Standing Rules of the INTRO Committee


Amended September 1, 2002


1. Introduction


The INTRO Committee is a standing committee of the Boston Chapter of the Appalachian Mountain Club, and is subject to its bylaws. This document details the Standing Rules of the INTRO Committee.


2. Committee Purpose 


The INTRO Committee provides members of the Boston Chapter of the Appalachian Mountain Club with opportunities to participate in a variety of outdoor activities that include hiking, bicycling, skiing, paddling, camping, trail maintenance and conservation projects, from the beginner (INTROductory) level up to the intermediate level. The INTRO Committee does not offer activities that require advanced skill levels


3. Meetings


The INTRO Steering Committee shall meet on a regular basis, at least six times per year, to oversee the activities of the committee and to review INTRO leadership applications. Although the committee may hold a closed meeting when necessary, in general, all INTRO Steering committee meetings are open to members of the Boston Chapter.


The INTRO Steering Committee shall also hold one annual dinner meeting for INTRO leaders and co-leaders every April. At this meeting, leaders will be recognized for service to the INTRO Committee, new officers and the committee will be introduced, and an annual report shall be presented to the INTRO leaders.


4. INTRO Steering Committee Membership 


The chairperson of the INTRO Committee is appointed by the Boston Chapter Chairperson upon the recommendation of the INTRO Steering Committee. Other members of the INTRO Committee are appointed by the INTRO Committee Chair. Membership of the INTRO Steering Committee shall include the INTRO Chairperson, Vice Chairperson, Secretary, Treasurer, Newsletter Editor, Trip Coordinator, Leadership Coordinator, Event Coordinator, Database administrator, and past Chairperson of the INTRO Committee. At-Large members may be appointed at the discretion of the Chairperson. 


5. Steering Committee Functions


The functions of the committee shall be financially supported by INTRO trip and event fees.


The following is a list of general committee functions:


Hold committee meetings open to all Boston Chapter members on a regular basis at least six times per year.


Review and approve when appropriate all applications for INTRO Committee Leadership status.


Maintain a list of all approved INTRO leaders and co-leaders.


Produce a regular newsletter for INTRO leaders and co-leaders.


Submit all INTRO trip notices to the Charles River MUD and the AMC Outdoors in the proper format, verifying that all leaders and co-leaders listed are qualified to lead INTRO trips.


�
Collect trip and event fees and manage the wise use of these funds.


Collect statistics on trip and event attendance.


Prepare annual goals and an annual report and submit them to the Boston Chapter Executive Committee every November.


Send a representative to Boston Chapter Executive meetings.


Communicate and participate with other Boston Chapter Committees for intercommittee trip planning and leadership training.


6. Job Descriptions


6.1	Chairperson 


Duties: 


Direct the activities of the Committee. 


Represent the Committee on the Chapter Executive Board and at Inter-Chapter meetings. 


Preside at Committee and open meetings. 


Appoint members of the Committee to the following positions: 


Vice Chairperson


Secretary


Treasurer 


Trip Coordinator


Event Coordinator 


Event/Trip Report Coordinator 


Leadership Application Coordinator


Database Manager


6.2	Vice Chairperson 


Duties: 


Assume the duties of the Chairperson if he or she is absent or disabled. 


Perform other duties as specified by the Chairperson. 


Succeed to the office of Chairperson in the event that the office is vacated. 


�
6.3 Secretary 


Duties: 


Assume the duties of the Chairperson in the event the Chairperson is absent or disabled and the Vice Chairpersons is unable to act in this role. 


Give notice of all Steering Committee meetings. 


Keep the minutes of all Steering Committee meetings. 


Distribute the Steering Committee minutes to trip leaders and trip co-leaders. 


Be custodian of the records of the Committee 


File with the Chapter all Committee publications that are issued. 


Prepare a roster of the membership of the Steering Committee each December 31st and distribute to members of the Steering Committee and trip leaders/co-leaders. 


6.4. Treasurer 


Duties: 


Receive all funds paid to or belonging to the INTRO Committee and disburse such funds under the direction of the Steering Committee. 


Keep proper accounts and make a report of receipts and disbursements at the meeting of the Steering Committee. 


Present a financial report for the preceding fiscal year to the Steering Committee and the Treasurer of the Boston Chapter. 


Make a narrative interim financial report to the Steering Committee each quarter. 


Administer the Committee bank account. 


Act as Committee financial representative to the Chapter. 


Prepare an annual budget for review by the Steering Committee. 


�
6.5	Trip Coordinator


Duties: 


Coordinate INTRO trip listings in a timely manner to the MUD and AMC Outdoors for publication, allowing time for leaders to proof and make corrections. 


Verify that trips are led by qualified INTRO leaders. 


Help plan and coordinate intercommittee trip planning meetings. 


6.6 Event Coordinator 


Duties: 


Maintain list of INTRO volunteers willing to help with events. 


Coordinate set up and and clean up of event location. 


Prepare budget for event and submit to treasurer. 


Prepare event report and submit to Trip Report Coordinator. Send copy to treasurer with event fees. 


6..7 INTRO Trip Report Coordinator 


Duties: 


Send out an INTRO Trip Report Questionnaire to every leader running a INTRO trip. 


Collect INTRO trip fees and completed questionnaires. 


Remit all INTRO trip fees to the INTRO Treasurer. 


Compile trip statistics, such as number of trips and number of participants, for a monthly report to be presented at the INTRO-Steering Committee meetings. 


6.8 Leadership Application Coordinator


Duties: 


Review all leadership applications and make appropriate recommendations to the committee. 


Verify every applicant's qualifications with Leaders who have led trips with the applicant as Co-leader


�
6.9. Database Administrator


Duties: 


Maintain the active trip leader/co-leader list.


Assist in making queries and reports.


6.10 Newsletter Editor


Duties: 


Coordinate and produce a newsletter to INTRO leaders and co-leaders on a regular basis at least once a year. 


7. Committee Appointments 


The outgoing Chairperson shall nominate a new Chairperson with the advice of a Nominating Committee. The new Chairperson shall be appointed by the Chairperson of the Chapter Executive Board. 


The newly appointed Chairperson shall appoint all other Executive Committee officers and members and review these appointments in April of each year, or as required. 


8. Tenure of Office for Committee Officers


The tenure of the Chairperson shall be a maximum of two consecutive terms of one year each. The tenure of other Executive Committee officers shall not exceed three consecutive years. 


9. Management of Committee Finances


1.	Both the Chairperson and the Treasurer shall be authorized signatures on Committee bank accounts. 


2.	Both the Chairperson and the Treasurer shall prepare an annual budget for committee review.


3.	The Treasurer is authorized to reimburse all requests that are in accordance with committee policy.


10. Interaction with Other AMC Boston Committees 


The INTRO Committee shall strive to coordinate activity programs with the other committees and shall provide for the sponsorship of training programs with the appropriate specialized committees when appropriate. 


11. Annual Reports 


The INTRO Chairperson shall file an annual report with Boston Chapter. This report will be filed each April 30th or as otherwise required by the Boston Chapter. 


12. Meeting Procedural Rules 


Meetings of the INTRO Executive Committee shall be administered according to the provisions of Roberts' Rules of Order. 


�
13. Amendments and Suspension of Standing Rules 


The INTRO Executive Committee may direct a member of the Executive Committee to prepare special amendments to the Standing Rules by a majority vote of the members present and voting. Said amendments shall be presented at the following meeting of the INTRO Executive Committee for its approval. A majority vote of members present and voting shall be required for this purpose. Special amendments shall not take effect until one week after their adoption. 


Any Standing Rule may be suspended by a three-quarters vote of the INTRO Executive Committee members present and voting. Standing Rules shall not be suspended for more than four months in any fiscal year. 


14. Quorum for Steering Committee Meetings 


Twenty percent, but no fewer than five, members of the Executive Committee shall constitute a quorum. Discussion and voting between regularly scheduled meetings may take place via e-mail.
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