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MSAG COMMITTEE CHAIR’S HANDBOOK  
2017 

 
 The challenges of chairing one of our  committees are substantial and the results 
of the efforts of our committees play a large role in maintaining the quality of our lives 
here at the Gardens.  Many of you have experience with these matters so the following 
should simply confirm your prior experience.  For those of you new to the process of 
being one of our Committee Chairs, the following information is intended to ease the 
effort by providing reasonably detailed How Tos related to common committee tasks.  
Much of the information you will need is contained in the “Policies of the Gardens Club,” 
which can be found in the Residents’ Section of the MSAG website and in Section 4 of 
your Telephone Directory and Information notebook.  If you have not already 
familiarized yourself with these policies, it would be helpful to review them. 
 
 This Handbook begins with relevant items from the Gardens Club By-Laws, but 
also includes applicable portions of current Policies as well as general information related 
to committee activities. 
 

1. Term of Office: 
 

Article IV of the Gardens Club By-Laws provides as follows: 
The term of office for officers and Members-at-Large shall be one year.  They 

shall be eligible for reelection for one additional year, but after two years they shall be 
eligible for reelection only under exceptional circumstances as explained by the 
Committee on Nominations. 

The term of office for Committee Chairs shall be one year, but they may be re-
appointed annually by the Council for three additional years.  After four years they may 
be appointed only under exceptional circumstances as explained by the Committee on 
Committees. 

A person named to fill an unexpired term in which he or she serves less than six 
months shall be eligible for two additional consecutive years in the same office.  Service 
of six months or more shall be counted as a full year.  All Council members and 
Committee Chairs shall take office February 1. 
 
 2. How Committee Members are Appointed: 
 
 (The following does not apply to the appointment of the Standing Committees of 
the Council, i.e. Advisory Committee on Buildings and Grounds, Nominations, 
Committee on Committees, Budget, Appreciation Fund, Memorial, and Special Needs 
Committees.) Each year in November, the Committee on Committees circulates a 
questionnaire to all independent residents of the Gardens with an attached list of all of the 
Garden’s committees.  Each resident is asked to indicate which committees he/she serves 
on and wishes to continue to serve on, and to identify any committees he/she would like 
to join.  The results for each committee are then circulated to the Committee Chairs for 
the coming year.  The Committee Chair may then review the current committee 
membership and the list of those expressing an interest in joining that committee.  It is 
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then up to the Committee Chair to contact any of those on the lists (or others not on the 
lists) to identify the full committee membership for the coming year.  That final list 
should then be shared with the Chair of the Committee on Committees and does not 
require any further action by the Council. 
 
 3. Committee Expenditure Budget Approval:   
 
 Each November the Budget Committee sends a request to each Committee Chair 
to submit a budget for the coming year.  The Committee Chair, after consultation with the 
committee members, submits such a budget request to the Budget Committee, along with 
appropriate justification for any unusual request.  The Budget Committee then reviews 
the request, approves it or requests further input.  Once approved by the Budget 
Committee, the Committee’s budget request is submitted to the Council for final 
approval. 
 
 4. Unbudgeted Expenditure Approval:   
 
 Should the need arise for an unbudgeted expenditure by a committee, the total of 
which exceeds the approved budget for that committee, the Chair may make a request for 
the extra amount needed, along with justification for the request, to the Treasurer who 
will, in turn, take the request to the Council for approval. Alternatively, the Chair may 
make a request for additional funding from the Special Needs Committee. 
 
 5. How to Withdraw Funds from Approved Budget: 
 
 Check request forms are available just to the left of the cubbies and in the 
Residents’ Section of the MSAG website.  The Committee Chair should follow directions 
for submitting a check request from his/her committee’s budgeted funds. 
 
 6. Printing Memos, Notices or Posters: 
 
 The Administration office will print notices or posters regarding events sponsored 
by Committees at no cost if they are with black ink and on regular 8-1/2 x 11 white 
paper.  Just drop off the notice or poster to be copied at the reception desk and indicate 
the number of copies required, the committee name and the telephone number of the 
person to contact once the copies are ready.  If you want colored paper, you can provide 
that at your committee’s expense.  Please allow at least 24 hours to complete the required 
printing. 
 
 7. Request to Reserve a Location: 
 
 Access the Master Calendar* on the MSAG website to check the availability of 
the location on the date you wish to request a space.  If the location is available on the 
date you wish, fill out the form on the screen to ask for the space to be reserved.  You 
will be notified by email when your request has been granted.  Be sure to check the 
Master Calendar for other activities at that same time but in other locations which might 
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cause a conflict or inconvenience.  Tammy Gatenby in the Wellness Center (Ext 299) is 
available for consultation, if needed. 
 
* To access the Master Calendar, take the following steps: 
1. On your browser, go to: msagardens.org 
2. Click on “Residents Section.” 
3. Enter user name “resident” (the same for all MSAG residents). 
4. Enter password “msag101” (also the same for all residents) and log in. 
5. Check the Master Calendar to identify any conflicting meetings or events. 
6. Click on “Reserve Location,” complete the form and submit it. 
7. You will be notified when your request has been approved. 
 
 8. Dining Room Announcements: 
  
 Forms for Dining Room Announcements are available in the cubby room to the 
right of the copy machine inside the third file drawer from the top and in the Residents’ 
Section of the MSAG website. Follow instructions on the form and place it in the drawer 
under the clip for each day of announcement.  Do not do this ahead of the week you want 
the announcement to be made.  Announcements should be for Garden events/activities 
only and should be limited in length covering only who, what, when and where.  
Announcements may be made only on each of two days before the event (including the 
day of the event).  No announcements are made at holiday dinners or Sunday brunches. 
 
 9. Access to The Green Leaf Calendar: 
 
 The Green Leaf Calendar will list events for residents that are sponsored by 
Gardens Club Committees and the Administration.  Space permitting, The Green Leaf 
may also publish special “boxes” for special events.  Information for the event you want 
listed on the Calendar for the following month should be submitted no later than the 
Friday before the first Monday of the preceding month. (E.g. If you wish to list an event 
scheduled for June, you must submit information to The Green Leaf no later than the 
Friday before the first Monday in May.)  
 
 Please supply the following information:  Date, Time, Program Subject, Speaker 
or Performer and Place, as well as the name and phone number of the person providing 
the information.  If this is in connection with a special program (e.g. Black History 
Month), please prepare a short descriptive paragraph for a special “box” and put it in the 
Greenleaf Box in the cubby area. 
 
 10. Channel 6 Announcement: 
 
 Forms to request that an announcement appear on Channel 6 are available in 
Administration Office and in the Residents’ Section of the MSAG website. The form 
should be completed and turned in at the Reception Desk at least two (2) days before the 
announcement is to begin. 
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11. Posters and Reminder Notices: 
Posters for Gardens’ events should be simple and concise and no larger than 81/2” 

x 11” and should include the name of the sponsoring Committee.  The distribution list for 
residence  areas, public spaces, etc. is posted on the bulletin board near the back entrance 
to the cubby area (See Attachment D). Posters should be distributed in the recommended 
number to the designated individual in each area about 10 days in advance of an event so 
they can be posted about a week ahead of the event.  Reminder notices, which also should 
be no larger  than 81/2” x 11”, may be placed in the nine (9) boards inside and outside of 
the Social Center no earlier than 24 hours before the scheduled event and must be 
removed before the next meal after the event.  
 
 12. Arranging Dining Room or Catering Needs: 
 
 After dates, times and space arrangements have been made and food or drink is 
needed, contact Executive Chef, Bob Betros, ext. 371 for arrangements. 
 
 13. Audio Visual Needs: 
 
 Contact David Reger (624-1935 or dvdnan@aol.com) well in advance of your 
meeting date to let him know what you will need (sound, lighting, podium, microphones, 
power point access, slides, screens, mikes for audience comments, mikes on stage for 
presenters, etc.)  It is best to discuss any special requests with David and then put all 
requested needs in an email to David. In addition, although you may have indicated your 
AV requests on your original Request for Location form, that may have been many 
weeks earlier.  An email to David several days before the event containing your current 
AV needs would be helpful. 
 
 14. Housekeeping Needs: 
 
 To request special room arrangements, extra chairs or tables, stage set up, piano 
on stage if needed, stage curtains, etc. contact Mongkol Nickerson (mnickerson@the-
gardens.org or ext. 278).  A note by email to Mongkol, with a copy to Audio Visual 
(dvdnan@aol.com) and Housekeeping (cmachucc@the-gardens.org) is helpful so he has 
a record to share with his staff.  Let him know the time and place of the event and the 
desired room arrangement.  Check the room setup a few hours before the event so that, if 
necessary, changes can be made while staff is still on duty. 
 
 15. Special Security Needs: 
 
 If you need doors opened that are normally locked (e.g. visual aids room, back 
door of stage, gates, etc.) call Aileen Pierce in Maintenance at ext. 225 and she will alert 
Security. 
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 16. Helpful Hints: 
 
Be sure to verify details several days before your event with your speaker, artist, etc. and 
let them know where you will meet them to escort them into our venue.  Also, be sure to 
verify setup arrangements with Mongkol, Audio Visual and Housekeeping. 
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