events

When needed:

Publish and maintain the current membership database, print competition results, bylaws, managing guidelines, proposed changes to bylaws and managing guidelines, board of directors, past presidents and founding fathers, mission statement, sponsors.

On Demand:

Publish and maintain downloadable forms, membership, print rules, print submission, DPP logo, expense reimbursement, degree requirements, DPP Code of Ethics. 

Attachment I

Order of Business
1.) Reading and approval of the last meeting minutes.

2.) Treasure Report

3.) New Castle County Representative Report

4.) Kent County Representative Report

5.) Sussex County Representative Report

6.) Executive Secretary Report

7.) Vice President Report

8.) President Report

9.) Committee Reports



A. Membership Committee Report



B. Nominating Committee Report



C. Program Committee Report



D. Publicity Committee Report



E. Education Committee Report



F. Social Committee Report



G. Print Committee Report



H. Newsletter Committee Report



I. CPP Committee Report



J. By-Laws and Managing Guidelines Committee Report



K. Association Photographer Committee Report



L. Raffle Committee Report



M. Unethical Practices Committee Report



N. Website Committee Report



O. Convention Committee Report

10.) Old Business

11.) New Business

12.) Announcements

13) Adjournment
