Trocadero Projects Incorporated 

CORE COMMITTEE POSITIONS

Committee of Management (four positions)

President (also Chairperson) 

· Chairs Meetings (Vice-President does so if President absent)

· Annual Report

· Nominated Public Officer for Gallery

· Financial Co-Signatory

Vice-President

· Annual Report

· Substitute in absence of President

Treasurer

· Financial record keeping and management/ balancing account 

· Collection/ Issuing of Tax Invoices/Receipts

· Daily Banking/ Pay Bills/ Write Cheques

· Financial Co-Signatory

· BAS (Quarterly) Statements

· Annual AGM Report/ Profit/Loss Statements

· Budgets for Grants, Fundraising Events, Annual Calendar of events

· Record Keeping/ Filing Documents/Receipts/Invoices

· Organise Floats for openings/ events

· Manage collection all Exhibitor Rental Payments

· Provision of advise to exhibitors re: insurance, sales etc…

· Ongoing communication with exhibitors/ deadline reminders etc..

Administrative Officer (Secretary)

· Notification of meetings (general, annual, and special)

· Distributing Agenda/ Recording minutes 

· Check Mailbox/ Sign Cheques (second signatory)

· Monitor Email Account/ Reply or Forward as relevant to committee

· Office Maintenance/ Supplies

· Catalogue Exhibitions and Reviews

· Order Exhibitor Signage

· Mailing List mailouts and maintenance

Please note there are smaller roles that can be performed by elected general members/volunteers or taken on by the core committee. 

i.e. Volunteer Coordinator, Key Master, etc...

