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Protocols for Committees

· Committees may be established by the Executive Board or Officer Team.

· Committee chairpersons shall have discretion over membership policies (applications or open membership), meeting schedules, locations, and other committee matters, unless determined otherwise by the Officer Team or Executive Board.  Essentially, the chairperson is responsible for all aspects of managing the committee, including (but not limited to) recruiting members, organizing meetings, developing budgets, advertising projects, and more.
· Committees must follow directives of the Officer Team and Executive Board.
· Do not contact any administrators to ask approval for anything; let the Officer Team know and they will take care of it.
· SSL: Committee chairpersons shall keep attendance records of their meetings for the purpose of documenting Student Service Learning hours.  At the end of each project or marking period, send the Treasurer a list of how many SSL hours students earned.

· Money: When requesting funds, committees (or the chairpersons) should develop a budget for their project.  Committees do not have the authority to approve expenditures of SGA funds (except copying/printing in the Media Center) unless determined otherwise by the Officer Team or Executive Board.
· Copying/Printing: If you use the Media Center’s black/white printer, color printer, or copy machine, record the cost in the SGA notebook (ask for it from the Media Center specialists – it’s behind the front desk).  If you need many copies, Ms. Rigney can make them for you with at least 24 hours advance notice.

· Communications: The SGA has a number of resources for disseminating information:
· TV Announcements: submit text to Ms. Rigney by 3:00pm the afternoon before you want it to air.
· TV Promo: If you want the TV studio to film a skit to promote your project, email the Officer Team.  (At least one month advance notice required.)

· Website: contact webmaster

· E-Notes: contact webmaster

· Bulletin board (at upstairs corner of A & B hallways): do it yourself

· Posters: committees are encouraged to make their own posters, but occasionally, Leadership class (hand-drawn posters) or the Public Communications Coordinator (computer graphics posters) may be able to assist you.  

· Make sure you hang posters straight (properly aligned on the wall, not crooked) or Mrs. Goodman will tear it down!

· Keep a record of the work you do at each meeting.  Send the Officer Team progress reports on a regular basis (just a few sentences about what your committee has been doing).

· Have the photographer come take a few photos of your committee working!

Contacts of people who may be able to help you: 

(see SGA website – www.BlakeSGA.org)

· Ms. Rigney (SGA Advisor) & Leadership class: Erinn_Rigney@mcpsmd.org

· Officer Team: OfficerTeam@BlakeSGA.org

· Treasurer, Webmaster, Public Communications Coordinator, Publicity Chairperson, Photographer
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