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Decorative Arts Society 

Policies and Procedures 
 
Program 
A.  Series charges 

1.  The lectures will always be sold as a series to encourage 
attendance and help maintain an assured budget. 

 2.  Individual lecture tickets can be sold at the discretion of the Board. 
 3.  Attendance charge shall be voted on by the Board. 
B.  Literature distribution at lectures should be limited to decorative arts, 
speaker or charity information. 
 
General Membership 
A.  General Membership will be open to any community member paying 
annual dues. 
B.  General Membership levels include: 
      1. General Membership has $300 annual fee, which gives entrance to     
lectures only. 
      2. Patron level has $950 annual fee, which gives entrance to lectures and 
receptions. 
      3. Additional Patron levels are $1,800.00, $3,000.00, and $5,000.00  
C.  General Membership information will not be sold or distributed to any 
other groups. 
D.  General Membership has no voting rights in governance of organization. 
 
Board of Directors 
A.  Board of Directors 

1.  The Board of Directors is to be made up of not more than 24 
individuals. 
2.  The Board of Directors is to consist entirely of volunteers.  No paid 
staff is to be retained to conduct the business of the Organization. 
3.  Board of Director candidates may be proposed and admitted 
throughout the year. 
4.  Board of Director candidate proposal will be based on open Board 
of Director positions.  Not all positions must be filled. 
5.  Candidate must be sponsored by one(1) active Director member 
and cosponsored by one(1) active or sustaining Director. 
6.  Two(2) weeks before following meeting, completed sponsorship 
application must be received by President. 
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7.  Once candidate has been presented, the Board of Directors shall 
vote by email sent to President within the time frame set by President 
but no more than 45 days. 
8.  Acceptance of candidate is made with an affirmative vote by ¾ of 
Board of Directors. 

B.  Election to positions 
1.  A nominating committee will be formed every two years in order 
to nominate the incoming President.  The immediate Past President 
will chair the committee with 3-4 additional Board members selected 
by the Board. 

 2.  The President should serve for a two(2) year term. 
 3.  Committee chairs are appointed by the incoming President. 

4.  Committee positions are held at the discretion of the President and 
based on the needs of DARTS.  There are no term limits. 

C.  Obligations 
1.  By-law requirements are a)annually join series, b)attend speaker 
receptions, c)serve on committee as needed, d)attend 3 out of 5 Board 
meetings and special meetings as called by the President and 
committee meetings as called by Committee Chair. 
2.  If Director is not fulfilling obligations, explanation must be given 
to President.  If Director is unable to fulfill Board duties, they may 
request Inactive status for the length of one year. 

 3.  A Director must join the annual series at a patron level. 
4.  Directors should consider attendance at the Speaker Receptions as 
an obligatory part of their Board commitment.  These receptions are 
part of our efforts to present a gracious welcome to our speaker and 
guests. 
5.  Membership on the Grant Committee is encouraged for each 
Director within a five(5) year span to serve for two year terms. 

D.  Sustainers 
1.  Eligible for sustainer status with five(5) years completed Board 
service. 
2.  Sustainers will be eligible for an annual honorary lecture 
membership. 
3.  Sustainers will be eligible to sit on Board of Director committees at 
the discretion of the President though with no Board voting rights. 

 4.  Sustainers may hostess at the lecture check in tables. 
5.  Sustainers will be invited to the annual year-end Board of Director 
luncheon. 
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6.  Membership shall maintain sustainer roster and provide for 
invitation mailing. 
7.  May request to be reinstated to Active status by a vote of the Board 
and if a position is open. 

Fiscal 
A.  Fiscal year is considered June 1 – May 31. 
B.  Board Expenses 

1.  The Board President has discretion to spend from the Board 
budgeted account for miscellaneous expenses, including gifts for hosts 
and speakers, P.O. Box fees, banking fees, honorarium fees, and other 
such fees.  Any expense above $500.00 should have approval of the 
majority of 4 members, being the President, Past President, Treasurer, 
and Membership. 
2.  No individual personal benefit Board of Director expenses are to 
be paid with DARTS funds. 
3.  One annual Board event and the annual meeting may have some 
expenses covered per vote of the Board. 

C.  Series Membership thank you note to Underwriters and general 
membership to include goods/services amount. 
D.  Board and Organization are to annually be covered by liability insurance 
and D&O insurance.  Special events should have appropriate rider added to 
the insurance. 
E.  Annual Budget 

1.  Committee chairs are responsible for giving Treasurer line item 
amounts for their respective committee for the next annual budget.  
The due date will be in April and given by the Treasurer. 
2.  Annual budget for the next fiscal year will be presented and voted 
on by May 31 of the current year. 
3.  Items going over budget in a line item during a fiscal year must be 
approved by the Board. 

F.  Expense reimbursements outside the approved budget made directly to a 
Board member must have approval of the President. 
G.  Annual report to be created and distributed to Board members. 
 
Board Governance 
A.  Conflict of Interest forms to be distributed and signed annually by Board 
members. 
B.  Signed Conflict of Interest forms to be retained by Recording Secretary. 
C.  Tax forms to be retained by Treasurer. 
D.  Annual Reports to be retained by Treasurer. 
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E.  Quorum 
1.  A quorum is considered a majority of those present at the duly 
called meeting of the Board. 
2.  A quorum of a vote called by the President by email will be 
considered a majority of those responding in the time frame given for 
reply deadline. 

F.  The Organization logo should be made available on the Board member 
page of the web site and available for Board member download.  Logo 
should only be used for organization business. 
G.  Font to be used for organization headline “Decorative Arts Society” is 
MAC Zapfino. 
 
Underwriting 
A.  Underwriting status is determined each year by donation levels 
determined by the recommendation of the underwriting committee and a 
vote by the Board. 
B.  Special recognition will be given to underwriters by including their 
names in the lecture invitation and will be acknowledged on the screen 
before each lecture. 
 
Grants 
A.  Grant recipients must adhere to grant criteria established by the Board. 
B.  Charities must submit grant application annually. 
C.  Grants are pledged on an annual basis.  Recipients may not receive grant 
for more than (3)three consecutive years. 
D.  After receiving grant for (3)three years, the charity must have a (1)one 
year hiatus.  After the (1)one year hiatus, the charity may again submit an 
application. 
  
 
Job Descriptions 
It is the duty of each Board Officer and Committee Chair to maintain a 
procedure book to pass on to the successor at the end of the term.  An annual 
report shall also be sent to the President. 
A. President 

1.  Schedule a minimum of five(5) Board meetings annually.  May 
call additional Board meetings as she considers necessary. 

 2.  Preside over Board meetings. 
           3.  Send out email reminder of upcoming board meeting and  
                request report from Board Members prior to meetings. 
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 4.  Appoints Committee Chairs and Committee members. 
 5.  Creates AdHoc committees as she considers necessary. 
 6.  Approves fiscal expenditures (per approved annual budget). 
 7.  Coordinates election of new Board Members. 
 8.  Hosts lectures. 
 9.  Coordinate Speaker introduction with Speaker Chair. 
         10.  Coordinate Grant recipient presentation with Grants Chair. 
         11. Acts as Board liaison with community. 
         12. In case of Presidents absence, the immediate past president shall    
           perform duties.                                      
 
 
B.  Recording Secretary 

1.  Attend Board meetings in order to take minutes. 
 2.  Distribute minutes to Board members within one week of meeting. 
 3.  Make annual list of passed motions and maintain in a notebook. 

4.  Silent roll call of meeting attendance with attendance record form 
and copy given to President. 
5.  All members will read the emailed copy of the minutes and they 
can approve or not, and bring up ideas or corrections via email to the 
Recording Secretary so that it is all correct by the next meeting. 
6. Will announce next Board Meeting at the top of the page on the 
Board Meeting Minutes. 
7.  Order and maintain Board member nametags. 

C.  Corresponding Secretary 
 1.  Act as Board social correspondent. 
 2.  Address invitations to Speaker receptions. 
 3.  Create nametags for Speaker receptions. 
 4.  Write thank you note to Reception host. 
 5.  Write thank you note to Speaker. 
 6.  Write notes of bereavement. 
 7.  Create any other Social correspondence requested by President. 

8.  Create handout in Spring requesting from series members names to 
add to mailing list for following year. 

D.  Treasurer 
1.  Create next year annual budget and present to Board for approval 
at year end meeting. 

 2.  Pay all expenses and keep good accounting records. 
3.  Keep record of Board member reimbursement requests and that 
they have proper approvals. 
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 4.  Create tax return with accountant and file as required. 
 5.  Provide written report for Board at each meeting and end of year. 
 6.  Maintain PO Box, retain keys and pick up/distribute mail. 

7.  Advise Grant committee of anticipated balance available for 
annual distribution. 

 8.  Keep record of annual amounts given to grant recipients. 
 9.  Receive series member replies and deposit checks. 
          10. Send thank you post cards to series member when check arrives. 
          11. Pass replies to other Board members as process determined. 

12. Keep clear categories of donors, series members, guest fees and     
donations. 

 13. Coordinate stamp purchase with Printing Chair. 
14. Retains control of any Organization credit card and processing 
machine. 

 15. Coordinates insurance for Organization and D&O.  
E.  Speakers 
 1.  Research and contact lecturers. 
 2.  Present to Board lecturer ideas. 
 3.  Schedule and contract lecturers. 
 4.  Coordinate lodging, transport and entertainment. 
 5.  Provide Speaker bios to Printing chair. 
 6.  Provide lecture schedule and Speaker bios to Website Chair. 
 7.  Provide A/V Chair with Speaker requirements. 

8.  Provide Hospitality Chair and Reception Chair with Speaker 
availability. 

 9.  Provide Treasurer with Speaker payment requirement. 
         10. Coordinate Speaker introduction and coordinate with President. 
         11. Order books. 
         12. Provide Arrangements &A/V Chair book sales table requirement. 
F.  Membership 
 1.  Maintains up to date mailing list. 

2.  Maintains list of member categories, names and addresses on 
website. 
3.  Coordinate membership lists with Printing Chair, Treasurer, 
Reception Chair and Corresponding Secretary. 

 4.  Prepares ‘check in’ lists for each lecture. 
 5.  Coordinates check in hostesses for each lecture. 
G.  Printing 
 1.  Select stationery in June with approval of President. 
 2.  Coordinate with printer. 
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3.  Oversee printing of invitations, letterhead, Treasurer thank you 
cards, thank you notecards, and laminated window posters. 

 4.  Coordinate with graphic designer. 
5.  Coordinate addressing of invitations. 

 6.  Coordinate stamp purchase with Treasurer. 
 7.  Coordinate mailing of invitations. 
 8.  Create slides for lectures. 
H.  Receptions 
 1.  Secure reception venue. 
 2.  Coordinate caterer. 
 3.  Coordinate wine and beverage purchase. 
 4.  Print invitations to Speaker receptions. 
 5.  Maintain reply list and coordinate with Corresponding Secretary. 
 6.  Coordinate gift for any host. 
 7.  Coordinate with Hospitality Chair to invite host to luncheon. 
I.  Hospitality 

1.  Create luncheon payment method with Board members at 
beginning of year. 

 2.  Coordinate luncheon after each lecture. 
3.  Coordinate with Speaker Chair availability of Speaker for 
luncheon. 
4.  Coordinate any guest or host attendance. 
5.  Coordinate Speaker gifts. 

J.  Arrangements 
 1.  Negotiate contract and coordinate payment with lecture venue. 
 2.  Negotiate contract with breakfast caterer.  

3.  Coordinate rental needs for each lecture(check in tables, book 
tables, tablecloths).   

 4.  Coordinate with venue representatives at each lecture. 
 5.  Coordinate gifts for the venue representatives 
K.  A/V 
 1.  Negotiate contract with A/V company. 
 2.  Coordinate Speaker A/V needs with Speaker Chair. 
 3.  Oversee A/V install at each lecture. 
 4.  Coordinate gifts for A/V team. 
L.  Underwriting 
 1.  Develop underwriting strategy and present to Board for approval. 
 2.  Seek underwriting contacts. 
 3.  Develop Underwriting packet. 
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4.  Create, print and mail underwriting letters to existing members in 
July. 

 5.  Distribute laminated store window posters. 
 6.  Create and coordinate the Business Partners category 
M.  Community Relations 
 1.  Create and distribute PR packets to media at beginning of year. 
 2.  Distribute press releases and photos after each lecture. 

3.  Coordinate invitation and reception of media at lectures and special 
events. 

 4.  Coordinate Speaker interviews with Speaker Chair. 
 5.  Take photos at lectures, receptions and events. 
 6.  Organize photo slide show for pre lecture. 
 7.  Share photos with Website Chair. 

8.  Send reminder/highlights letter to series membership in January 
regarding events in the next part of the year. 
9.  Make an emphasis on new membership recruitment 

N.  Special Events 
For Board – Create special event or excursion for participation of 
Board members. 

 For Series Members 
1.  Create field trips or special events to enhance lecture series. 
2.  Create budget and obtain approval of Board. 
3.  Create and distribute information to member. 
4.  Coordinate sign ups and collection of monies. 
5.  Deliver monies to Treasurer. 

O.  Grants 
1.  Coordinate committee of 6-9 members (Recording Secretary is 
additional ex officio member). 

 2.  Committee members are to serve for two(2) year terms. 
3.  Committee shall rotate so that ½ of committee is returning, half 
new members each year. 
4.  Previous year application and information forms shall be reviewed 
and revised as needed. 
5.  Send to Web Site Chair to be posted on DAS web site with 
timeline for downloading and due dates. 
6.  Establish list of eligible charities from Board and membership 
input. 
7.  Create email blast to inform eligible charities of application 
availability and timeline. 
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8.  Establish with Treasurer the amount of funds available in budget 
for dispersal in grants. 
9.  Establish weekly meeting dates for committee to review 
applications and establish timeline for visits to prospective charities. 
10. Minutes will be taken at all committee meetings. 
11. Committee to vote on slate to present to Board, consisting of 

charities and recommended donation amounts. 
         12. Present slate to Board at April meeting. 

13. Write a letter on DAS letterhead either thanking charity for 
participation in process and regret to inform of inability to accept or 
informing them of grant amount and timeline. 
14. Plan a luncheon in June for accepted charity representative to 

receive donation checks.  Invite all Board members. 
        15. Coordinate committee members to visit charities during the year. 
        16. Collect year-end reports from charities. 
 
P.  Website 
 1.  Insure all content (text and photos) on website are current. 

2.  Act as primary interface with website programming contractor 
with respect to all design, website content and back end membership 
database functionality. 
3.  Communicate with Board on website (public and private pages) 
changes/needs. 
4.  Act as primary interface with website hosting company; ensure all 
invoices paid promptly and changes of contact information are timely. 
5.  Work with Board to maintain relevant content (up to date 
documents) on Board-only private page. 
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