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BUFFALO THEATRE ENSEMBLE MISSION
BTE provides a forum in which artists, scholars, writers, students and community members explore
new ideas and provocative issues through the production of high quality theater for the enjoyment of
its audiences. Company members and visiting artists are a vital part of both the college’s educational
mission and the fabric of the community. BTE is committed to:
Producing a three-show season initially
Creating master classes for students
Presenting demonstrations of theatre arts
Hosting performance talk backs and subscriber nights
Participating in community outreach
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BOARD ORGANIZATION
and RESPONSIBILITIES
BUFFALO THEATRE ENSEMBLE BOARD OF DIRECTORS
Robert Bailey, Chicago
Amelia Barrett, Glen Ellyn
Sandra Sansone Brennan, Darien
Robert Cappetta , Clarendon Hills
Peggy Connolly. Wheaton
Rebecca Cox, Chicago
Diane Hicks, Frankfort
Connie Canaday Howard, Downers Grove
Brandee Horton Martin, Glen Ellyn
Carolyn Osterle, Glen Ellyn
John Rutledge, Wheaton
Kelli Walker, Chicago
Kathy Wessel, Wheaton
Norm Woodel, Chicago
Mary Ann Zlotow, Glen Ellyn
BOARD OFFICERS
Peggy Connolly, President
Kathy Wessel, Vice-President
Carolyn Osterle, Treasurer
Mary Ann Zlotow, Secretary

DIRECTORS EMERITI
Ida Hagman, Glen Ellyn
Joan Morrissey, Wheaton
Kurt Naebig, Lombard
Bonnie Wheaton, Wheaton
BUFFALO THEATRE ENSEMBLE STAFF
ARTISTIC DIRECTOR
Connie Canaday Howard
ASSOCIATE ARTISTIC DIRECTOR
Amelia Barrett
BUSINESS MANAGER
Bryan Burke
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BUFFALO THEATRE ENSEMBLE BOARD PRIORITIES
The BTE Board of Directors is committed to supporting the mission of
BTE by:
Ensuring Financial Stability
Creating sustainable structure,
Maintaining an effective website, and
Facilitation BTE’s engagement within Manifold Communities

BOARD MEMBER RESPONSIBILITIES
Financial Responsibilities
1. Protect assets and provide proper financial oversight.
2. Ensure adequate financial resources through one or more means:
1. Personal contribution
2. Fundraising and donor cultivation
3. Grant-writing
3. Review and approve proposed budget for following year.
4. Confirm annual filings, including IRS forms, employment tax withholdings,
and other required filings, to ensure they are executed in a timely manner.
5. Review insurance policies and ensure they are current, appropriate, and
renewed on time.
6. Review and accept the financial audit.
7. Support the Annual Campaign.
Governance Responsibilities
1. Ensure legal and ethical integrity.
2. Support BTE’s mission and purpose.
3. Attend monthly board meetings.
4. Serve as board officer or on board committee
5. Support and evaluate the Artistic Director.
6. Set policies and ensure effective planning.
7. Monitor and strengthen programs and services.
8. Build a competent board.
Other Expectations
1. Attend BTE fundraising events as reasonably possible.
2. Attend at least one performance of each show.
3. Enhance the organization’s visibility and public standing.
4. Willingness to attend community events to promote BTE
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DUTIES OF BOARD OFFICERS
DUTIES of the PRESIDENT
The Buffalo Theatre Ensemble Board President shall be elected for a term of two years, which
may be renewed.
Duties of the President
The BTE President shall:
● Support the mission of Buffalo Theatre Ensemble
● Support BTE’s Artistic Director and Associate Artistic Director in fulfillment of BTE’s
mission
The BTE President is the official representative of the BTE Board of Directors and shall:
● Sign necessary contracts and agreements with the College of DuPage and McAninch Art
Center
● Sign the Agreement of Understanding with the College of DuPage Foundation
o Notify Board Vice-President when report completed
● Prepare the financial report required annually by BTE’s agreement with the McAninch Art
Center
o Notify Board Vice-President when report completed
● Report to the College of DuPage Board as necessary
The BTE President is responsible for proper governance by BTE Board of Directors and shall:
● Draft the agenda for meetings of the Board of Directors
● Distribute the agenda and materials to board members prior to each board meeting for
their input
● Preside over BTE Board of Directors meetings
● Ensure the annual election of officers
● Appoint committees necessary to ensure efficient organizational operation and mission
support
● Serve as an ex-officio member of all board committees
● Conduct and analyze an annual bard self-evaluation
● Ensure that all board members have a current, signed Conflict of Interest form on file
The BTE President is responsible for oversight and coordination of board responsibilities in
support of BTE’s mission and shall:
● Maintain and communicate regularly to board members the Timeline of Board
Responsibilities
● Ensure that the organization complies with all legal, fiscal, and ethical obligations
required of a non-profit organization
● Ensure that the organization adopts and follows necessary and appropriate policies
● Lead the board’s annual strategic plan evaluation
● Continually assess, with the board, progress on the strategic plan
● Act as a back-up signer on checks prepared by Business Manager
The BTE President shall champion BTE and its mission to its multiple communities and shall:
● Develop and maintain beneficial relationships with the College of DuPage, McAninch Art
Center, College of DuPage Foundation, volunteers, supporters and the community
● Actively support fundraising and friend-raising opportunities and activities
● Prepare an annual report at the completion of the fiscal year
o Notify Board Vice-President when report completed
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DUTIES of the VICE-PRESIDENT
The Buffalo Theatre Ensemble Board Vice-President shall be elected for a term of two years,
which may be renewed.
The BTE Vice-President shall fulfill the obligations of the president in the president’s absence. If
the president is permanently unable to fulfill the obligations of the office, the vice-president shall
assume the office of president and a new vice-president shall be elected to complete the
remainder of the term.
Duties of the Vice-President
The BTE Vice-President shall:
● Support the mission of Buffalo Theatre Ensemble
● Support BTE’s Artistic Director and Associate Artistic Director in fulfillment of BTE’s
mission
The BTE Vice-President is responsible to assist the President and shall:
● Provide orientation materials to new board members
● Receive confirmation of filing from the appropriate agent (Business Manager, Treasurer,
Secretary, or President) for
o W-2 Forms (Business Manager, January)
o 1099 Tax Substantiation Letters (Business Manager, January)
o SAM registration (Business Manager, February)
o Renewal of BTE domain web site (Business Manager, March)
o Domain Renewal (Business Manager, June)
o Insurance Renewal (Business Manager & Treasurer, June)
o Annual Financial Report to MacAninch Director/COD Board (President, June)
o Officers & Directors of Nonprofit Corporations Annual Report (Secretary, July)
o Workers Comp Yearly Review (Business Manager & Artistic Director, July)
o Tax Exemption Certificate Renewal (Business Manager, August)
o Internal Revenue Service Form 990 (Business Manager & Treasurer,
November)
o Illinois Charitable Organization Annual Report (Business Manager & Treasurer,
December)

DUTIES of the SECRETARY
The Buffalo Theatre Ensemble Board Secretary shall be elected for a term of two years, which
may be renewed.
Duties of the Secretary
The BTE Secretary shall:
● Support the mission of Buffalo Theatre Ensemble
● Support BTE’s Artistic Director and Associate Artistic Director in fulfillment of BTE’s
mission
The BTE Secretary shall:
● Record and distribute minutes of the board meetings
● Update documents (policies, bylaws, etc.)
● Ensure, with the Business Manager, that documents are safely stored
● Update and maintain the board contact list
● File the Not for Profit Annual Report with the Illinois Secretary of State
o Notify Board Vice-President when report completed
● Update the BTE letterhead
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DUTIES of the TREASURER
The Buffalo Theatre Ensemble Board Treasurer shall be elected for a term of two years, which
may be renewed.
Duties of the Treasurer
The BTE Treasurer shall:
● Support the mission of Buffalo Theatre Ensemble
● Support BTE’s Artistic Director and Associate Artistic Director in fulfillment of BTE’s
mission
The BTE Treasurer shall:
● Maintain banking records
● Keep bank signature cards current
● Act as primary signer (with other signers as back-up) on checks prepared by Business
Manager
● Reconcile monthly bank statements
● Review weekly payroll reports as generated by Surepayroll
● Assure that 1099 and W-2 forms are distributed in January of each year by Business
Manager
The Treasurer shall, with the Business Manager:
● Provide to the President prior to Board meetings, electronic copies of:
o Most recent bank statement(s)
o Check register for previous full month and current month to date
o Profit and loss fiscal year to date
o Reconciliation
● Provide materials to Audit Committee and external auditor
● Assure preparation of IRS Form 990 and Illinois Attorney General Charitable Trust
Bureau report
o Notify Board Vice-President when report completed
● Support Artistic Director in preparing the annual and multi-year budget
● Prepare recommendations to the Board on:
o Banking matters
o Budgets as prepared by the Artistic Director
o Insurance
o Other business matters that arise
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TIMELINE of BOARD RESPONSIBILITIES
January
Self-Evaluation Business Manager
W-2 Forms Business Manager
1099 Tax Substantiation Letters Business Manager
February
Individual Commitments to Annual Campaign Co-Chairs
Check stationery supply & reorder if necessary Associate Artistic Director
Renew SAM registration Business Manager (www.sam.gov)
March
Submit Recommendations for New Board Members BTE Board
Renewal of BTE domain web site Business Manager
Annual Campaign Materials to go to proof/print Annual Campaign Co-Chairs
Report/Presentation to COD Board President, Artistic Director/Business Manager
April
Vote on New Board Members President
Annual Campaign Annual Campaign Co-Chairs
Report/Presentation to COD Board President, Artistic Director, Business Manager
Vote on Budget for Coming Year Artistic Director/Business Manager
Renew Dramshop Insurance Business Manager
May
Vote on Unfilled Board Members and Officers BTE Board
Review/Sign Agreement with College President
June
Content to President for Annual Report:
Highlights: Artistic Director/Associate Artistic Director
Education and Community: Artistic Director/Associate Artistic Director
Financials: Business Manager/Treasurer
Revenue & Expenses, Profit & Loss, Budget Considerations
Donors: Business Manager/
Volunteers: Associate Artistic Director
Photos: Artistic Director/Associate Artistic Director
Personnel Committee Appointed BTE Board
Sign Agreement with College President
Annual Meeting & Election of Officers President
Committee Assignments BTE Board
Appoint Audit Committee
Appoint Personnel Committee
Conflict of Interest Review BTE Board
Board Self-Assessment President
Domain Renewal Business Manager (renewed through 7/13/21)
Insurance renewal (Liability, Auto Rental, Workers Comp and Employers Liability,
Officers and Directors) Business Manager/Treasurer
Annual Report to MacAninch Director/COD Board President
Financial Statement; Grant/Donor Report; Sales Report
New Board Member Orientation Vice President
July
Annual Policy Review Board
Officers & Directors of Nonprofit Corporations Annual Report (due to the Illinois Secretary
State before the 1st day of the month in which the corporation was formed
(August
12,
2014)
Secretary
(http://www.cyberdriveillinois.com/publications/pdf_publications/nfp11405.pdf)
Audit Committee Meets Audit Committee Chair
Workers Comp Yearly Review Business Manager, Artistic Director
Fiscal Items for Annual Report to President Treasurer, Business Manager
Transfer funds for BTE Scholarship Business Manager
Staff Evaluation Personnel Committee
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Business Manager Evaluation Personnel Committee
August
Annual Report President
Tax Exemption Certificate (expires September 1, 2021) Business Manager
IL Dept of Revenue (http://tax.illinois.gov/TaxForms/Reg/STAX-1.pdf )
Audit Committee Report to BTE Board Audit Committee Chair
September
October
November
Strategic Planning President
DuPage FoundationFinal Report Business Manager, Artistic Director
Internal Revenue Service (Form 990) by Novemebr 15 Business Manager
(https://www.irs.gov/pub/irs-pdf/f990.pdf)
December
File Illinois Charitable Organization Annual Report with Attorney General by 12/15
Business Manager,Treasurer (http://www.ag.state.il.us/charities/ag990annualreport.pdf)
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COMMITTEES of the BOARD
Annual
Campaign/Employer
Matching
Kathy Wessel Co-Chair
Sandra Brennan Co-Chair
Kelli Walker
Norm Woodel

Audit Committee
Diane Hicks, Chair
Kathy Wessel
Don Westlake
Nominating Committee
Mary Ann Zlotow
Brandee Martin

By Committee
Robert Bailey
Sandra Brennan
John Rutledge

Public Outreach
Sandra Brennan
Robert Cappetta
Brandee Martin
Norm Woodel

Personnel Committee
Sandra Brennan, Chair
Robert Bailey
Robert Cappetta
Carolyn Osterle
John Rutledge

Technology Committee
Robert Bailey
Bryan Burke
Diane Hicks
Kelli Walker
Mary Ann Zlotow

Strategic Planning
Committee
Connie Canaday Howard
Kathy Wessel
Robert Cappetta
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BOARD COMMITTEE RESPONSIBILITIES
Buffalo Theatre Ensemble Board of Directors
Personnel Committee
The Personnel Committee ensures that:
● all state and federal laws and regulations that affect employment are followed
● wages are comparable to wages in other, similar organizations
● each employee has a current job description and objectives
● annual follow-up reviews are conducted and documented
● staffing and training needs are identified
The Personnel Committee is responsible for:
● Employee Handbooks
● Human Resource Policies
● Staff Planning
● Benefits Selection
● Pension Considerations
● Vacation/Holiday Schedules for full-time and part-time employees
The committee makes recommendations to the board for approval.
Buffalo Theatre Ensemble Board of Directors
Technology Committee
●
●
●

●

The Technology Committee shall be comprised of at least two current board members.
The committee shall ensure that a foundation of up-to-date and efficient technology
advance the work of the organization.
The committee shall work with board members, Ensemble members, and when
necessary outside subject matter experts to ensure a professional web site, digital media
presence, and donor database.
While in residence at the McAninch Arts Center, single ticket sales and subscription sales
are managed by the resident box office; the committee will continue to ensure the open
line of communication and sharing of data that exists with the box office.

Buffalo Theatre Ensemble Board of Directors
Annual Campaign/Employer Matching Committee
Buffalo Theatre Ensemble Annual Campaign Committee Responsibilities
1. Select dates/timelines for approval by the Board.
2. With help of the Board identify large donors, and set up individual meeting with each as
necessary.
3. Prepare a letter to donors.
4. Consider perks for large donors.
5. Send email/snail mail letters on selected date.
6. Send reminders half-way through the campaign.
7. Keep track of donations, with the help of the Business Manager, who will send tax
substantiation acknowledgement to donors.
8. Prepare a final report at end of campaign to be presented to the Board in June.

Buffalo Theatre Ensemble Board of Directors
Audit Committee
The Audit Committee shall be comprised of at least two current Board members. The primary
responsibilities of the Audit Committee are:
1. Oversight of an annual Independent Audit (if an audit is required or requested by the BTE
Board).
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•

Responsible for the appointment, compensation, and oversight of the independent
auditors' work;
• Asks questions of management and the independent auditors to evaluate the audit
process;
• Receive reports directly from the auditors in connection with the audit’s findings, and
• Presents findings to the full Board as a result of recommendations from the auditors
about actions BTE should take to improve its financial reporting and management
practices.
2. Oversight for financial best practices and ensuring strong internal controls.
• In coordination with the full Board, document BTE’s internal controls;
• Recommend policies and procedures to strengthen BTE’s internal controls.
Buffalo Theatre Ensemble Board of Directors
Bylaws Committee

Buffalo Theatre Ensemble Board of Directors
Nominating Committee
Buffalo Theatre Ensemble Board of Directors
Public Outreach Committee

Buffalo Theatre Ensemble Board of Directors
Strategic Planning Committee
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BUFFALO THEATRE ENSEMBLE, CORP.
AMENDMENTS TO THE ARTICLES OF INCORPORATION
ARTICLE IV
PURPOSE
4.01

Purpose
BUFFALO THEATRE ENSEMBLE CORP. is a non-profit corporation and shall operate
exclusively for educational and charitable purposes within the meaning of Section 501 (c)(3) of
the Internal Revenue Code, or the corresponding section of any future Federal tax code. The
purpose of this Corporation is to be an established professional theatre company built around a
resident ensemble and enmeshed in the fabric of the community. The mission of Buffalo Theatre
Ensemble is to educate the people of Illinois in live theatre by providing a forum in which artists,
scholars, writers, students and community members explore new ideas and provocative issues
through the production of professional, high quality theatre for the enjoyment of its
audiences. The resident ensemble will bring professional theatre to DuPage County and at the
same time enhance the training of students in Theatre at the College of DuPage, providing
opportunities for students to develop their talents alongside working theatre artists. The resident
ensemble and visiting artists will play a vital role in both the educational mission of the College of
DuPage (where the theatre will be in residence) and the fabric of the community through:
● producing a season annually containing at least three shows;
● creating master classes;
● presenting demonstrations of theatre arts;
● hosting performance talk backs and subscriber nights; participating in community
outreach; and
● engaging in other activities related to educating the public and the students of the College
of DuPage in live theatre.
It is the further intent of the Corporation to achieve these purposes in accordance with tax-exempt
status provided under the Internal Revenue Code, and any subsequent amendments thereto.
4.02 Non-Profit
BUFFALO THEATRE ENSEMBLE CORP. is designated as a non-profit corporation.
ARTICLE V
NON-PROFIT NATURE
5.01
Non-profit Nature
BUFFALO THEATRE ENSEMBLE CORP. is organized exclusively for charitable and educational
purposes including, for such purposes, the making of distributions to organizations that qualify as
exempt organizations under section 501(c)(3) of the Internal Revenue Code, or corresponding
section of any future federal tax code. No part of the net earnings of BUFFALO THEATRE
ENSEMBLE CORP. shall inure to the benefit of, or be distributable to its members, trustees,
officers, or other private persons, except that the corporation shall be authorized and empowered
to pay reasonable compensation for services rendered and to make payments and distributions in
furtherance of the purposes set forth in the purpose clause hereof.
Notwithstanding any other provision of this document, the corporation shall not carry on any other
activities not permitted to be carried on (a) by any organization exempt from federal income tax
under section 501 (c) (3) of the Internal Revenue Code, corresponding section of any future
federal tax code, or (b) by an organization, contributions to which are deductible under section
170 (c) (2) of the Internal Revenue Code, or corresponding section of any future federal tax code.
BUFFALO THEATRE ENSEMBLE CORP. is not organized and shall not be operated for the private
gain of any person. The property of the corporation is irrevocably dedicated to its educational and
charitable purposes. No part of the assets, receipts, or net earnings of the corporation shall inure
to the benefit of, or be distributed to any individual. The corporation may, however, pay
reasonable compensation for services rendered, and make other payments and distributions
consistent with these Articles.
5.02 Personal Liability
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No officer or director of this corporation shall be personally liable for the debts or obligations of
BUFFALO THEATRE ENSEMBLE CORP. of any nature whatsoever, nor shall any of the property
or assets of the officers or directors be subject to the payment of the debts or obligations of this
corporation.
5.03 Dissolution
Upon termination or dissolution of the BUFFALO THEATRE ENSEMBLE CORP., any assets
lawfully available for distribution shall be distributed to one (1) or more qualifying organizations
described in Section 501(c)(3) of the Internal Revenue Code of 1986 (or described in any
corresponding provision of any successor statute) which organization or organizations have a
charitable purpose which, at least generally, includes a purpose similar to the terminating or
dissolving corporation.
The organization to receive the assets of the BUFFALO THEATRE ENSEMBLE CORP.
hereunder shall be selected by the discretion of a majority of the managing body of BUFFALO
THEATRE ENSEMBLE CORP. and if its members cannot so agree, then the recipient
organization shall be selected pursuant to a verified petition in equity filed in a court of proper
jurisdiction against the BUFFALO THEATRE ENSEMBLE CORP. by one (1) or more of its
managing body which verified petition shall contain such statements as reasonably indicate the
applicability of this section. The court upon a finding that this section is applicable shall select the
qualifying organization or organizations to receive the assets to be distributed, giving preference if
practicable to organizations located within the State of ILLINOIS.
In the event that the court shall find that this section is applicable but that there is no qualifying
organization known to it which has a charitable purpose, which, at least generally, includes a
purpose similar to this corporation, then the court shall direct the distribution of its assets lawfully
available for distribution to the Treasurer of the State of ILLINOIS to be added to the general
fund.
5.04

Prohibited Distributions

No part of the net earnings or properties of this corporation, on dissolution or otherwise, shall
inure to the benefit of, or be distributable to, its members, directors, officers or other private
person or individual, except that the corporation shall be authorized and empowered to pay
reasonable compensation for services rendered and to make payments and distributions in
furtherance of the purposes set forth in Article III, Section 3.01.
5.05

Restricted Activities

No substantial part of the corporation’s activities shall be the carrying on of propaganda, or
otherwise attempting to influence legislation, and the corporation shall not participate in, or
intervene (including the publishing or distribution of statements) in any political campaign on
behalf of or in opposition to any candidate for public office.
5.06

Prohibited Activities

Notwithstanding any other provision of these Articles, the corporation shall not carry on any
activities not permitted to be carried on (I) by a corporation exempt from federal income tax as an
organization described by Section 501(c)(3) of the Internal Revenue Code, or the corresponding
section of any future federal tax code, or (II) by a corporation, contributions to which are
deductible under Section 170(c)(2) of the Internal Revenue Code, or the corresponding section of
any future federal tax code.
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BOARD GOVERNANCE
BTE BOARD of DIRECTORS
AGENDA FORMAT
Board Meetings 4:30 pm 3rd Wednesday
Consent Agenda
Call to Order
Approve Minutes
Timeline
Additions or Changes to Timeline
Reports
Staff Reports
Artistic Director Report
Associated Artistic Director Report
Business Manager Report
Officer Reports
Treasurer Report
Vice-President Report
President Report
Committee Reports
Annual Campaign
Audit
Bylaws and Policy
Nominating
Personnel
Public Outreach
Strategic Planning
Technology
Discussion/Action Items
Unfinished Business
Other Business
Informational Items
Timeline Responsibilities for Current and Coming Month
Dates of Upcoming Meetings
Adjournment
Priorities
Financial Stability, Sustainable Structure, Effective Website, and Engagement within
Manifold Communities
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BOARD MEETING PROCESS
Motion
Main Motion
Second
Discussion
Call the Question (close debate)
Vote
Motion with Amendment
Main Motion
Second
Discussion
Motion to Amend
Second
Discussion
Call the Question (close debate) 2/3 vote
Vote on Amended Motion
If amendment passes, the motion is carried.
If the amendment fails to pass:
Discussion
Call the Question (close debate) 2/3 vote
Vote on Original Motion
Subsidiary Motions may postpone or modify the original motion
● supersede the main motion
● may be applied to any main motion,
● must be decided before the main motion can be acted upon
A subsidiary motion cannot be applied to another subsidiary motion, except:
● to amend
● close or limit debate
● extend the limits of debate
Subsidiary Motions
Point of Personal Privilege – supersedes all motions when conditions prevent full participation,
for example, when it’s too noisy, too cold, etc.
Point of Order – without needing recognition, challenging improper meeting procedure
Amend a Motion – change wording, concept, or other aspects of a motion
Suspend the Rules – move item up the agenda if it might not be considered before adjournment
Refer to Committee – proposal needs more investigation
Postpone Definitely – Postpone motion to a specific time to reconsider
Postpone Indefinitely – Kill a motion
Limit Debate – set a limit of time of number of speakers when debate goes on too long 2/3 vote
Previous Question – closes debate for immediate vote.

QUORUM AND BYLAWS AMENDMENTS
Motions that violate the bylaws are improper and cannot be brought to the table.
ARTICLE IV BOARD OF DIRECTORS
H. QUORUM: A majority of the Board of Directors then in office shall constitute a quorum.
I. MANNER OF ACTING: The act of the majority of the Directors present at a meeting at which a quorum is present
shall be the act of the Board of Directors….
ARTICLE XI AMENDMENT OF BYLAWS
These Bylaws may be amended or repealed and new Bylaws may be adopted by a vote of two-thirds (2/3) of the Directors
then in office. However, the amendment, repeal, or addition to the Bylaws may occur only at a regular or special meeting
of the Board of Directors called for that purpose, and then only with seven (7) days written notice of the intention to
amend, repeal or adopt new Bylaws at such meeting
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BUFFALO THEATRE ENSEMBLE BOARD OF DIRECTORS
CODE OF ETHICS
ARTICLE I
PURPOSES
The Buffalo Theatre Ensemble Code of Ethics provides ensemble members, directors,
employees, and volunteers with standards of expected behavior in implementing and furthering
BTE’s mission.
ARTICLE II
STANDARDS OF EXPECTED BEHAVIOR
Ensemble members, directors, employees, and volunteers will be mindful of the trust our
communities have placed in BTE and will act with professionalism and integrity in their work, and
in interactions with BTE’s manifold communities. Ensemble members, directors, employees, and
volunteers will:
● Treat all individuals with dignity, respect, and justice;
● Use resources entrusted to BTE appropriately and efficiently to implement and achieve
BTE’s mission, and account for how resources are used;
● Act honestly, truthfully and with integrity in all transactions and dealings;
● Avoid conflicts of interest, and appropriately resolve actual or apparent conflicts of
interest;
● Act responsibly toward our communities and for the benefit of those we serve;
● Be responsible, transparent and accountable for all of our actions;
● Adhere to accepted business standards of conduct;
● Comply with all applicable laws and regulations;
Individuals will not engage in any illegal, fraudulent, dishonest, negligent or otherwise unethical
action while acting on behalf of or representing Buffalo Theatre Ensemble, and will promptly
report suspicion of violations of the Code of Ethics.
ARTICLE III
REPORTING
BTE ensemble members, directors, employees, and volunteers shall report concerns about
violations of the Code of Ethics, and BTE shall investigate credible complaints of such actions.
Concerns about violations shall be reported to the BTE Board President and the BTE Artistic
Director. If the BTE Board President is suspected of prohibited activities, concerns shall be
reported to the BTE Board Vice-President and the BTE Artistic Director. If the BTE Artistic
Director is suspected of prohibited activities, concerns shall be reported to the BTE Board
President and Vice-President.
ARTICLE IV
PROTECTION FROM RETALIATION
Buffalo Theatre BTE retaliation for reporting suspected activity. No ensemble member, director,
employee, or volunteer who in good faith reports suspected violations shall suffer harassment,
retaliation, or other consequence because of reporting a concern. Retaliation against someone
who has reported a suspected violation in good faith shall result in appropriate correction of the
retaliating individual, up to and including dismissal.
The protection afforded by this policy does not prohibit appropriate response or consequences for
valid performance-related factors in the usual scope of job responsibilities and duties.
Individuals who intentionally make false allegations shall be subject to disciplinary action up to
and including dismissal.
Approved 17 January 2018
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BYLAWS of the BUFFALO THEATRE ENSEMBLE CORPORATION
ARTICLE I
NAME AND PURPOSE
A. The name of the Corporation is BUFFALO THEATRE ENSEMBLE CORP.
B. This Corporation is incorporated under the Illinois Not For Profit Corporation Act of 1986.
C. The purpose of this corporation is to be an established professional theatre company built
around a resident ensemble and enmeshed in the fabric of the community. The mission of Buffalo
Theatre Ensemble is to educate the people of Illinois in live theatre by providing a forum in which
artists, scholars, writers, students and community members explore new ideas and provocative
issues through the production of professional, high quality theatre for the enjoyment of its
audiences. The resident ensemble will bring professional theatre to DuPage County and at the
same time enhance the training of students in Theatre at the College of DuPage, providing
opportunities for students to develop their talents alongside working theatre artists. The resident
ensemble and visiting artists will play a vital role in both the educational mission of the College of
DuPage (where the theatre will be in residence) and the fabric of the community through:
● producing a season annually containing at least three shows;
● creating master classes;
● presenting demonstrations of theatre arts;
● hosting performance talk backs and subscriber nights; participating in community
outreach; and
● engaging in other activities related to educating the public and the students of the College
of DuPage in live theatre.
It is the further intent of the Corporation to achieve these purposes in accordance with tax-exempt
status provided under the Internal Revenue Code, and any subsequent amendments thereto.
ARTICLE II
OFFICES
The Corporation shall have and continuously maintain in DuPage County, Illinois, a registered
office and a registered agent and may have other offices within or outside the State of Illinois, all
as the Board of Directors may from time to time determine.
ARTICLE III
MEMBERS AND MEMBERSHIP
A. The Corporation shall have such members and classes of members as the Board of Directors
may from time to time determine to be in the best interest of the Corporation.
B. The existence, terms, conditions, and qualifications of members and membership and each
class thereof shall be set forth in these Bylaws and shall be established in accordance with such
requirements as may be necessary for amendment to the Bylaws.
C. Whether or not any class of members or membership shall be voting or non-voting shall be
within the determination of the Board of Directors in establishing said class.
ARTICLE IV
BOARD OF DIRECTORS
A. GENERAL. POWERS: The affairs of the Corporation shall be managed by its Board of
Directors.
B. TENURE, NUMBER AND QUALIFICATIONS:
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1. The Board of Directors shall consist of at least five (5) and not more than
fifteen (15) Directors. At all times at least 1/3 but less than 1/2 of the directors
shall be ensemble members.
2. Except for those Directors selected to fill an unexpired term, each Director selected
shall serve a three (3) year term or until his or her successor is elected and qualified.
3. Each Director must be a resident of Illinois.
4. Terms shall be allotted so as to provide that the Board of Directors shall consist of
roughly equal numbers of Directors with terms expiring each year.
C. SELECTION: Directors shall be selected by the Board of Directors.
D. CHAIRPERSON: The Board of Directors, at the annual meeting, shall nominate and elect from
its members a Chairperson who shall preside at all meetings of the Board of Directors. The
individual serving as Chairperson may, or may not, simultaneously hold the position of President.
The Chairperson shall serve a term of one (1) year.
E. ANNUAL AND REGULAR MEETINGS:
1. The Board of Directors shall hold an annual meeting on such date and time in
January at such place designated by the Board of Directors in December of the
preceding year. Written notice of such meeting shall be given to each Director not
less than thirty (30) days prior to the annual meeting. This notice may be delivered
electronically, by fax or by mail. The annual meeting shall be for the purpose of
electing officers for the ensuing year, electing Directors to regular terms and to
provide an annual report of the activities of the Corporation to the Directors.
2. The Board of Directors shall meet no fewer than four (4) times a year at dates and
times designated by the Board. Written notice of any regular meeting shall be given
to each Director not less than thirty (30) days prior to such regular meeting. This
notice may be delivered electronically, by fax or by mail.
F. SPECIAL MEETINGS: Special meetings of the Board of Directors shall be held at the call of
the President of the Corporation, Chairman of the Board of Directors, or any three Directors. The
person or persons authorized to call special meetings of the Board may fix any place within
DuPage County as the place for the holding of any special meeting of the Directors called by
them. Notice of the time, date and location of any special meeting shall be given to each director
not less than forty-eight (48) hours prior to the special meeting. The notice must specify the
purpose of the special meeting. Only those items set forth in the notice may be addressed at a
special meeting.
G. WAIVER: Any Director may waive notice of any meeting. The attendance of a Director at any
meeting shall constitute waiver of notice of such meeting, except where a Director attends a
meeting for the express purpose of objecting to the transaction of any business by reason of the
deficiency of notice.
H. QUORUM: A majority of the Board of Directors then in office shall constitute a quorum. If less
than a majority of the Directors then in office are present at a meeting, a majority of the Directors
present may adjourn the meeting without further notice.
I. MANNER OF ACTING: The act of the majority of the Directors present at a meeting at which a
quorum is present shall be the act of the Board of Directors, except where otherwise provided by
law or by these Bylaws. No Director may act or vote by proxy.
J. REMOVAL: A Director may be removed from office upon a majority vote of the Directors then
in office. Removal may be with or without cause whenever in the judgment of the Directors that
the best interest of the Corporation would be served thereby.
A Director shall not be removed, however, except on written motion to such purpose submitted in
writing to the Director not less than ten (10) days or more the twenty-one (21) days prior to a
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regularly scheduled meeting or a special meeting called for the purpose of acting upon said
motion. Said motion shall be submitted to the Director by mail or electronic means.
K. COMPENSATION: Directors shall not receive any compensation for their services as
Directors.
I. NONLIABILITY OF DIRECTORS: The directors shall not be personally liable for the debts,
liabilities, or other obligations of the corporation.
J. INDEMNIFICATION BY CORPORATION OF DIRECTORS AND OFFICERS: The directors and
officers of the corporation shall be indemnified by the corporation to the fullest extent permissible
under the laws of this state.
K. INSURANCE FOR CORPORATE AGENTS: Except as may be otherwise provided under
provisions of law, the board of directors may adopt a resolution authorizing the purchase and
maintenance of insurance on behalf of any agent of the corporation (including a director, officer,
employee, or other agent of the corporation) against liabilities asserted against or incurred by the
agent in such capacity or arising out of the agent’s status as such, whether or not the corporation
would have the power to indemnify the agent against such liability under the articles of
incorporation, these bylaws, or provisions of law.
ARTICLE V
OFFICERS
A. OFFICERS:
1. The officers of the Corporation shall be a President, one or more Vice Presidents (the
number thereof to be determined by the Board of Directors), a Treasurer, a
Secretary, and other such officers as may be elected in accordance with the
provisions of this Article.
2. The Board of Directors may elect or appoint such other officers, including one or
more Assistant Treasurers and one or more Assistant Secretaries, as it shall deem
desirable, such officers to have that authority and perform those duties prescribed,
from time to time, by the Board of Directors.
3. No person shall hold more than one (1) office at the same time, except that same
person may be Treasurer and Secretary or Chairperson and President.
B. ELECTION AND TERM OF OFFICE: The officers of the Corporation shall be elected annually
by the Board of Directors at the annual meeting of the Board of Directors. If the election of officers
shall not be held at such meeting, such election shall be held as soon thereafter as may be
convenient. Vacancies may be filled or new offices created and filled at any regular or special
meeting of the Board of Directors. Each officer shall hold office until his/her successor shall have
been duly elected and qualified.
C. REMOVAL: Any officer or agent elected or appointed by the Board of Directors may be
removed by the Board of Directors with or without cause whenever in its judgment the best
interests of the Corporation would be served thereby, but such removal shall be without prejudice
to the contract rights, if any, of the person so removed.
D. VACANCIES: A vacancy in any office because of death, resignation, removal, disqualification
or otherwise may be filled by the Board of Directors for the unexpired portion of the term.
E. PRESIDENT: The President shall be the principal executive officer of the Corporation and shall
in general supervise all of the business and affairs of the Corporation. The President may sign,
with the Secretary or any other proper officer of the Corporation authorized by the Board of
Directors, any deeds, mortgages, bonds, contracts, or other instruments which the Board of
Directors have authorized to be executed, except in cases where the signing and execution
thereof shall be expressly delegated by the Board of Directors or by statute to some other officer

27

or agent of the Corporation; and, in general, shall perform all duties incident to the office of
President and such other duties as may be prescribed by the Board of Directors from time to
time.
F. VICE PRESIDENT: Any Vice President shall assist the President and act for and on behalf of
the President in his or her absence or in the event of his or her inability to act as such, including
the performance of the duties and the signing of documents as set forth herein. In addition, the
Vice President shall perform all duties incident to the office of Vice President and such other
duties as may be prescribed by the Board of Directors or the President from time to time.
G. TREASURER: If required by the Board of Directors, the Treasurer shall give a bond for the
faithful discharge of his or her duties in such sum and with such surety or sureties as the Board of
Directors shall determine. The Corporation shall assume the cost of such bond. He or she shall
have charge and custody of and be responsible for all funds and securities of the Corporation;
receive and give receipts for monies due and payable to the Corporation from any source
whatsoever, and deposit, all such monies in the name of the Corporation in such banks, trust
companies or other depositories, as shall be selected in accordance with the provisions of these
Bylaws; and in general, perform all the duties incident to the office of Treasurer and such other
duties as from time to time may be assigned to him or her by the President or by the Board of
Directors.
H. SECRETARY: The Secretary shall keep the minutes of the meetings of the Board of Directors
in one or more books provided for that purpose; see that all notices are duly given in accordance
with the provisions of the Bylaws or as required by law; be custodian of the corporate records;
keep a register of the post office address and e-mail address of each Director which shall be
furnished to the Secretary by such Director; and in general perform all duties incident to the office
of Secretary and such other duties as from time to time may be assigned to him or her by the
President or the Board of Directors.
I. ASSISTANT TREASURERS AND ASSISTANT SECRETARIES: If required by the Board of
Directors, any Assistant Treasurers shall give bonds for the faithful discharge of their duties in
such sums and with such sureties as the Board of Directors shall determine. The Corporation
shall assume the cost of such bond. Any Assistant Treasurers and Assistant Secretaries, in
general, shall perform such duties as shall be assigned to them by the Treasurer or the
Secretary, respectively, or the President or the Board of Directors.
ARTICLE VI
COMMITTEES
A. There shall be such committees, both standing and ad hoc, as established by the Board of
Directors, provided, however, that each such committee shall contain at least one (1) Director. All
members of any committee serve at the pleasure of the Board of Directors. Any member of any
committee may be removed from that committee by resolution of the Board of Directors.
B. Unless otherwise provided by the Board of Directors upon creation of the committee, each
committee shall serve in an advisory capacity to the Board of Directors and shall be without
authority to act on behalf of the Corporation or to bind the Corporation in any regard.
C. Each committee shall adopt such rules for its operation not inconsistent with these Bylaws or
with the Illinois Not For Profit Corporation Act of 1986 or with rules adopted by the Board of
Directors.
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ARTICLE VII
ARTISTIC DIRECTOR
A. The Artistic Director of the Corporation shall have the sole responsibility for the selection of
and production of plays and other performances sponsored by the Corporation, all educational
programs of the Corporation, and the hiring and firing of all actors, directors and artistic staff.
B. The Artistic Director shall be an employee hired by the Board of Directors. The status of the
Artistic Director as an employee shall not prohibit the Artistic Director from also serving as a
Director of the Corporation or an officer of the Corporation.
C. The Artistic Director shall be hired for a term of not less than five (5) years. This term is
renewable at the discretion of the board. The Artistic Director may be removed by the Board of
Directors, with or without cause, whenever in its judgment the best interest of the Corporation
would be served thereby, but such removal shall require a two-thirds vote of the Directors, a twothirds vote of the ensemble and, shall be without prejudice to the contract rights, if any, of the
person so removed.
ARTICLE VIII
CONTRACTS AND FINANCES
A. CONTRACTS: The Board of Directors may authorize any officer or officers of the Corporation
and/or the Artistic Director, in addition to the officers so authorized by these Bylaws, to enter into
any contract or execute and deliver any instrument in the name of and on behalf of the
Corporation and such authority may be general or confined to specific instances.
B. CHECKS, DRAFT, ETC.: All checks, drafts, or other orders for the payment of money, notes,
or other evidences of indebtedness issued in the name of the Corporation shall be signed by the
Artistic Director and/or such officer or officers of the Corporation and in such manner as
determined by resolution of the Board of Directors. In the absence of such determined by the
Board of Directors, such instruments shall be signed by the Treasurer of the Corporation.
C. DEPOSITS: All funds of the Corporation shall be deposited from time to time to the credit of
the Corporation in such banks, trust companies, or other depositories as the Board of Directors
may select.
D. GIFTS: The Board of Directors may accept and decline on behalf of the Corporation any
contribution, gift, grant (whether governmental or private), bequest or devise for the general
purposes or for any special purpose of the Corporation.
ARTICLE IX
MISCELLANEOUS
A. BOOKS AND RECORDS: The Corporation shall keep correct and complete books and
records of account and shall also keep minutes of the proceedings of its Board of Directors and
committees having any of the authority of the Board of Directors. All books and records of the
Corporation may be inspected by any Director, or his or her agent, or attorney, for any proper
purpose at any reasonable time without special advance notice.
B. FISCAL YEAR: The fiscal year of the Corporation shall run from July 1 to June 30.
C. SEAL: The Board of Directors shall provide for a corporate seal, which shall have inscribed
thereon the name of the Corporation and shall be affixed to such official documents as may be
necessary and appropriate.
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D. NOTICE:
1. Any notice required to be given under the provisions of the Illinois Not For Profit
Corporation Act of 1986 or under the provisions of the Articles of Incorporation of this
Corporation or the Bylaws of this Corporation or for regular and annual meetings of
the Board of Directors shall be given by mail, postage paid, or electronically to the
party at the address maintained by the Secretary of the Corporation in the books and
records of the Corporation. If by mail, the notice shall be deemed to be given at the
time it is deposited in the U.S. mail in DuPage or Cook County, Illinois.
2. Any notice required to be given under the Bylaws of this Corporation for a special
meeting of the Board of Directors shall be oral, telephonic, electronic by facsimile or
by mail and shall be deemed to have been given at the time properly initiated by the
person giving notice, provided that a sworn statement swearing proper notice is filed
with the Secretary of the Corporation not later than the close of the special meeting.
E. WAIVER OF NOTICE: Whenever any notice is required to be given under the provisions of the
General Illinois Not For Profit Corporation Act of 1986 or under the provisions of the Articles of
Incorporation or the Bylaws of the Corporation, a waiver -- other than the situation addressed in
Article IV(G) -- thereof in writing signed by the persons entitled to such notice, whether before or
after the time stated therein, shall be deemed equivalent to the giving of such notice.
F. CONDUCT OF MEETINGS: The Board of Directors may adopt such rules and regulations for
the conduct of its meetings as it deems necessary and appropriate. In the absence of such rules
and to the extent such rules do not conflict therewith, the meetings of the Board of Directors, the
Corporation, and any committee shall be conducted in accordance with the most recent edition of
Robert’s Rules of Order.
ARTICLE X
DISSOLUTION
In the event of the final dissolution of the Corporation, all of the assets remaining after payment of
or allowances for all debts, obligations, or liabilities of the corporation, shall be paid and distributed
as follows:
A. To such organization designated by the Board of Directors which organization shall have a
similar or related purpose to this Corporation’s, if at the time of distribution that organization
qualifies as an organization to whom final distribution by this Corporation would not jeopardize its
standing as a not-for-profit corporation or as an organization exempt under section 501(c)(3) of
the Internal Revenue Code or any other succeeding or corresponding section; or
B. In the event distribution may not be made pursuant to Section A, then to scholarship devoted
to the Dramatic Arts administered by the Foundation of the College of DuPage.
ARTICLE XI
AMENDMENT OF BYLAWS
These Bylaws may be amended or repealed and new Bylaws may be adopted by a vote of twothirds (2/3) of the Directors then in office. However, the amendment, repeal, or addition to the
Bylaws may occur only at a regular or special meeting of the Board of Directors called for that
purpose, and then only with seven (7) days written notice of the intention to amend, repeal or adopt
new Bylaws at such meeting, Such notice shall generally specify the nature of the intended
amendment or change or new Bylaw.
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ARTICLE XII
BOARD OF ADVISORY TRUSTEES
A. SELECTION OF THE BOARD OF ADVISORY TRUSTEES: The advisory board members
shall be selected by majority vote of the Board of Directors and shall serve for three years with
renewal terms at the discretion, by majority vote, of the Board of Directors. The Board of Advisory
Directors shall not have voting rights.
B. NUMBER OF ADVISORY BOARD MEMBERS AND QUALIFICATIONS:
1. The Board of Advisory Directors shall consist of a total number of advisory
directors set at the discretion of the Board of Directors.
2 Members of the Board of Advisory Directors shall be selected for their dedication to
Buffalo Theatre Ensemble and its endeavors. Members of the Board of Advisory
Directors shall be selected on the basis of their standing in the local government and
local community as well as their interest in supporting and assisting the performing
arts in DuPage County.
3 Members of the Board of Advisory Directors shall assist Buffalo Theatre Ensemble
with the benefit of their talent and experience, in addition to the donation or raising of
$2,500 in cash, kind, services, or ticket sales per year. This requirement may be
waived at the discretion of the Board of Directors and is not applicable to
governmental officials.
C. DUTIES OF THE BOARD OF ADVISORY TRUSTEES: The Board of Advisory Directors shall
attend the annual meeting of the Board of Advisory Directors of Buffalo Theatre Ensemble in
each calendar year in which the advisory board member serves. Advisory Directors may also be
requested to attend events hosted by the Board of Directors of Buffalo Theatre Ensemble for the
purpose of advancing the interests of Buffalo Theatre Ensemble.
D. COMPENSATION: Advisory Directors shall not receive any compensation for their services.
Passed May 12, 2016
Amended December 13, 2017
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POLICIES
of the
BUFFALO THEATRE ENSEMBLE
BOARD OF DIRECTORS
COMPENSATION POLICY
ARTICLE I
PURPOSES
Buffalo Theatre Ensemble implements fiscal policies to:
● Ensure transparency and integrity in all financial transactions and reporting;
● Protect BTE’s assets;
● Maintain accurate financial records;
● Provide a framework for fiscal decision-making;
● Establish operating procedures;
● Ensure compliance with federal, state, and local legal and reporting requirements
ARTICLE II
APPROVAL OF COMPENSATION
The Board of Directors shall determine compensation of the Artistic Director, Associate Artistic
Director, and Business Manager.
The Board of Directors will approve salary and salary ranges for staff.
In compliance with IRS regulations to ensure that compensation is no more than reasonable, a
Personnel Committee:
● Will review comparability data
● Ensure documentation of the board's consideration and approval in meeting minutes
ARTICLE III
PAYROLL
Payroll shall be executed periodically.
The Business Manager shall ensure paychecks or direct deposits are made promptly to each
employee, payroll taxes are paid, and W-2 and 1099 forms are prepared and distributed.
The Treasurer shall verify monthly payroll expenses.
Approved 17 January 2018
Amended 18 April 2018

COMPOSITION OF BUFFALO THEATRE ENSEMBLE BOARD OF DIRECTORS
POLICY
At least one third, but less than one half of the members of the Buffalo Theatre Ensemble Board
of Directors shall be BTE Ensemble members.
Buffalo Theatre Ensemble members shall hold neither the office of President nor the office of
Treasurer.
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CONFLICT OF INTEREST POLICY AND AGREEMENT
ARTICLE I
PURPOSES
It is important for Buffalo Theatre Ensemble Corp. directors, officers, and staff to be aware that
both real and apparent conflicts of interest or dualities of interest sometimes occur in the course
of conducting the affairs of the corporation and that the appearance of conflict can be
troublesome even if there is in fact no conflict whatsoever. Conflicts occur because the many
persons associated with the corporation should be expected to have, and do in fact generally
have multiple interests and affiliations and various positions of responsibility within the
community. In these situations a person will sometimes owe identical duties of loyalty to two or
more corporations. The purpose of the conflict of interest policy is to protect the corporation’s
tax-exempt interest when it is contemplating entering into a transaction or arrangement that might
benefit the private interest of an officer or director of the corporation or might result in a possible
excess benefit transaction. The policy is intended to supplement but not replace any applicable
state and federal laws governing conflict of interest applicable to nonprofit and charitable
organizations.
Conflicts are undesirable because they potentially or eventually place the interests of others
ahead of the corporation’s obligations to its charitable purposes and to the public
interest. Conflicts are also undesirable because they often reflect adversely upon the person
involved and upon the institutions with which they are affiliated, regardless of the actual facts or
motivations of the parties. However, the long-range best interests of the corporation do not
require the termination of all association with persons who may have real or apparent conflicts
that are harmless to all individuals or entities involved.
Each member of the board of directors and the staff of the corporation has a duty of loyalty to the
corporation. The duty of loyalty generally requires a director or staff member to prefer the
interests of the corporation over the director’s/staff’s interest or the interests of others. In
addition, directors and staff of the corporation shall avoid acts of self-dealing which may
adversely affect the tax-exempt status of the corporation or cause there to arise any sanction or
penalty by a governmental authority.
In connection with any actual or possible conflict of interest, an interested person must disclose
the existence of the financial interest and be given the opportunity to disclose all material facts to
the directors and members of committees with governing board delegated powers considering the
proposed transaction or arrangement.
ARTICLE II
DEFINITIONS
2.1 Interested Person
Any director, principal officer, or member of a committee with governing board delegated powers,
who has a direct or indirect financial interest, as defined below, is an interested person.
2.2 Financial Interest
A person has a financial interest if the person has, directly or indirectly, thorough business,
investment, or family:
(a) An ownership or investment interest in any entity with which the corporation has a
transaction or arrangement,
(b) A compensation arrangement with the corporation or with any entity or individual with
which the corporation has a transaction or arrangement, or
(c) A potential ownership or investment interest in, or compensation arrangement with, any
entity or individual with which the corporation is negotiating a transaction or arrangement.
Compensation includes direct and indirect remuneration as well as gifts or favors that are not
insubstantial. A financial interest is not necessarily a conflict of interest. Under Article III,

33

Section 2, a person who has a financial interest may have a conflict of interest only if the
appropriate governing board or committee decides that a conflict of interest exists.
ARTICLE III
PROCEDURES
3.1 Duty to Disclose
In connection with any actual or possible conflict of interest, an interested person must disclose
the existence of the financial interest and be given the opportunity to disclose all material facts to
the directors and members of committees with governing board delegated powers considering the
proposed transaction or arrangement
3.2 Determining Whether a Conflict of Interest Exists
After disclosure of the financial interest and all material facts, and after any discussion with the
interested person, he/she shall leave the governing board or committee meeting while the
determination of a conflict of interest is discussed and voted upon. The remaining board or
committee members shall decide if a conflict of interest exists.
3.3 Procedures for Addressing the Conflict of Interest
(a) An interested person may make a presentation at the governing board or committee
meeting, but after the presentation, he/she shall leave the meeting during the discussion of,
and the vote on, the transaction or arrangement involving the possible conflict of interest.
(b) The chairperson of the governing board or committee shall, if appropriate, appoint a
disinterested person or committee to investigate alternatives to the proposed transaction or
arrangement.
(c) After exercising due diligence, the governing board or committee shall determine
whether the corporation can obtain with reasonable efforts a more advantageous transaction
or arrangement from a person or entity that would not give rise to a conflict of interest.
(d) If a more advantageous transaction or arrangement is not reasonably possible under
circumstances not producing a conflict of interest, the governing board or committee shall
determine by a majority vote of the disinterested directors whether the transaction or
arrangement is in the corporation’s best interest, for its own benefit, and whether it is fair and
reasonable. In conformity with the above determination it shall make its decision as to
whether to enter into the transaction or arrangement.
3.4 Violations of the Conflicts of Interest Policy
(a) If the governing board or committee has reasonable cause to believe a member has
failed to disclose actual or possible conflicts of interest, it shall inform the member of the
basis for such belief and afford the member an opportunity to explain the alleged failure to
disclose.
(b) If, after hearing the member’s response and after making further investigation as
warranted by the circumstances, the governing board or committee determines the member
has failed to disclose an actual or possible conflict of interest, it shall take appropriate
disciplinary and corrective action.
ARTICLE IV
RECORDS OF PROCEEDINGS
4.1 Minutes
The minutes of the governing board and all committees with board delegated powers shall
contain:
(a) The names of the persons who disclosed or otherwise were found to have a financial
interest in connection with an actual or possible conflict of interest, the nature of the financial
interest, any action taken to determine whether a conflict of interest was present, and the
governing board’s or committee’s decision as to whether a conflict of interest in fact existed.
(b) The names of the persons who were present for discussions and votes relating to the
transaction or arrangement, the content of the discussion, including any alternatives to the
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proposed transaction or arrangement, and a record of any votes taken in connection with the
proceedings.
ARTICLE V
COMPENSATION
5.1 A voting member of the governing board who receives compensation, directly or indirectly,
from the corporation for services is precluded from voting on matters pertaining to that member’s
compensation.
5.2 A voting member of any committee whose jurisdiction includes compensation matters and
who receives compensation, directly or indirectly, from the corporation for services is precluded
from voting on matters pertaining to that member’s compensation.
5.3. No voting member of the governing board or any committee whose jurisdiction includes
compensation matters and who receives compensation, directly or indirectly, from the
corporation, either individually or collectively, is prohibited from providing information to any
committee regarding compensation.
ARTICLE VI
ANNUAL STATEMENTS
Each director, principal officer and member of a committee with governing board-delegated
powers shall annually sign a statement that affirms such person:
(a) Has received a copy of the conflicts of interest policy,
(b) Has read and understands the policy,
(c) Has agreed to comply with the policy, and
(e) Understands that the corporation is charitable and in order to maintain its federal tax
exemption it must engage primarily in activities which accomplish one or more of its taxexempt purposes.
ARTICLE VII
PERIODIC REVIEWS
To ensure the corporation operates in a manner consistent with charitable purposes and does not
engage in activities that could jeopardize its tax-exempt status, periodic reviews shall be
conducted. The periodic reviews shall, at a minimum, include the following subjects:
(a) Whether compensation arrangements and benefits are reasonable, based on competent
survey information and the result of arm’s length bargaining.
(b) Whether partnerships, joint ventures, and arrangements with management corporations
conform to the corporation’s written policies, are properly recorded, reflect reasonable
investment or payments for goods and services, further charitable purposes and do not result
in inurnment, impermissible private benefit or in an excess benefit transaction.
ARTICLE VIII
USE OF OUTSIDE EXPERTS
When conducting the periodic reviews as provided for in Article VII, the corporation may, but need
not, use outside advisors. If outside experts are used, their use shall not relieve the governing
board of its responsibility for ensuring periodic reviews are conducted.
CERTIFICATE OF ADOPTION OF CONFLICT OF INTEREST
POLICY AND AGREEMENT
I do hereby certify that the above stated Conflict of Interest Policy and Agreement for Buffalo
Theatre Ensemble Corp. were approved and adopted by the board of directors on Saturday, May
11, 2016 and constitute a complete copy of the Conflict of Interest Policy of the corporation.
Secretary_______________
Date: ________________
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DOCUMENT RETENTION POLICY
ARTICLE I
PURPOSES
The purpose of the Buffalo Theatre Ensemble Board of Director’s Document Retention Policy is
to:
● appropriately conserve operational, historical, and legal information relevant to BTE,
● ensure this that essential information is accessible to inform decision-making, and
● comply with good governance practices recommended by the IRS.
ARTICLE II
DOCUMENTS TO BE RETAINED PERMANENTLY
The Business Manager and BTE Board Secretary will permanently and separately retain copies
of:
● Articles of Incorporation and Amendments to the Articles of Incorporation
● Bylaws and Amendments to the Bylaws
● College of DuPage-McAninch Arts Center In-Residence Rental and Working Agreements
● Board Minutes
● Legal Correspondence
● BTE Annual Reports
● Board Policies
The Business Manager and BTE Board Treasurer will permanently and separately retain copies
of:
● Illinois Sales Tax Exemption Certificate
● Illinois Business Authorization Certificate
● Illinois Domestic/Foreign Corporation Annual Report (Form NFP 114.05)
● Accounting journals/ledgers
● Audit Reports
● Financial Statements
● Tax Returns
The Business Manager and Artistic Director will permanently and separately retain copies of:
● Endowment records
● Donor records
● Insurance Policies
ARTICLE III
DOCUMENTS TO BE RETAINED FOR A LIMITED PERIOD OF TIME
The Business Manager and BTE Board Treasurer will separately retain, for seven years copies
of:
● Accounts payable records
● Accounts receivable records
● Banking records
The Business Manager and Artistic Director will separately retain, for seven years copies of:
● Budgets
● Accident Reports
● Contracts/leases/license agreements
● Contract invoices (after the term of the contract ends)
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ARTICLE IV
EMPLOYMENT RECORDS
The Business Manager will retain all employment records:
● Employment announcements & advertisements 2 years
● Employment applications (non-employees)
2 years
● Employee injury records
20 years
● Employee records (including health)
5 years after employment

Approved 15 November 2017

EXPENDITURE APPROVAL AND REIMBURSEMENT POLICY
ARTICLE I
PURPOSES
Buffalo Theatre Ensemble implements fiscal policies to:
● Ensure transparency and integrity in all financial transactions and reporting;
● Protect BTE’s assets;
● Maintain accurate financial records;
● Provide a framework for fiscal decision-making;
● Establish operating procedures;
● Ensure compliance with federal, state, and local legal and reporting requirements.
Buffalo Theatre Ensemble will reimburse individuals for reasonable and necessary expenditures
incurred on behalf of BTE in implementing and furthering its mission.
ARTICLE II
AUTHORIZATION AND REIMBURSEMENT FOR EXPENDITURES
Reimbursement shall be provided, without prior authorization, for expenditures up to and
including $500.00 incurred in the usual and customary operation of BTE. These included, but not
limited to, such items as postage, printing, office supplies, and refreshments for Subscriber
Nights, High School Ambassadors, and BTE-sponsored activities.
Reimbursement shall be provided, only with prior authorization, for expenditures exceeding
$500.00 incurred in the usual and customary operation of Buffalo Theatre Ensemble, and not
otherwise specified in the approved budget.
ARTICLE III
SUBMITTING REIMBURSEMENT REQUESTS
Requests for reimbursement are to be submitted promptly on the BTE expense-reimbursementform.
The Business Manager shall maintain records of reimbursement forms and receipts.

Approved 17 January 2018
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FINANCIAL AUDIT POLICY
ARTICLE I
PURPOSES
Buffalo Theatre Ensemble implements fiscal policies to:
● Ensure transparency and integrity in all financial transactions and reporting;
● Protect BTE’s assets;
● Maintain accurate financial records;
● Provide a framework for fiscal decision-making;
● Establish operating procedures;
● Ensure compliance with federal, state, and local legal and reporting requirements
ARTICLE II
AUDIT COMMITTEE
The Buffalo Theatre Ensemble Board of Directors shall appoint an Audit Committee to review all
financial transactions in preparation for the annual professional audit review.
The Audit Committee shall have board oversight to examine any and all financial records.
The Audit Committee may be comprised of board, staff, and volunteer members, but a majority of
committee members shall be board members.
The Audit Committee shall have direct responsibility to oversee the implementation of the Annual
Financial Audit.
The Audit Committee shall report the final results of the internal audit to the Board of Directors.
ARTICLE III
ANNUAL PROFESSIONAL AUDIT
Buffalo Theatre Ensemble shall have an audit of its financial statements, provided by a
professional auditor, within 4 months of the end of each fiscal year.
The Business Manager and Treasurer shall assist when necessary in the audit preparation.
If the audit report is other than unqualified, or if the auditors report material weaknesses in
internal controls or reportable conditions, a representative of the audit firm shall be required to
make a presentation to the Board
The Business Manager and Treasurer shall ensure that Form 990 is prepared and submitted to
the IRS in a timely manner. The Board of Directors shall review the completed Form 990 before
its submission to the IRS.
Approved 17 January 2018
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FINANCIAL DISCLOSURE POLICY
ARTICLE I
PURPOSES
Buffalo Theatre Ensemble implements fiscal policies to:
● Ensure transparency and integrity in all financial transactions and reporting;
● Protect BTE’s assets;
● Maintain accurate financial records;
● Provide a framework for fiscal decision-making;
● Establish operating procedures;
● Ensure compliance with federal, state, and local legal and reporting requirements
ARTICLE II
DISCLOSURE OF POTENTIAL CONFLICTS OF INTEREST
In accordance with Buffalo Theatre Ensemble’s Conflict of Interest Policy, and to ensure that all
directors act solely in the interests of BTE without regard to personal interest:
● directors shall disclose potential conflicts of interest before accepting a BTE board
position; and
● key employees (Artistic Director, Associate Artistic Director, and Business Manager) shall
disclose potential conflicts of interest at the time an application for employment is
submitted.
ARTICLE III
AVOIDANCE OF CONFLICTS OF INTEREST
A statement of activity including revenues and expenditures shall be provided to all board
members prior to the monthly board meeting.
Board members shall refrain from voting on any matter that poses a potential conflict of interest.
At the June Board of Directors Meeting, board members will review and disclose any potential
conflict.
ARTICLE V
DISCLOSURE OF FINANCIAL INFORMATION
BTE shall produce and annual report that is available to the public.
BTE shall make available for public inspection its:
● Exemption Application and Document
● Annual Tax Return (Form 990-T) for the previous three years
● Annual Reports
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NONDISCRIMINATION AND ANTI-HARASSMENT POLICY
ARTICLE I
PURPOSES
Buffalo Theatre Ensemble members, directors, employees, and volunteers will treat all individuals
with respect and dignity. Each employee has the right to work in an atmosphere that ensures
equal employment opportunity and prohibits discriminatory practices and harassment. All
relationships among persons in the workplace will be professional and free of bias, prejudice, and
harassment.

ARTICLE II
DEFINITIONS
Harassment
Harassment is any verbal or physical conduct that denigrates or shows hostility or aversion
toward an individual because of race, creed, color, marital status, sex, religion, national origin,
class origin, nationality, class, age, physical or mental disability, gender identity, or sexual
orientation or any other characteristic protected by law and that:
● Has the purpose or effect of creating an intimidating, hostile, or offensive work
environment;
● Has the purpose or effect of unreasonably interfering with an individual's work
performance; or
● Otherwise adversely affects an individual's employment opportunities.
Harassment may include, but is not limited to: epithets, slurs, or negative stereotyping;
threatening, intimidating, or hostile acts; denigrating jokes and display or circulation in the
workplace of written or graphic material that denigrates or shows hostility or aversion toward an
individual or group (including through email).
Sexual Harassment
Sexual harassment is unwelcome sexual advances, requests for sexual favors, and other verbal
or physical conduct of a sexual nature. Sexual harassment may involve individuals of the same or
different gender. These behaviors may include, but are not limited to: unwanted sexual advances
or requests for sexual favors; sexual jokes and innuendo; verbal abuse of a sexual nature;
commentary about an individual's body, sexual prowess or sexual deficiencies; leering, catcalls or
touching; insulting or obscene gestures; display or circulation in the workplace of sexually
suggestive objects or pictures (including through email); and other physical, verbal or visual
conduct of a sexual nature.

ARTICLE III
REPORTING
BTE ensemble members, directors, employees, and volunteers shall report concerns about
discrimination or harassment, and BTE shall investigate credible complaints of such actions.
Concerns about discrimination or harassment shall be reported to the BTE Board President and
the BTE Artistic Director. If the BTE Board President is suspected of prohibited activities,
concerns shall be reported to the BTE Board Vice-President and the BTE Artistic Director. If the
BTE Artistic Director is suspected of prohibited activities, concerns shall be reported to the BTE
Board President and Vice-President.
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ARTICLE IV
INDIVIDUAL RESPONSIBILITY
Individuals who believe they have experienced discrimination or harassment in Buffalo Theatre
Ensemble’s workplace are obligated to report concerns.
In addition to reporting concerns, individuals who believe they are subject to discrimination or
harassment should promptly advise the offender that the behavior is unwelcome, and request that
it be discontinued.

ARTICLE V
INVESTIGATION AND RESOLUTION
The BTE Board President and the BTE Artistic Director shall promptly review the alleged
violation, and if necessary, consult with independent experts including, but not limited to
attorneys, ethicists, and nondiscrimination specialists. The report, investigation, and resolution of
the complaint shall be documented. Appropriate corrective action shall be taken. The finding and
resolution shall be communicated to the BTE Board of Directors and Ensemble, and the
resolution shall be communicated to the person reporting the concern.
Although every attempt will be made to maintain appropriate confidentiality, confidentiality cannot
be guaranteed.
ARTICLE VI
PROTECTION FROM RETALIATION
Buffalo Theatre Ensemble will make all reasonable efforts to ensure that those who report
violations will not suffer retaliation for reporting suspected activity. No ensemble member,
director, employee, or volunteer who in good faith reports suspected discrimination or harassment
shall suffer harassment, retaliation, or other consequence because of reporting a concern.
Retaliation against someone who has reported a suspected violation in good faith shall result in
appropriate correction of the retaliating individual, up to and including dismissal.
The protection afforded by this policy does not prohibit appropriate response or consequences for
valid performance-related factors in the usual scope of job responsibilities and duties.
Individuals who intentionally make false allegations shall be subject to disciplinary action up to
and including dismissal.
Approved 17 January 2018
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TANGIBLE GIFTS ACCEPTANCE POLICY
Buffalo Theatre Ensemble members, staff, and board of directors will accept, on behalf of BTE,
only gifts and services that can be used or expended consistent with BTE’s purpose and mission.
Acceptance of any contribution, gift, or grant is at the discretion of the appropriate department
leader, with final approval by the BTE Board of Directors for gifts valued by the donor in excess of
$500.00.
Gifts may be accepted only if BTE has:
● the space to store the items
● the ability to manage such gifts to retain their value, and
● the ability to appropriately use or dispose of gifts as necessary.
●
BTE shall not determine the value of a gift received for the purposes of tax substantiation, except
for gifts of cash and publicly traded securities.
Donors must provide a professional appraisal for gifts valued over $5000.00.
The source of the gift must be transparent.
BTE will not accept gifts that involve carrying costs or potential liability.
Any legal fees required for completion of the donation will be the responsibility of the donor.
BTE will honor the intent of the donor relating to gifts to the greatest extent reasonably possible,
subject to changing circumstances.
Bequests to BTE under wills and trusts will not be recorded as donations to BTE until such time
as the bequest is irrevocable. If the bequest is irrevocable, but not due until a future date, the
present value may be recorded at the time the bequest becomes irrevocable.
Notes
1. This policy will be posted on BTE’s website
2. The IRS considers a gift acceptance policy best practice. Nonprofits with a gift
acceptance policy are required to complete Schedule M and report any non-cash
contributions/in-kind gifts.
3. The business manager will be responsible for IRS filings.
4. IRS Form 8283 must be filed by the donor and signed by the receiving charity when nonmarketable gifts of greater than $5,000 are involved.
5. IRS Form 8282 form must be filed by the charity upon the sale or disposition (within two
years of receipt) of non-marketable gifts greater than $5,000 upon receipt.
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WHISTLEBLOWER POLICY
ARTICLE I
PURPOSES
To ensure that Buffalo Theatre Ensemble honors its ethical, fiduciary, and legal responsibilities,
BTE ensemble members, directors, employees, and volunteers shall report any information about
illegal practices, fraudulent financial activities, unsafe conditions, or alleged discrimination. BTE
shall investigate credible complaints of such actions and guarantee that those who report
violations do not suffer retaliation for reporting suspected activity.
ARTICLE II
REPORTING
Concerns about possible illegal, fraudulent, unsafe, discriminatory, or unethical actions shall be
reported to the BTE Board President and the BTE Artistic Director. If the BTE Board President is
suspected of prohibited activities, concerns shall be reported to the BTE Board Vice-President
and the BTE Artistic Director. If the BTE Artistic Director is suspected of prohibited activities,
concerns shall be reported to the BTE Board President and Vice-President.
ARTICLE III
INVESTIGATION AND RESOLUTION
The BTE Board President and the BTE Artistic Director shall promptly review the alleged
violation, and if necessary, consult with independent experts including, but not limited to auditors,
attorneys, ethicists, and nondiscrimination specialists. The report, investigation, and resolution of
the complaint shall be documented. Appropriate corrective action shall be taken. The finding and
resolution shall be communicated to the BTE Board of Directors and Ensemble, and the
resolution shall be communicated to the person reporting the concern.
Although every attempt will be made to maintain appropriate confidentiality, confidentiality cannot
be guaranteed.
ARTICLE IV
PROTECTION FROM RETALIATION
No ensemble member, director, employee, or volunteer who in good faith reports suspected
illegal, fraudulent, discriminatory, or unethical actions shall suffer harassment, retaliation, or other
consequence because of reporting a concern. Retaliation against someone who has reported a
suspected violation in good faith shall result in appropriate correction of the retaliating individual,
up to and including dismissal.
The protection guaranteed by this policy does not prohibit appropriate response or consequences
for valid performance-related factors in the usual scope of job responsibilities and duties.
Individuals who intentionally make false allegations shall be subject to disciplinary action up to
and including dismissal.
Approved 15 November 2017
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BUFFALO THEATRE ENSEMBLE
CONFLICT OF INTEREST QUESTIONNAIRE
A conflict of interest arises when a board member or key employee has the potential to benefit
personally from a decision made; or from a relationship, financial interest, or business
affiliation that benefits the individual personally, over the interests of BTE. BTE Directors and key
employees shall disclose the existence of all potential conflicts of interest and be given the
opportunity to disclose all material facts to the board. A majority vote of the disinterested directors
will determine whether the transaction or arrangement is for BTE's benefit, in its best interest, and
whether it is fair and reasonable.
Please note details on the back of any questions to which you answered “yes”.
1. Other than compensation approved by the board, do you receive, or are you likely to
receive, taxable income from Buffalo Theatre Ensemble?
Yes
No
2. Other than compensation approved by the board, does a family member receive, or is
likely to receive, taxable income from Buffalo Theatre Ensemble?
Yes
No
3. Other than employment by the College of DuPage, do you have a personal or business
relationship with vendors that provide goods or services to Buffalo Theatre Ensemble?
Yes
No
4. In the past year, have you or a family member received gifts, in-kind support or services,
reimbursement (other than for normal business travel or expenses), honorariums, loans
or other benefits from Buffalo Theatre Ensemble, other than those approved by the board
or by virtue of employment with College of DuPage?
Yes
No
5. In the past year, have you or a family member received gifts, in-kind support or services,
reimbursement (other than for normal business travel or expenses), honorariums, loans
or other benefits from any organization doing business with BTE other than that approved
by the board or by virtue of employment with College of DuPage?
Yes
No
6. Have you been involved in an activity within the previous twelve (12) months (including
those with another association) that reasonably could be interpreted as a possible conflict
of interest, or viewed as having an appearance of a divided interest or loyalty?
Yes
No
7. Do you anticipate any involvement in an activity within the next twelve (12) months
(including any activities with another association) that reasonably could be interpreted as
a possible conflict of interest or viewed as having an appearance of a divided interest or
loyalty?
Yes
No

Signature

Date

Name (please print)
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BUFFALO THEATRE ENSEMBLE BOARD MEMBER ACTIVITY PLAN
Thank you for your commitment to the continued cultivation of the BTE’s community of
supporters, audience members, and donors. Serving as a director on our board, you play a
critical role in both the stability and growth of our company. As a board member, you have made
a generous commitment to think creatively, strategically, and responsibly about the Ensemble,
and also to take specific action in support of the Ensemble.
In addition to the items above, we hope you might find activities below that are suited to
your own personal interests and abilities that support our fundraising and marketing
efforts for this season.
Donor Cultivation and Fundraising
☐ Work with my company to secure a sponsorship for a production.
☐ Develop a list of at least five new prospects that I will ask to support BTE’s annual fund.
☐ Co-host a Donor Cultivation Dinner for a list of prospective donors in consultation with the BTE
Staff.
☐ Set-up and attend a meeting/lunch with one major donor prospect and a member of the BTE
Staff.
☐ Bring a total of at least six new guests to this season’s productions and events.
☐ Double (or more) my personal gift by submitting a form for my company’s matching program.
☐ Personally secure in-kind donations for BTE special events.
Audience Development and Marketing Outreach
☐ Host a small group of non-subscribers at an upcoming production, such as a pre- or post-show
discussion or meeting with cast/artists.
☐ Work to secure at least two new subscribers for this season.
☐ Send out reminders and/or personal notes to past non-subscribers two weeks before the first
preview of each show this season, encouraging them to purchase tickets.
☐ In addition to my own subscription(s), I will purchase ____ additional subscriptions so that I may
bring guests to each show.
☐ Purchase gift certificates or gift subscriptions to give as gifts at the holidays or as gifts to my
clients.
☐ Identify at least one organization whose purpose/interests align with a show this season and
work with the staff to facilitate a group sale.
☐ Consistently post info about BTE’s activities on my social network page(s) (Facebook, Twitter,
etc.)
Administrative and Board Cultivation
☐ Work with the Vice President to identify one qualified candidate for nomination to the Board of
Directors.
☐ Bring at least one prospective Board member or Major Donor to a BTE production or event.
☐ Serve as an officer of the Board or a member of a board committee.
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FINANCIAL
DOCUMENTS
FROM THE 5-YEAR BUSINESS PLAN
V. 5 Year Summary Budget Projections
COD
Contribution

Ticket Sales

Year 1

$131,422

$97,500

$33,785

$262,707

50%

Year 2

$119,022

$126,000

$28,269

$273,291

44%

Year 3

$109,000

$139,500

$63,000

$311,000

35%

Year 4

$100,000

$168,000

$56,000

$324,000

31%

Year 5

$95,000

$184,000

$60,000

$339,000

28%

TOTAL

$554,444

$715,000

$241,054

$1,509,998

37%

I.

Donations
Grants

& Total
Expenses

COD % of
Total

Revenue / Expense Assumptions

Year One:
● 3 productions a year, 4 shows per week, 5 week runs
● Average 65 seats per performance
● $35 full price ticket, average ticket price $25 (with 29% discount for subscriber
/student / gold star discounts)
Year Two:
● 3 productions a year, 4 shows per week, 5 week runs
● Average 70 seats per performance
● $36 full price ticket, average ticket price $30 (with 20% discount for
subscriber/student/goldstar discounts)
● 2% increase per year for “Expenses” on the spread sheet
● 4% increase per year for “Production Labor” on the spread sheet
● 3% increase per year for “Administration” on the spread sheet
● Increase Business Manager $5,000
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Year Three:
● 3 productions a year, 4 shows per week, 5 week runs
● Average 75 seats per performance
● $37 full price ticket, average ticket price $31 (with 20% discount for
subscriber/student/goldstar discounts)
● 2% increase per year for “Expenses” on the spread sheet
● 4% increase per year for “Production Labor” on the spread sheet
● 3% increase per year for “Administration” on the spread sheet
● Add Artistic Director and Associate Artistic Director, each at $15,000
Year Four:
● 3 productions a year, 4 shows per week, 5 week runs
● Average 80 seats per performance
● $42 full price ticket, average ticket price $35 (with 20% discount for
subscriber/student/goldstar discounts)
● 2% increase per year for “Expenses” on the spread sheet
● 4% increase per year for “Production Labor” on the spread sheet
● 3% increase per year for “Administration” on the spread sheet
● Increase Business Manager $5,000
Year Five:
● 3 productions a year, 4 shows per week, 5 week runs
● Average 85 seats per performance
● $43 full price ticket, average ticket price $36 (with 20% discount for
subscriber/student/gold
Star discounts)
● 2% increase per year for “Expenses” on the spread sheet
● 4% increase per year for “Production Labor” on the spread sheet
● 3% increase per year for “Administration” on the spread sheet
● Increase Artistic Director and Associate Artistic Director, each at $5,000
General Assumptions:
● Positions filled with contract employees with no benefits
● Artistic Directors fees are contributed for the first 2 years
● Year one detail line item budget shows the assignment of budget line items
between COD/MAC and BTE. COD/ MAC budget is focused on reimbursement
for MAC provided services, student staff and production supplies (any residual
supply items remain in MAC inventory). BTE budget items focus on fundraising,
play royalties and all production labor.
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