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PREFACE 

 
The By-Laws of the Colchester Civic Orchestra and Choir, hereinafter referred to as “CCO”, 
establish the rules that are in the best interest of CCO and help to eliminate unnecessary 
controversy and loss of time in discussion and research when conducting the formal business of 
CCO.  These By-Laws provide the governance appropriate for regulating the affairs of CCO and 
shall serve as general guidance over the expectations and conduct of CCO, its elected directors, 
officers, committee appointees, and the membership at large.   
 
These By-Laws in no way shall be used to amend or supersede town ordinance or any 
Constitution, Charter, or Vision Statement of any town-ordained department or commission for 
which this organization may exist under.  In case of conflict, any of the above included sources 
of law shall supersede and control these By-Laws.  
 
This version of the CCO by-laws supersedes all prior versions and may be amended in the future 
only through a vote of the entire membership at the annual meeting or at a call of a special 
meeting by a majority vote.  
 
All formal inquiries regarding meetings, administrative business, or matters of affairs regarding 
the operation of CCO shall be directed through the President.  
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I. NAME AND PURPOSE 

A. Name: 

The name of this organization shall be the Colchester Civic Orchestra, also doing 
business as the Colchester Civic Orchestra and Choir, and consists of the 
symphonic orchestra and choir. 

B. Purpose: 

The purpose of CCO shall be: 

1. To contribute positively to the musical environment of the area it serves.  

2. To enrich and entertain the community through offering enjoyable quality 
performances.  

3. To provide an opportunity for individual musical expression and growth 
among the membership.  

4. To provide an opportunity for contact between and among musicians.  

5. To provide a welcome musical experience for all the membership.  

6. Support and encourage fellow musicians that could benefit through a learning 
experience.  

C. Performance: 

Each subpart of CCO may be promoted or perform separately or combined and 
shall be so identified as the Colchester Civic Orchestra and Choir, Colchester 
Civic Orchestra, or CCO Choir, with any/all proceeds going directly or payable to 
the Colchester Civic Orchestra and Choir. 

II. ORGANIZATION 

A. Status: 

CCO shall exist as an autonomous, not-for-profit entity with affiliation to the 
Town of Colchester, hereinafter referred to as the “Town”.  

III. MEMBERSHIP 

A. Class of Members: 

There shall be one class of membership in CCO. 

B. Admission to Membership: 
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Admission to membership is extended to any eligible person in good character 
with musical experience who is interested in joining CCO, provided that: 

a. A successful audition has been completed if deemed necessary by the 
Music Director.  

b. Annual membership dues have been paid.  

c. Members agree to abide by these By-Laws.  

d. Commitment to join CCO is made verbally to the Music Director and 
the President at a scheduled rehearsal.  

1. Rights of Members: 

All Annual Members are entitled to one vote at The Annual Meeting or a 
Special Meeting of Members (as described below).  

2. Resignation or Expulsion of Members: 

Resignation or Expulsion of Members shall occur upon any of the 
following events: 

a. Written resignation to the President of CCO, who shall promptly share 
the same with the entire Board of Directors.  

i. If requested in writing to the President, the portion of 
unapplied annual dues will be returned in full, assessed on a 
monthly pro rata basis, against future months not to be served.  
Prorating shall start with the month following the month the 
written resignation was received in, however, if the resignation 
letter was received prior to the 10th day of any month, that 
month will be included in the pro rata period.  

b. Failure to pay or maintain annual dues.  

c. Failure to maintain a musical proficiency expected for their position 
within CCO as determined by the Music Director, and approved by 
the Board of Directors.  

d. The Board of Directors may determine by an affirmative majority 
vote to expel a member from CCO due to failure to abide by the By-
Laws or if that member is conducting oneself or treating others in a 
character non-becoming of the spirit and intent of CCO’s purpose.  
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i. Expulsion shall occur only after a hearing at a special meeting of 
all the Board of Directors so called for this stated purpose, with 
reasonable written notice to allow said member the opportunity to 
refute any allegations preferred against him/her.  

3. Reinstatement: 
Reinstatement of members expelled because of provisions contained in 
Article III-3 (B) (2) shall be granted at the discretion of the Board of 
Directors.  

4. Annual Dues: 

Annual membership dues shall be $35 for participants 18 years of age or 
older, payable in full not later than one calendar month after the start of 
CCO’s fiscal/administrative year. 

Annual membership dues for participants under 18 years of age, or full-
time students under 22 years of age, shall be $15, payable in full not later 
than one calendar month after the start of CCO’s fiscal/administrative 
year. 

The amount of dues to be paid by a new member in their first year is 
determined by the month in which that person joins according to the 
following schedule and shall be paid not more than one month after 
committing: 

July-December – full dues 

January – April – ½ dues 

Membership dues may be waived or have their terms altered on a case by 
case basis at the discretion of the Board of Directors.    

C. Non-Member Participants: 

On occasion, it may be necessary to recruit persons from outside CCO’s 
membership to fill special roles.  Examples are players to cover parts not covered 
by members, instrumental or vocal soloists, and a conductor as may not be 
recruited from CCO’s membership.  Such non-member participants may or may 
not be paid for their services, as determined by the Board of Directors.  Such non-
member participants do not have a vote at the annual meeting.  

IV. MEETINGS 

A. Membership Meetings: 
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1. Annual Meetings:  The annual meeting of CCO shall be held in the 
month of May, at a time and place as deemed appropriate by the Board of 
Directors, for the purpose of electing new members to the Board of 
Directors as set forth in these By-Laws, and for the transaction of any 
other business that may be brought before the Annual Membership.  

2. Special Meetings:  Special Meetings of CCO membership shall be called 
for a specific purpose only; no other business shall be transacted.  These 
special meetings may be called in one of three ways: 

a. By the President; 

b. By an affirmative vote of a majority of the Board of Director; or 

c. By a one-third vote of the Annual Membership.  

3. Written notice of all meetings, stating the time and place as well as a 
description of the business or purpose to be transacted shall be provided to 
the Annual Members not less than two (2) weeks prior to the Annual 
Meeting or a Special Meeting.  

4. No Annual Member shall be entitled to more than one vote on each issue 
brought before the membership.  If the Annual Member cannot attend the 
meeting, they can provide written proxy specifically addressing said issue 
to file their vote. 

5. Simple majority of all Annual Members presented and voting shall prevail 
at all meetings in the transaction of business except as provided in: 

a. Article VI, Section C for dismissal of the Music Director, and 

b. Article X, Section A for the amendment of the By-Laws.  

B. Board of Directors Meetings: 

1. The Board of Directors shall establish regular meetings on a quarterly 
basis commencing not later than one month after the start of the 
fiscal/administrative year with each following meeting separated by not 
less than three months or not more than four months apart.    

2. There shall be at least one-month notice of a meeting of the Board of 
Directors except as necessary for a special meeting.   

3. All meetings of the Board of Directors shall be in accordance with 
Robert’s Rules of Order or accepted parliamentary process and governing 
rules of order.  
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4. The principal location for meetings of the Board of Directors shall be the 
Cragin Memorial Library, Lebanon Avenue, Colchester, Connecticut, or at 
such other location as determined by the Board of Directors as necessary.  

5. Quarterly Meetings of the Board of Directors or other committee meetings 
shall be open to the membership at large except when specifically deemed 
otherwise and so voted on by the Board.  Any member has the right to be 
recognized and heard in accordance with Robert’s Rules of Order; 
however, attending members do not have authority to motion or vote.  

6. Special Meetings of the Board of Directors may be called for a specific 
purpose only by the President or upon request of two or more members of 
the Board.  

a. At least three (3) days notice of each special meeting of the Board 
stating the time, place and purpose of the meeting shall be given to 
each member of the Board of Directors.  

b. Special Meetings of the Board of Directors shall not be open to an 
annual member except for special invitation by the President with the 
same three (3) day notice.  

c. No business other than the purpose of the special meeting as stated in 
the notice of said meeting shall be transacted.  

7. Quorums at Meetings: 

Meeting of the Board of Directors:  Five members of the Board of 
Directors shall constitute a quorum for the transaction of business and a 
simple majority vote shall prevail in the transaction of business.  

C. Rehearsals: 

1. Primary gathering for musical rehearsals shall use public school facilities 
or other places as determined by the Town or the Board of Directors.  Use 
of town facilities and equipment shall be governed by applicable town 
requirements and requisition procedures with any provisions made through 
the Board of Directors.  

V. BOARD OF DIRECTORS 

A. Administrative Authority: 
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1. The Board of Directors shall be the sole policy-making body of CCO and 
is empowered by the membership to do all things necessary to accomplish 
the purpose of CCO, taking all action which is compatible with the best 
interest of the Group.  

2. The Board of Directors shall consist of eight (8) directorships containing 
five (5) elected officers, two (2) elected Members at Large, and the Music 
Director, either as appointed by the six (6) elected directors or as elected 
by the Annual Members.  Each elected official shall serve a term of two 
(2) years or in good faith until successors have been duly elected or 
appointed within the provisions of these By-Laws.  

3. The Music Director shall serve no prescribed term of service and hold 
such position subject to the order of the Board.  

B. Duties and Responsibilities of the Board of Directors: 

1. The Board of Directors shall conduct, manage, and control the general and 
financial affairs and business of CCO; continuously observe performance 
of the organization to ensure the By-Laws are being observed; ensure 
established policies are in the best interest of CCO; have primary 
responsibility for raising funds and acquiring capital; and generally shall 
supervise and regulate the activity of CCO.  

2. Each Member of the Board of Directors shall create and maintain 
throughout their term a description of their duties connect to their position 
on the board.  The purpose of this description is to create a smooth 
transition between each election. 

3. Members of the Board, excluding the Music Director, shall be elected by 
the Annual Members.  

4. Each member of the Board shall have one vote except for decisions 
dealing with the position of the Music Director, in which case the standing 
Music Director shall recuse himself/herself from such discussions and 
voting.  

5. The Board shall be responsible for setting immediate or near-term goals 
for the current administrative year, as well as long-term goals for future 
achievement. 

6. The Board of Directors shall be the custodian of the By-Laws.  
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7. The elected directors shall conduct an annual review of the Music Director 
as it relates to the performance and continued service of this position.  
Majority vote of all elected directors is required for all matters or 
decisions concerning the Music Director.  

a. The annual review shall be held no later than one month, and no 
sooner than three months before the end of the fiscal year.  

Dismissal from Service – See Article VI, Section C.  

8. Any member of the Board of Directors can resign at any time upon written 
notice to the President.  

9. Vacant directorships shall be filled for the unexpired term by a majority 
vote of the remaining Directors at a special meeting of the Board of 
Directors at which a quorum is present.  

10. The Board shall manage the replacement of the Music Director and its 
members who no longer fulfill conditions of service or are unable to 
complete their term of office.  

11. The Board shall have the power to discharge a director or officer or 
declare an officer or directorship vacant, and therefore vote or appoint, 
whichever is appropriate for the position, for a successor whenever: 

a. A director or officer becomes permanently absent or absent from three 
consecutive Board meetings; 

b. A director or officer is absent for such a time to make it impossible to 
discharge the duties of the position being served; or 

c. A director or officer commits gross misconduct or fails to or refuses 
for any reason to discharge the duties of the position being served as 
governance by the provisions in these By-Laws as determined by the 
Board through the affirmative vote of a majority of the remaining 
Directors not in question.  

12. An elected director or officer ceases to be an Annual Member, or the 
parent of an Annual Member under 18.  (Special provisions apply to the 
position of the Music Director; refer to Article VI, Section C). 

13. Elected Directors shall not receive any compensation for their services as 
directors.  
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14. No member of the Board of Directors shall hold more than one position 
concurrently except for the position of Librarian/Historian, or as a director 
of a special committee.  A director having a minimum of one year 
remaining on their term may be a candidate for another office, provided 
that he/she resigns from their current position prior to the beginning of the 
next fiscal/administrative year, or the filing of a vacancy.  

VI.  OFFICIALS  

A. Officers 

1. The five officers of CCO shall be the President, Vice President of Planning 
and Development, Vice President of Performances, Treasurer, and Secretary.  

2. The Vice President of Planning and Development and Vice President of 
Performances shall be elected by the Annual Members on odd-numbered 
years and shall serve a two-year term.  

3. The President, Secretary, and Treasurer shall be elected by the Annual 
members on even-numbered years and shall serve a two-year term.  

B. Member at Large 

1. Two director positions shall be served by Members at Large to the Board 
of Directors.  One Member at Large shall be elected from the Orchestra 
and one Member at Large shall be elected from the Choir.  

2. The Member at Large (Orchestra) shall be elected by the Annual Members 
on even-numbered years.  

3. The Member at Large (Choir) shall be elected by the Annual Members on 
the odd-numbered years.  

4. Each Member at Large shall serve a two-year term.  

C. Music Director  

1. (i) Appointed by the elected Directors of the Board of Directors and serves 
at the discretion of the Board of Directors in the instance where the Music 
Director is not an Annual Member and waives paying annual dues and the 
rights associated with that of an Annual Member; or  

(ii) Is an Annual Member, in good standing, and current with dues and 
thus is elected by the remaining Annual Members.  In such an instant, the 
Music Director shall serve under review of the Board of Directors and at 
the pleasure of the Annual Members of CCO 
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2. The Music Director shall serve no prescribed term, and be self-
perpetuating unless dismissed.  

3. Dismissal of the Music Director: 

a. If the Music Director is a Non-Annual Member appointed by the 
Board of Directors, the Board of Directors shall hold a special meeting 
where all members of the Board of Directors are present, excluding the 
Music Director, so called for this stated purpose.  Upon conclusion of 
discussion, an affirmative vote of five (5) of the seven (7) Board 
members is required for the dismissal of Non-Annual Member Music 
Director.  

b. If the Music Director is an Annual member in good standing and 
current with dues, dismissal or recommendation of dismissal shall be 
voted on by the Annual Members only after a hearing at a special 
meeting of all the members of the Board of Directors so called for this 
stated purpose.  Should a vote by the Annual Members be in order, a 
referendum shall be prepared by the Board and a special meeting of 
members called and a notice stating the purpose, time and place, can 
conditions surrounding dismissal and provided to the membership not 
less than two (2) weeks prior to said meeting.  A two-thirds (2/3) 
majority vote of all the Annual Members present and voting shall 
prevail. 

4. The Music Director shall serve as a member of the Board of Directors 
entitled to vote on all related business transactions except as it pertains to 
any issues regarding his/her position.  

D. Duties of Officials: 

1. Chairperson of the Board: The President of CCO shall automatically serve 
as the Chairperson of the Board unless waived in writing prior to the first 
meeting of a new Board of Directors.  If the President affirmatively 
waives the position of Chairperson of the Board each new Board of 
Directors shall initially, and then annually elect one of its members as its 
Chairperson.  The Chairperson of the Board of Directors shall:  

a. Construct agenda for, convene and preside over all meetings of the 
Board of Directors.  

b. Designate one of the remaining members of the Board to function as 
an alternate in meetings of the Board of Directors in his/her stead due 
to absence from a meeting.  
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c. Be responsible for audit of the Treasurer’s books annually or upon 
change of Treasurer.  

d. Represent CCO in any conduct of the organization’s financial business 
with the Town.  

2. President:  The President shall be responsible to the members to provide 
leadership of the organization and for the satisfactory operation of CCO in 
accordance with the By-Laws and policy established by the Board of 
Directors.  The President shall also:   

a. Preside at all meetings or administrative functions of CCO excluding 
meetings of the Board of Directors.  

b. Be responsible for appointing Librarian/Historian and directors of 
special committees so approved by the Board of Directors.  

c. Receive all official documents related to legitimization and affiliation 
of CCO.  

d. Be present at all meetings of the Board of Directors and work with the 
other officers on all matters.  

e. Hire and supervise anyone who will be under retainer of CCO.  

f. Submit an annual report of the organization’s activities, performance, 
and future anticipations to Town councils or commissions as required 
and requested for in writing by the Town.  

g. Together with the Vice President of Planning and Development, 
develop and prepare goals for the forthcoming year and long-range 
plans for continued development of CCO.  

h. Recommend policies consistent with the By-Laws and objectives of 
CCO, and after such objectives have been approved by the Board of 
Directors, see that such policies are executed.  

i. Direct the official correspondence of the Orchestra.  

j. Provide a summary of the year’s activities and financial condition to 
CCO’s membership at the Annual Meeting to be held in May, or 
within three rehearsals from the final concert of the year, prior to the 
end of the fiscal/administrative year.  

k. Represent CCO in any conduct of organization financial business with 
the Town or other affiliations. 
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l. Maintain signature authority for any financial transaction paid by CCO 
to outside agents or agencies.  The President may on a case or 
permanent basis deputize another officer or director with a finite level 
of signature authority after first presenting the desired condition to the 
Board of Directors.   

3. Vice President of Planning and Development:  The Vice President of 
Planning and Development is responsible to the President and to the Board 
of Directors, and shall in the absence of the President perform the duties of 
the President.  The Vice President of Planning and Development shall 
also:  

a. Together with the President, develop and prepare goals for the 
forthcoming year and long range plans for continued development of 
CCO.  

b. Together with the President, recommend policies consistent with the 
By-Laws and objectives of CCO and assist the President in seeing that 
such policies are executed.  

c. Provide leadership to CCO to actively recruit new members to grow 
CCO membership.  

d. Be responsible for public relations and ensuring broad community 
recognition of CCO and shall continually develop and maintain media 
contacts and distribution networks for the promotion of 
announcements.  

e. Shall keep the public informed of the musical activities and 
involvement of CCO, and together with the Secretary be responsible 
for news releases, publicity and promotional publications within the 
organization and to the community.  

f. Be present to the fullest extent possible at all meetings of the Board of 
Directors.  

g. Convene and preside over all meetings or administrative functions of 
CCO excluding meetings of the Board of Directors, in the absence of 
the President.  

h. Assist the President in monitoring the By-Laws and policies as it 
pertains to the operation and activity of CCO.  
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i. Individually and with the President and Music Director, research and 
recommend to the Board of Directors available grant opportunities and 
applications, and other fundraising options.  

4. Vice President of Performances:  The Vice President of Performances is 
responsible to the President and to the Board of Directors for the general 
care, and availability at all rehearsals and performances, of all needed 
instruments, equipment, or other support materials belonging to CCO or 
borrowed from the Town.  The Vice President of Performances shall also:  

a. Together with the Music Director, determine the instruments, 
equipment, or other support materials needed for each rehearsal, be the 
liaison for performance venues and establish the need for stage 
requirements.  

b. Manage, schedule, and oversee the acquisition, transportation and 
good handling of all needed instruments, equipment, or other support 
materials to and from all engagements of CCO.    

c. The Vice President of Performances shall be authorized to organize, 
assemble and direct a group of assistants/volunteers to help perform 
his/her duties as necessary including, but not limited to, the 
appointment of a Stage Coordinator. 

d. Ensure that all borrowed or loaned instruments, equipment, or other 
support materials are properly maintained and used while entrusted to 
CCO and that they are returned to the same location and in the same 
condition that they were taken.  

e. Ensure that all borrowed or loaned instruments, equipment, or other 
support materials are returned in a timely manner to, and consistent 
with terms and conditions of their lender.  

f. Be fully knowledgeable of Town requisition procedures and 
requirements and maintain and complete all associated forms and 
arrangements allowing the access to, removal, return, or otherwise the 
general usage of Town property.  

g. This includes ensuring CCO has a suitable place to conduct rehearsals 
in accordance with the requirements and schedule times established by 
the Music Director. 

h. Research and recommend new performance sites and venues. 
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5. Treasurer:  The Treasurer is responsible to the President and the Board of 
Directors, and shall receive all monies and deposit them to the credit of 
CCO in such depositories as may be approved by the Board of Directors 
and the Town.  The Treasurer shall also:  

a. Ensure that financial accountability of CCO is maintained.  Keep book 
accounts of all receipts and expenditures, which shall be open at all 
times for inspection by the Board of Directors.  

b. Pay or coordinate the paying of all bills, duly approved by the 
President or his/her designated alternate.  

c. Prepare and facilitate the presentation and transmittal of financial 
reports to the Board of Directors, to the membership, and other 
agencies as requested throughout the fiscal/administrative year.  

d. Prepare and submit an annual fiscal year financial report to the Board 
of Directors by July 31st. 

e. Convene and direct all committees under his/her responsibility.  

f. Facilitate billing of all membership renewals and such other accounts 
receivable as necessary.  

6. Secretary:  The Secretary is responsible to the President and to the Board 
of Directors, and shall ensure that all business of the organization is 
adequately recorded, maintained, and disseminated in a timely manner.  
The Secretary shall also:  

a. Be present to the fullest extent possible at all meetings where CCO 
administrative business shall be conducted and all meetings of the 
Board of Directors.  

b. Maintain official correspondence of CCO as it pertains to general 
announcements, performance schedules, membership roster and 
associated information, or related promotional or public release 
information, flyers, or brochures.  

c. Prepare and facilitate agenda with the cooperation and under the 
direction of the President.  

d. Maintain a list of community contacts.  
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e. Take the minutes of all meetings, recording all pertinent notes, 
discussions, decisions, actions, or other related information for the 
purpose of later reference and publish to CCO within a reasonable 
time. 

f. Disseminate or facilitate dissemination of notes, reports, agendas, or 
other pertinent material to each other member of the Board of 
Directors prior to commencement of meetings of the Board.  

g. Maintain an appropriate archival storage of all relevant Orchestra 
correspondence and any related historical keepsakes or records as 
directed by the President.  

h. Transmit all records in an orderly and timely manner to the incoming 
secretary within 30 days following the certification of the election.  

i. Perform such other duties pertaining to that office as may be 
designated by the President or in part with doing the job of Secretary.   

7. Members at Large:  The Member at Large (Orchestra) and Member at 
Large (Choir) are responsible to the President and to the Board of 
Directors, and shall assist in or facilitate the execution of projects, goals, 
or other duties the Board of Directors, the Orchestra, the Choir, or special 
committees under the direction of the President or the Chairperson of the 
Board of Directors.  The Member at Large shall also:  

a. Perform as a representative of, or serve as director of, special 
committees as designated by the President.  

b. Assist in studies, peruses, or researches in material presented to 
him/her by the President.  

c. Support the successful conduct and operation of the Board of Directors 
and CCO and maintain a sense of objectivity at meetings of the Board, 
as not biased from an officer position.  

d. Perform such other duties pertaining to that position as may be 
designated by the President.  

8. Music Director:  The Music Director is responsible to the Board of 
Directors and CCO membership, and shall ensure musical quality, and 
artistic growth and development of CCO.  The Music Director shall also:  
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a. Serve as liaison to state, regional, or national music associations or arts 
councils in the promotion and representation of CCO for purposes of 
musical performance, enhancement, or notoriety.  

b. Provide leadership to the Board of Directors in determining musical 
program content and artistic presentation.   

c. Establish musical programs and prepare goals for enhancing musical 
performance for the forthcoming calendar year and for longer-term 
endeavors.  

d. Prepare and provide to the Board of Directors at a minimum annually 
plans for future musical development or involvement.  

e. Schedule, convene, and preside over all musical rehearsals and 
performances.   

f. Be responsible for selection of music, open to suggestions from the 
membership.  

g. Determine seating of musicians in CCO.  

h. Determine the need for, facilitate, and preside over all musical 
auditions.  

i. Provide leadership to CCO to help ensure broad community 
participation in CCO and presentation of musical performances.  

j. Together with the Vice President of Performance, establish the needs 
for performance and stage requirements including, but not limited to, 
seating arrangement, lighting, props, sound, or other related logistics.  

k. Convene and preside over all special meetings of production or 
performance.  

VII. APPOINTED POSITIONS 

A. Standing Appointments: 

The standing appointments to CCO shall be the Librarian/Historian.  
Appointments to these positions shall be at the discretion of the President.  

1. All appointments of support members to this position shall be made by the 
standing representative as appointed by the President.  

B. Duties of Appointed Positions: 
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1. Librarian/Historian:  The Librarian/Historian is responsible to the 
President and to the Board of Directors, and shall be responsible for all 
original and numbered copies of sheet music and musical scores belonging 
to the Orchestra.  The Librarian shall also:  

a. Maintain appropriate storage of all of sheet music and musical scores 
that supports easy retrieval, use, and re-filing, always ensuring the 
integrity of the printed originals.   

b. Stamp all original or copied sheet music or musical scores belonging 
to the Orchestra “Property of Colchester Civic Orchestra”.  

c. Provide and maintain a music record file of all sheet music or musical 
scores belonging to the Orchestra, including but not limited to: title, 
composer, number of copies in the Orchestra’s possession.  

d. Together with the Music Director, determine the music requiring 
copying and establish the number of reproductions needed for each.  
Also determine whether originals or reproductions will be used at 
rehearsals and/or performances, and if said music shall be entrusted to 
the members of the Orchestra for an extended period of time.  

e. Maintain a numbered music system for the identification and tracking 
of all copies of sheet music or musical scores.  

i. All copies of music shall be appropriately numbered before 
providing out to an Orchestra members or other.  

ii. Tracking Records for the dissemination of copied music shall 
be maintained to associate a given numbered copy with a 
recipient or file location.  

f. Hand out and collect all music as directed by the Music Director, and 
ensure it all accountable against the music record file.  Report any 
discrepancies identified from reconciling to the Music Director and the 
President.  

g. Maintain a record of all past performances and noteworthy events to 
establish a history of the orchestra file.  These include but are not 
limited to concert programs, press releases and newspaper clippings,  

h. Transmit all records and music assets in an orderly and timely manner 
to the incoming librarian within 30 days following the certification of 
the election.  
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C. Special Appointments: 

Special Appointments shall be appointed by the President or a Specified Board of 
Director and be so approved by the Board of Directors as they deem necessary.  
Such special appointments can include, but are not limited to, a special librarian, 
or a Stage Coordinator.  All special appointments are under the direction and 
answer to the President and the Board of Directors, and can be terminated at will. 
1.  Stage Coordinator:  The Vice President of Performances may choose to 

appoint a Stage Coordinator, who can also hold another position on the Board 
of Directors, to coordinate the set-up, in-concert rearrangement, lighting, 
sound, and breakdown of each performance.  The Stage Coordinator shall be 
responsible to the Vice President of Performances and together with the Music 
Director and President shall ensure all stage requirements are addressed. 

D. Standing Committees: 

The two standing committees shall be the Finance Committee and the Election 
Committee.  

1. Finance Committee:  The Board of Directors shall serve as the Finance 
Committee, with the Treasurer as its Director with responsibility for 
approval of the annual budget and itemized budgetary line items.  

a. All expenditures within the budget are subject to approval of the 
President and the Treasurer. 

b. Any changes or transfer of funds, or any additional financial 
commitments must have prior approval from the Board of Directors. 

c. CCO’s books shall be audited by the Finance Committee prior to 
submission of any financial report to an agent or activity outside of 
CCO, and every other odd year prior to the installment of the 
succeeding administration. 
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2. Election Committee:  Every year, the Board of Directors shall appoint an 
Election Committee consisting of a minimum of two members from the 
Annual Membership who shall seek eligible and wanting candidates for 
each officer and directorship whose terms are expiring.  

a. None on the Election Committee shall be member of the Board of 
Directors or a candidate for office or directorship and their names shall 
be announced at a regular gathering of CCO at least two (2) months 
prior to the election.  

b. The Election Committee shall be responsible for preparing ballots, 
collecting, counting, and tallying all election results, and the timely 
reporting of results to the membership.  

E. Special Committees: 

Special committees shall be appointed by the President or the Board of Directors 
and be so approved by the Board of Directors as they deem necessary.  Such 
committees can include, but are not limited to, Promotions/Public Relations 
Committee, Fund Raising Committee, or Music Selection Committee.  

1. The Directors of special committees shall be appointed and directed by the 
President and approved by the Board of Directors except:   

a. The Board of Directors may determine appropriate sizing, and make 
recommendations for committee appointments from the Orchestra’s 
membership or its affiliates.  

b. The Vice President of Planning and Development shall serve as the 
Director of the Promotions/Public Relations Committee.  

c. The Music Director shall serve as the Director of the Music Selection 
Committee.  

2. Special committees shall be responsible to the President and the Board of 
Directors.  

3. All appointments of members to special committees shall be made by the 
director of that committee unless otherwise designated by the President or 
the Board of Directors.   

4. Participation on committees shall be open to all members or affiliates of 
CCO.  

5. Special committees shall operate within the term of the current 
administration and the office or officer appointing them.  
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6. Committees shall be responsible to report status and related involvement 
to the President or the Board of Directors as so requested.   

VIII. NOMINATIONS, ELIGIBILITY, AND ELECTIONS 

A. Nominations: 

1. The Election Committee shall begin soliciting and accepting nominations 
for officers or directorships from any Annual Member in good standing  

2. Nominations shall be open beginning the month of February and run 
through but not later than thirty (30) days prior to election.  

3. The ballot listing the proposed slate of candidates shall be provided by the 
Election Committee to the Annual Membership at least two (2) weeks 
prior to election either by hard copy at a regular gathering of the Orchestra 
or by other appropriate means.  

4. The President shall, at the Annual Meeting and prior to holding election, 
open the floor and notice any Annual Member for additional nominations 
at that time.  

5. Nominations shall be closed by motion of the President and ratified by 
vote of a majority of the Annual members present and voting just prior to 
the elections being held.  

B. Eligibility: 

1. President, Vice President of Planning and Development, Vice President of 
Performances, Treasurer, Secretary – Any nominee for these officer 
positions shall have been an Annual Member of the Orchestra or Choir for 
at least one year before taking office.  Parents of Annual Members under 
age 18 are also eligible for nomination, if the child has been a member of 
the Orchestra or Choir for at least one year before the parent takes office. 
Furthermore, upon special consideration a “Friend of CCO”, which can 
include but is not limited to a spouse or significant other to a CCO 
member can run for election to the Board of Directors. 

2. Members at Large to the Board of Directors – Any nominee for this 
position shall have been an Annual Member of CCO for at least four (4) 
months before taking office.  Parents of Annual Members under age 18 are 
also eligible for nomination, if the child has been a member of the 
Orchestra or Choir for at least four (4) months before the parent takes 
office.  
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3. Appointed Positions and Directors of Special Committees – Any nominee 
for these appointments shall be an Annual Member, the parent of an 
Annual Member under age 18, or the spouse or significant other to a CCO 
member.  

4. An Annual Member under age 18 and his/her parent may not serve in a 
directorship position concurrently.  If either is in a directorship position, 
the other may serve in an appointed position or on (or as director of) a 
Special Committee.  

5. In the case where the parent of an Annual Member under 18 serves on the 
Board of the Directors, the Annual Member retains the right to cast one 
vote at an Annual or Special Meeting of members.  The parent, while on 
the Board of Directors, and holding all the voting rights specified for such 
a position, is not considered an Annual Member.   

C. Elections: 

1. The elections of officers and directors shall be held at the Annual Meeting 
at such place and time as designated by the standing Board of Directors 
and prior to the start of the next fiscal/administrative year to fill those 
positions whose term is expiring at the end of the current 
fiscal/administrative year in accordance with these By-Laws.  

2. Formal notice of the slate of nominations shall be provided to all Annual 
Members no later than two (2) weeks prior to the meeting.  

3. Elections shall be by secret ballot and a majority of the Annual Members 
shall be present.  

4. A simple majority vote will lead to the election of a candidate.  

5. In the event of a tie or absence of an apparent winner for an Officer or 
Director during the annual elections, the outgoing Board of Directors shall 
determine winner of the position(s) in question.  Determination shall be by 
a secret ballot at a special meeting of the outgoing Board; simple majority 
vote shall prevail. 

IX. GENERAL  

A. Fiscal/Administrative Year: The fiscal and administrative year of the organization 
shall commence on July 1, and conclude on June 30, of the following calendar year.  
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B. Succession of Officers:  The order of succession of the office of President shall be: 
a) the Vice President of Planning and Development; b) Vice President of 
Performance; c) Secretary; and d) Treasurer.  

C. Subsidization: 

1. The President, to defray individual CCO member’s cost in programs or 
activities sponsored by CCO, is authorized to approve subsidies up to the 
full cost for these activities for which a receipt is available or just cause 
can be sited.    

2. The Board of Directors may authorize any director, officer, or outside 
agent, or affiliate to enter into a contract with or execute and deliver any 
instrument in the name or on behalf of CCO by the affirmative vote of a 
majority of the Board of Directors.    

3. Subsidies or stipends for services rendered to CCO on behalf of the 
operation of CCO by a CCO members, affiliate, or agent shall be first 
determined by resolution and approved by an affirmative vote of a 
majority of the Board of Directors.  

D. Handling of Funds:  

1. All checks, draft, or orders for payment of money, notes, or other evidence 
of indebtedness issued in the name of CCO shall be signed by such officer 
or officers in such manner as shall be determined by resolution of the 
Board of Directors.  In the temporary absence of such determination by 
the Board, such instrument must be signed by the President and 
countersigned by the Treasurer.  

E. Acceptance of Gifts and Contributions:  

1. The Board of Directors may accept, on behalf of CCO, any contribution, 
gift, bequest, or device for the general purpose of, or for any special 
purpose of CCO.  

2. All proceeds earned through engagements of CCO shall be solely and 
expressly used for the general purpose and operation of CCO.  

3. No members, official participant in CCO as identified within these By-
Laws, agents, or affiliates to CCO may accept or receive monetary 
compensation or gratuities for personal consumption or gains from any 
engagement or service pertaining to or stemming from involvement with 
CCO.  
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X. AMENDMENTS   

A. Amendments:  

Recommendation to amend, or repeal these By-Laws may be proposed and 
submitted by the Board of Directors or by any Annual Member of CCO and all 
amendments must be proposed in writing to the Board of Directors. The By-Laws 
may be amended by a two-thirds (2/3) vote of the Annual Membership present and 
voting at any special meeting of CCO or by a two-thirds (2/3) majority vote as part 
of the annual election.  The By-Laws may be proposed to be amended or repealed, 
and new By-Laws recommended for adoption by resolution adopted by affirmative 
vote of two-thirds (2/3) of the number of directorships any time at regular or special 
meetings of the Board of Directors. Notification of vote on a proposed amendment 
including the time and place, place, purpose, and full text of the proposed 
amendment, repeal, or adoption shall be provided to all Board members or the 
Annual Members at least two (2) weeks prior to any such meeting.  No alterations 
other than the purpose and text stated in the notice shall be transacted.  Final 
approval and adoption of any change within or to the By-Laws shall be effective 
immediately after certification of the vote except where changes apply to the 
qualifications or duties of a standing office or directorship at which time it shall be 
effective at end of that current administrative term. 


