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            Description of Responsibilities

Cotillion Steering Committee:  comprised of the General Chairs, Recording Secretary, and Chairs of the 18 Cotillion Committees; Steering Committee meets monthly on the first Tuesday. 
General Chairs:   appoints the Steering Committee Chairperson(s), provide oversight and coordination of all Cotillion committees, and Steering Committee meetings; prepare and manage the budget, master calendar, and policy handbook; conduct the application and selection process for Cotillion participants; plan the orientation meeting; communicate with the KCMO Alumnae Chapter and the DEED board.
Recording Secretary (1 Vacancy):  prepares meeting packets, takes minutes for the Steering Committee.
Activities Committee (1 Vacancy):   tracks scholarship award points; prepares name tags, monitors meeting and waltz rehearsal attendance and attire compliance with handbook; coordinates participant icebreaker and parent appreciation event.
College Prep Committee:    coordinates the essay competition; plans the college prep workshop; provides resources to participants regarding external scholarship opportunities.
College Tour Committee (2 Vacancies):   coordinates all travel and activities for the Black College Tour trip; conducts informational session for parents and participants.
Community Service Committee:   coordinates all community service activities for the participants.
Contracts (2 Vacancies):  develop standard contract for Cotillion vendors; review vendor agreements.
Envoys Committee (2 Vacancies):   recommends the selection of envoys and coordinates all envoy-related activities.
[bookmark: _GoBack]Finance Committee (1 Vacancy):   coordinates all financial collections from participants. Process vouchers submitted by committee members to ensure invoices/contracts are attached to the voucher and that the amount being requested is within the budgeted amount. 
Formal Presentation Committee (1 Vacancy):   coordinates the venue and program-related aspects of the Formal Presentation, including decorations, meal-planning, waltz choreography, attire, scripting, commentators, audio-visual, and hotel logistics.
Fundraising Committee:   plans and executes fundraising activities to increase the budget for scholarship awards.

Mentoring Committee (2 Vacancies):   identifies and aligns mentors for participants and oversees monthly mentoring activities or themes and requirements including risk management.
 
Parents’ Support Committee:   serves as the primary contact for Cotillion parents; coordinates the Mother’s Gown Social and the parent-participant workshop; provides guidance on the parent-sponsored “After Party” for participants.
Photography Committee:   coordinates photography for all Cotillion events and videography services for the Talent Showcase and Formal Presentation.
Publicity Committee (2 Vacancies):  coordinates all publicity and writes newspaper articles.
Recruitment Committee (1 Vacancy):  develops and executes marketing materials and application packet to recruit Cotillion participants; coordinates the Informational Meeting for prospective applicants. 
Souvenir Journal Committee (3 Vacancies):   coordinates the production of the Souvenir Journal, including design, layout, ad and patron sales, and publication; conduct training workshop for participants and parents on marketing and submission of ads/patrons.
Sponsorship Committee:   develops and coordinates corporate and community support including financial assistance, in-kind products or services to support Cotillion; develops sponsorship levels and packages for distribution. 
Talent Showcase Committee (1 Vacancy):   coordinates the production of a talent show with individual and group acts by the participants.   
Ticket Committee (1 Vacancy):   coordinates and manages the distribution of tickets for the Formal Presentation.
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