
Directory

 


Purpose:

The Directory committee is responsible for collecting the data and photos necessary to produce 
an annual printed Member Directory, getting the Directory printed and bound, then distributing 
the Directory to members.


Chairperson Responsibilities:

The Chairperson is responsible for coordinating the committee activities and periodically 
reporting status to the BOT.


The committee is responsible for updating every section of the Directory which will involve 
getting a message from the incoming Commodore, producing the “Year in Review” section along 
with photos showing the various awards and major social/community activities, updating the 
annual calendar (contact Bridge members for Grand 14 events and all committee heads to verify 
or update committee meeting details), adding new and removing prior members in the member 
and boat list sections, getting  updates to the bylaws and rules, and finally getting updates to the 
Reciprocal lists from the Reciprocals committee.


The Directory committee needs to work with the Membership Committee to actively gather 
photographs and directory data from each new member for inclusion into the next annual edition 
of the directory.  The Chairperson needs to protect the computerized version of the directory 
from unauthorized access by following reasonable computer security procedures – directory data 
should be considered PII (Personally Identifiable Information).  In addition to protecting the data 
from unauthorized access, the Chairperson is responsible for assuring that there is a backup copy 
of the data – ideally, the backup copy will be kept in the club office or on secure internet storage 
accessible by the club management.


Bootstrap:

In the event that the Directory Committee needs to be restarted without the guidance of a prior 
Chairperson, the incoming Chairperson will need to obtain the most recent copy of the 
computerized records.  Since there is a lot of work involved in producing the Directory, 
recruiting committee members with the needed computer skills is essential.




 


 



