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Sandhills Area Entertainment Corporation

dba  Royal Theater
Officer & Committee Responsibilities/Duties
I. President

1. Theater Manager

2. Makes schedule

3. Makes sure schedule is covered

4. Create meeting agendas

5. Facilitate meetings

6. Send notices

7. Contact for Frank

8. Check signer

II. Vice President

1. Orders/buys supplies

2. Advertising

3. Creates special/free movie passes

III. Secretary

1. Minutes

2. Pickup mail and distribute

a. Bills/Studio/Vendor correspondence – Treasurer box in theater

b. Posters and Trailers to theater

3. Assist student board members with poster sales

4. Keep blank forms at theater

IV. Treasurer

1. Check signer

2. Pick up Treasurer’s box in theater on Mondays (bills, deposit slip, & spreadsheets)

3. Maintain BOR, Sales Totals, and Movie Totals spreadsheets

4. Pay bills

5. Postage/Stamps

6. Maintain QuickBooks and checkbook register

7. Contact for Frank

V. Committees

1. Fun Run

2. Oscar Night

3. Movie Flyers

4. Flyer delivery – student board members

5. Parties

6. Web page

7. Deep cleaning (spring/summer)

8. Dinner and a Movie

9. Movie Poster Sales – student board members

