
 
TTAO Board Meeting 

TETA Theatrefest/Hyatt Regency Hotel/Dallas, TX 
Thursday, September 26, 2019 

11:00 am  
 
 

I. Call to Order 
 

Board Members Present:  Carrie Klypchak, Mark Pickell, Cathy Huvar, Jill Ludington, Billy Dragoo, Craig Hertel, 
Rick Garcia, Deb Shaw, Paula Rodriguez 
Board Members Absent: Rachel Mattox 
Ex Officio Non-Voting Board Member:  Paula Rodriguez 
 
II. Changes to the Agenda 
There were no changes to the agenda 
 
III. Approval of Minutes 
Motion:  Mark Pickell moved that when the Past Chair is rotating off the Board, it should be noted that the 
Past Chair’s attendance is not required at the summer meeting. Craig Hertel seconded the motion .  The 
motion passed unanimously. 
 
Motion:  Mark moved that the minutes be approved as amended. Craig Hertel seconded the motion. The 
motion passed unanimously. 
 
IV Chair Reports 
     Officer Reports 

a. Chair – Carrie Klypchak 
     General Activities/Information 
 

1. Since the June BOD Meeting, I have spent the bulk of my time getting to know the intricacies of the working 
dynamics of the organization and troubleshooting minor issues that have arisen via healthy and regular 
communication with the officers, Tayler Gill, the UIL State Theatre Director,  our membership, etc. There was 
also much follow-up done regarding the June meeting and planning for this current meeting and TTAO’s 
representation at TheatreFest. What follows is a snapshot of representative activities: 

 
2. After the June meeting, I led the Executive Committee in compiling the mailings of Judges’ Evaluations/letters.  

 
3. I spoke at the summer meeting of the UIL Legislative Council on behalf of TTAO, highlighting the service that 
we provide and the Core Values by which we operate. 

 
4. I re-hired Tayler Gill as a Virtual Assistant on behalf of our organization to work more hours in the coming 
year, per the BOD agreement. 

 
5. I contributed to a TTAO Newsletter. 

 
6. Per the Board’s and Standards and Practices Committee’s support at the June 2019 Board Meeting: I have 
worked with Allana Paterson to develop a New Adjudicators and New Contest Managers Meet and Greet Mixer 
during TETA. TTAO has invited approximately 115 members of the organization to the mixer. 40 have RSVP’d 
attendance. Invitations were sent to newly certified judges (within the past year), newly certified TTAO Contest 
Managers from the 2019 State Meet, members of the BOD and S&P, 2020 State Judges, presenters of 2019-2020 



TTAO Workshops at conferences, and/or other TTAO and UIL Leadership representatives. The Meet and Greet 
Mixer will be held on Friday, Sept. 27 at Dick’s Last Resort from 3:30 p.m. – 5:30 p.m. The more newly certified 
judges and contest managers will have a chance to make connections, mingle, and network with TTAO 
Leadership. Special thanks is offered to Allana Patterson for aiding in planning and implementing this mixer. 
 
Respectfully Submitted, 
Carrie Klypchak, PhD 
Chair, TTAO 

                    
     b. Chair-Elect – Craig Hertel 
                  General Activities/Information 
  

1. We have set two adjudicator trainings: Nov 6 in Plano, and May 1 in Round Rock (State Meet). These are two sites 
we have held trainings before.  

2. We are still searching for an appropriate contest to host training in Lubbock/ Amarillo area. We are looking at the 
Panhandle because it is a location that we’ve identified as having a need.  

3. We have set two Contest Manager trainings: these are Dec 6-7 in Leander, and March 20-21 in Atascocita. These 
sessions will be a mix of classroom instruction and onsite observation, adjusting the schedule from the Pilot held in 
Round Rock last May, based on feedback and observation.  

4. We are currently planning to move the Contest Manager online test to the TTAO Website this Fall. This looks 
almost ready to go. Our tech person is currently looking at how members get a “badge” once they have completed. 
Also, looking at how “TTAO-Certified” only have to do the “New Rules” section.  

5. We are currently working on resources to put on TTAO website to help Contest Managers. We have posted a 
couple of the Pre-Contest resources to test things out and will add more later this Fall.  

  
       Action Items  

  
1.     Barring unforeseen problems, we will post the Contest Manager online test on the TTAO website in October. Hosting 
the test on the site will allow new features, even video, to be part of the test.  
2.     If we are unable to find an appropriate site in the Panhandle, we need to determine whether to try there again next 
year, or find another part of the state where there is a need.  
3.     Decide how and when to move forward in encouraging, and someday requiring, Contest Managers to be members of 
TTAO. Likewise, look at when and how to require Contest Managers to be TTAO-Certified. Decide if Board wants to 
follow ad hoc committee recommendation about grandfathering.  

     
   Respectfully Submitted, 
   Craig Hertel 

  
      c.  Past Chair – Mark Pickell 
                  While I have enjoyed my new role out of the limelight, I do want to report to the board the work 

     that was done on Scholarships and the Manual of Operations since our last meeting. 
 

     Scholarships 
                  Both scholarship recipients received their funds from TTAO in large part due to Rachel Mattox 
                  and Cathy Huvar’s diligent work to ensure enrollment and payment of funds. 
 

     Manual of Operations 
                  I updated the Manual of Operations document to reflect the changes that the board has agreed 
                  upon to date. While reviewing the document I found new changes that are needed that are 
                  being presented at our TTAO Board meeting at TETA. 
 
                  Respectfully Submitted, 
 
                  Mark Pickell 
                  Past Chair-TTAO 



 
     d. Treasurer – Rachel Mattox (As presented by Treasurer-elect, Billy Dragoo) 
      Financial Report as of 8/31/2019  
 

Cash on Hand:     As of 8/31/2019 
   Wells Fargo Checking                 19,448.10      
  Wells Fargo Savings     24,811.17  
  Pay Pal            144.75 
         44,404.02  
                        
                  For the Eight Months      
                      Ended 8/31/2019 
     Receipts 
  Membership Dues      22,150.00 
  Interest Income                2.44    
   Total Revenue     22,152.44 
 
      Disbursements 
  Program Expenses 
   Training Expenses       1,352.43 
   Scholarships        2,000.00 
   Awards            780.00 
   Travel and Meetings       2,865.68 
   Consulting        1,500.00 
  Operations 
   Books, Subscriptions, Reference Materials     2,653.80 
   Bank and PayPal fees           767.40 
   Supplies             199.80 
  Total Expenses        12,119.11 
 
       Net Receipts in Excess of Disbursements     10,033.33 
 

• Savings account balance is $24,811.17 due to transfer from checking to savings in June as per President 

recommendation 

• Does the Board recommend another transfer at this time? 

Anna Swenson, Accountant and person who picks up our mail, received a bill from United States Liability    
Insurance Company for renewal of our current policy, which is about to expire. I registered online and paid the 
$950.00 due by 10/01/2019. 

• The notice from United States Liability Insurance Company sent to our PO Box, which Anna monitors, brings 

up a small problem you may want to discuss.  It was a “reminder notice that our policy is about to expire” 

but since it was not sent to the Treasurer, I had no way of knowing it was due until Anna sent it to me on 

9/19.  

• I will ask her to be on alert for mail that looks important and either forward to Treasurer, or email as soon as 

she receives it.  

• FYI, since the TTAO address is the PO Box address that Anna monitors, anything mailed from Wells Fargo 

also goes to that address and I do not see it.  For example, when I changed the checking account number 

due to fraud, Wells Fargo sent the new account information to the PO Box because that is the address on 

the checks/account. 

• I will also ask Anna to send me the latest WF information. 



Treasurer information for the Manual of Operations has been sent to Carrie for discussion/modification and 
then to be added to existing description in the Manual. 

• Qualifications for the Office of TTAO Treasurer 

• Timeline of Treasurer Responsibilities 

• TTAO Budget Policies and Procedures 

Filing of Form 990 for 2018  

• I presume Anna automatically asked for an extension because the form will be filed by the November 15 

extension deadline. 

• When I receive the 2018 Form 990, I will send to each member of the board for review.  Please do so and 

respond within one week with questions, or approval.  

I apologize for not being in attendance, but know Billy will do an excellent job in my absence. 
 

Respectfully submitted, 
Rachel 

  
             Since Rachel Mattox was not in attendance, Carrie Klypchak will contact Rachel  
             regarding the following questions: 

1. Whether the Board recommends that the Treasurer make another transfer of funds at this 
time.  
 2. Was the $950.00 paid to Anna Swenson for liability insurance included in  the Treasurer’s 
report?  

 
       e.  Communications Director – Cathy Huvar 

1. TTAO Membership 
 
 
 
 
 
 
 
 

 
 
 
 
 

2. Notified all scholarship recipients of their awards and the procedure they needed to follow to 
receive the money. Communicated that information to Rachel Mattox for follow up. 

3. Met online with Jill Ludington and Tayler Gill to review and revise communication plan. 
4. Contacted slate of nominees proposed this summer.  Cy Scroggins has declined his nomination.  Lou 

Lindsay, Greg Arp and Omar Leos have accepted their appointments to the Standards and Practices 
Committee. Requested headshots and bios from the slate of nominees. Reminded all nominees via 
email that they are required to attend the business meeting at Theatrefest to introduce themselves.  

5. Emailed all 2020 State adjudicators and contest managers to invite them to attend the “Meet the 
State Adjudicators and Contest Managers session at Theatrefest 

6. Jill purchased gifts for TTAO members receiving TETA awards at Theatrefest 
 
   

 

TTAO Membership              Current 
Members 

Lapsed 
Members 

    

Adjudicators 334 118 

TTAO CMs 143 63 

Non-TTAO CMs 202   

     

Total Current Members 477 181 

Total 6/18 450 135 

Increase/(Decrease) (+)27 (-)46 



Future Business 
1.   Online voting 

• Determine date and length of time for voting 

• Post final slate of candidates along with bios and headshots. This must be posted online 45     
           days before the election according to our MOO.  

• Prepare ballot including photos/bios of candidates and conduct election 
2. Meet with Jill Ludington and Tayler Gill as needed to review and revise the communication 

         strategy. 
 

Respectfully submitted, 
Cathy Huvar 
TTAO Communications Director 

        
     Select Committee Reports 
 

 b. State Theatre Director – Paula Rodriguez 
UIL Legislative Committee Meeting-June 2019  
The following is a review of what was proposed, discussed and tabled for further study/monitoring as it pertains 
to TTAO. UIL One-Act Play Proposals  

• A proposal for a change in the selection of adjudicators for area, region and state- 
 ▪ The motion to instruct the UIL staff to study this proposal passed unanimously. 

 
 • A proposal to adopt a conflict of interest policy and procedures by UIL and TTAO. 

 ▪ The motion to instruct the UIL staff to study this proposal passed unanimously.  
 

• A proposal to prohibit TTAO Board of Directors from serving as a UIL OAP judge or director 
 ▪ The motion to instruct the UIL staff to monitor this area of concern passed unanimously.  

 
• A proposal to officially recognize a Top Technician and Top Crew Team (as in other Academic events) 
at all levels of the One-Act Play contest –  

▪ The motion to instruct the UIL staff to study this proposal passed unanimously.  
 

• A proposal to change the individual acting awards designation for best actor and actress in the one-act 
play contest.  

• Passed by SBOE, August 2019  
 

New Rules in OAP Handbook and C&CR 
  

1. Two Outstanding Performers 
2. Company of 20 -The competing OAP Company may include a   maximum of 24 students and may 
include the following: 

            a.  A maximum of 20 members as cast and crew AND a maximum of 4 alternates.  
 

Next Legislative Council MTG -October 20-21      Courtyard Marriott, Pflugerville  
 

UIL/TTAO Housing Adjudicator Files- Paperwork prior to 2000  
 

Contest Managers  
Status on CM Test for 2020  

 
Judging Assignments-  
Challenges with calendar deadlines. Will study deadlines for next year. 

 
Respectfully Submitted, 



Paula Rodriguez 

 
V. Old Business 
 A. Contest Manager Certification 
                   Mark Pickell and Craig Hertel made the following report: 
         

       1.  Online Test 
                    We are currently planning to move the Contest Manager online test to the TTAO website this 
                    Fall.  We are waiting on word from our technical advisors.  After we get confirmation from the 
        tech advisor, we will either post the Contest Manager online test on the TTAO website, or post it 
                    on the UIL site and plan to make the switch next year.  
 

       2.  Modules 
       We are currently working on modules to put on TTAO website to help Contest Managers. We are  
                    Patterning the modules after those used for the online test. 
 

        3.  “Grandfathered” Status 
                    Following up on the Board Meeting in June, the Contest Manager ad hoc committee recommends 
                    that Contest Managers not be grandfathered in to “TTAO-Certified” status. We need to decide 
                    if Board wants to follow ad hoc committee recommendation about grandfathering.  
 

        4.  Membership and Certification 
        Based on information from UIL, it would be problematic right now to require Contest Managers 
                    to be members of TTAO, or to be TTAO-Certified.  The current stance is that we are encouraging, 
                    but not requiring.  We need to decide how and when to move forward in encouraging, and  
                    someday requiring, Contest Managers to be members of TTAO.  Likewise, look at when and how 
                    to require Contest Managers to be TTAO-Certified.   
 

Motion:   Mark Pickell moved that UIL codify area, region and state contest managers as being TTAO 
certified.  Rick Garcia seconded the motion.  The motion passed unanimously. 
 

 B.  Review/Adoption of Core Value descriptions 
       Rick Garcia and Deb Shaw presented a final draft of the wording for the TTAO Core 
                   Value statements below: 
  
       Education 
       Our priority is theatre education for students and their teachers.  Our policies serve to improve 
                    theatre training within the UIL contest framework. 
 

        Diversity 
                    We celebrate differences and include all the varied voices that represent students and the  
                    communities we serve. 
 

        Integrity 
                    We hold ourselves to the highest ethical standards.  We expect and practice personal and  
                    professional integrity. 
   

                    Transparency 
                    We commit to open communication and access to information, including governing documents. 
                    This instills trust and insures accountability. 
 

        Service 
                    We serve our learning community by bringing our knowledge, experience, and leadership 
                    to students and teachers through professional training that instills confidence and provides 
                    growth. 
 



Motion Mark Pickell moved to accept the wording as presented.  Yvonne Phillips-Drupee seconded 
the motion. The motion passed unanimously. 
 

 C.  Scholarships 

• Carrie Klypchak reported that she increased the amount allotted for scholarships in the 
2020 budget to $3000. 
 

Motion:  Mark Pickell moved that the Board create an ad hoc committee chaired by the Past Chair 
to work on exploring scholarship processes and procedures.  Cathy Huvar seconded the motion. 
The motion passed unanimously.  

  

• The following people were appointed to the committee:  Deb Shaw, Rick Garcia, Rebecca 
Worley and the Treasurer or Treasurer-elect. This committee will report back to the Board 
at the January meeting. 

 
VII. New Business 
       A. Annual Budget Request 
            Carrie Klypchak presented the following 2020 Budget Request: 
 

TTAO Budget - 2019-2020   

    

    

Cash on Hand   

 Wells Fargo Checking 
 $      
19,448.10   

 Wells Fargo Savings 
 $      
24,811.17   

 Paypal 
 $          
144.75   

 Total Cash on Hand 
 $      
44,404.02   

    

Revenue    

Membership Dues 
 $      
22,150.00  

(based on 2019 
membership) 

Interest Income 
 $              
2.44   

 Total Revenue 
 $      
22,152.44   

    

Expenses    

Program Expenses   

 Travel Reimbursement 
 $       
5,000.00   

 Website Develpment 
 $       
2,500.00   

 Board Meetings 
 $       
2,000.00   

 Scholarships 
 $       
3,000.00   

 Training Expenses 
 $       
5,000.00  

(including travel for 
trainers) 

 Member Social Events 
 $       
1,000.00   



 Awards  
 $       
1,000.00   

 Gifts 
 $          
500.00   

 Supplies 
 $          
300.00   

 Board Insurance 
 $       
1,000.00   

 Attorney Retainer  
 $       
5,000.00   

    
Operations    

 Accounting 
 $       
1,200.00   

 Bank and Paypal Fees 
 $          
800.00   

 Postage and Mailing 
 $          
200.00   

 Webite Hosting 
 $          
960.00  (annual) 

 Virtual Assistant $3,000  

 Total Expenses 
 $      
32,460.00   

    

Net Income 
 $     
(10,307.56)  

    

    

    

   0.00% 

   0.00% 

    

    

     

     
prepared by Carrie Klypchak 9/25/19   

 
Motion: Mark Pickell moved acceptance of the proposed 2020 budget. Cathy Huvar seconded the 
motion.  Motion passed unanimously. 

       B. Storage of Adjudicator Evaluations/Contracts from previous years 
Motion:   Mark Pickell moved that the TTAO Board get adjudicator contracts from the UIL office to 
destroy.  Billy Dragoo seconded the motion.  The motion passed unanimously. 

        
 Motion: Mark moved to have a TTAO Board member assess the past adjudicator evaluations and 
report back to the Board at the winter meeting. Yvonne Phillips-Dupree seconded the motion. The 
motion passed unanimously. 
 

        C.  Conflict of Interest Statement 
              The Board discussed the Conflict of Interest Statement. 
 

Motion: Mark Pickell moved that the current ad hoc committee charged with recommending a 
Conflict of Interest Statement continue to review and report back to the Board at the winter meeting. 
Yvonne Phillips-Dupree seconded the motion.  The motion passed unanimously. 
 

           D. Review of process for recommendations to State Theatre Director of adjudicators for  
                upper level contests. 



 
                Motion: Mark Pickell moved that the Board should take time to consider and review the  
                process for recommendations to the State Theatre Director of adjudicators for 
                upper level contests. Deb Shaw seconded the motion.  The motion passed unan- 
                imously.  
 
            E.  Review Area/Region/State designation process for adjudicators 
            
                  Motion: Mark Pickell moved that we table this topic and discuss again at the winter meeting. 
                  Jill Ludington seconded the motion. The motion passed unanimously. 
 
 F.  Adoption of Manual of Operations changes 
    

                  Mark Pickell recommended the following changes to the Manual of Operations (Deletions are struck 
     through and additions are in red): 

 
           1.  Article III; Section 8 
 
    Section 8 - Payment Issues Process    

  TTAO has created a step-by-step process for officials to deal with issues relating to non-payment.  
1. If adjudicator not paid after 30 days or not paid fully contact the contest manager.  
 

2. If after 7 days the contest manager does not resolve the issue or doesn’t respond the 
adjudicator should contact the District Executive Committee Chair or administrator responsible 
for payment. (Day 37) 
  

3. If after 7 days the District Executive Committee Chair or administrator responsible for 
payment does not resolve the issue or doesn’t respond then the adjudicator may file a grievance 
with TTAO. (Day 44)  
 

4. If the grievance is found to have merit by the TTAO Chair then TTAO will send a letter to the 
District Executive Committee Chair or administrator responsible for payment (Day 51) asking for 
prompt payment.  
 

5. If the District Executive Committee Chair or administrator responsible for payment does not 
resolve the issue or doesn’t respond then TTAO will send a letter to all superintendents of the 
district and ask for prompt payment. A warning will be given that all schools in the district will 
be flagged for payment issues within TTAO in the following year if payment is not rendered in 
full. Any future invitation from any school in the district will be accompanied by a note to the 
prospective adjudicators that their district failed to pay fully or on-time the previous year. 

 
                            Mark Pickell moved acceptance of proposed change.  Cathy Huvar seconded 
                            the motion.  The motion passed unanimously. 
 
                       2.  Article III; Section 4 
 
                Section 4 - Annual Renewal Process  

A. TTAO Adjudicators  
a.  Annually, adjudicators are required to complete a renewal process that includes 
payment of dues, updating profile information and providing contest availability. In 
addition, adjudicators may be required to acknowledge changes in one-act play policies 
and procedures through an online verification process.  
 



b. The Board of Directors may require completion of an additional certification 
workshop for individuals adjudicating fewer than five contests in their first five years of 
certification.  
 

c. Adjudicators who do not pay dues or adjudicate a contest for more than three years 
will be required to complete a full certification workshop to renew their certification. 
May 1st through June 1st is the window for renewal to be considered for Area, Region, 
State assignments.  
 

d. If an adjudicator misses the renewal window they may still pay dues, and meet 
renewal requirements until April 30th of the following year. If they have not renewed by 
April 30th they will be removed from the judging list and will have to reapply and 
recertify.  
 

e. If a judge would like to remain on the list, but not judge during a contest season they 
must still pay dues, and meet renewal requirements for that season to stay current. If 
they are a lifetime member, they must still meet renewal requirements including 
accepting renewal statements and marking availability.  
 

B. TTAO Contest Managers  
 

a. Contest Managers must complete an online certification annually to be recertified.  
 

b. May 1st through June 1st is the window for renewal for TTAO Contest Managers 
  

c. If a TTAO Contest Manager misses the renewal window they may still pay dues, and 
meet renewal requirements until April 30th of the following year. If they have not 
renewed by April 30th they will be removed from the judging list and will have to 
reapply and recertify. 

 
                            Motion:  Mark Pickell moved acceptance of proposed change. Cathy Huvar seconded the  
                             motion. The motion passed unanimously. 
 
            3.  Article V; Section 2 
 

  A. Communications Director  
1. Takes minutes and maintains a record of all TTAO Board and Annual Meetings. 
 

2. Prepares and presents an annual membership report to the general membership at the 
annual membership meeting and provides a copy to the Historian.  
 

3. Submits a copy of meeting minutes to the Chair, Chair-elect, Historian and State Theatre 
Director within 72 hours of adjournment.  
 

4. Supervises the maintenance and upkeep of the TTAO website.  
 

5. Reviews Adjudicator Evaluations and make recommendations for UIL adjudicating 
assignments to the State Theatre Office. 
  

6. Maintains TTAO’s social media accounts.  
 

7. Remove all TTAO Adjudicator and TTAO Contest Manager profiles that are not current on 
April 30th each year.  
 

8. Other powers and duties as assigned by the Board of Directors or Chair. 
 

                             Motion:  Mark Pickell moved acceptance of proposed change.  Craig Hertel seconded 
                              the motion. The motion passed unanimously. 
 
             4. Article VI; Section 1 

 Section 1-Standing Committees  
 

A. Nominating Committee  



Made up of the Standards and Practices Committee, this Committee will be tasked with 
nominating TTAO Members to fill vacant positions within the Board of Directors and the 
Standards and Practices Committee. Procedures for the nomination process are outlined in 
this document, Article 7-Elections. 
  

B. Awards and Scholarship Committee  
Made up of the Past Chair, Treasurer Elect, and the at-large Directors, this Committee 
considers all award nominations brought forth by the Standards and Practices 
Committee for the TTAO Service Award, the TTAO Legacy Award, and any other special 
recognitions. recommended by the Standards and Practices committee.  
 

1. TTAO Awards and Criteria  
a. The TTAO Service Award shall be bestowed on a member or members 
in recognition for outstanding service to the organization beyond the 
duties of a particular office, role or assignment. The TTAO Service Award 
will honor a member of TTAO or continuous and significant service to 
the TTAO organization. The name of the recipient will be added to the 
TTAO Website and they will be presented the award at a public 
gathering. 
  

b. The TTAO Legacy Award shall be bestowed upon a member or 
members in recognition for substantial history of contributions and 
advocacy for educational theatre in Texas and particular support and 
development of the UIL One-Act Play competition. Recipients may not 
be current Board or Standard & Practices Committee members. 
Recipients should be retired Adjudicators and Contest Managers. The 
name of the recipient will be added to the TTAO Website and they will 
be presented at a public gathering. While this award may be given 
posthumously it is intended to honor living distinguished members.  
 

c. Special Recognitions may be recommended by the Board or Standards 
and Practice Committee. This award is intended to give a small symbolic 
thanks for for individuals completing terms in office, donation of time or 
services to TTAO, completion of specific tasks or other achievements. 
Recipients may be current Board or Standards & Practice Committee 
members. Special Recognition awards will not be added to the TTAO 
website and the award does not have to be presented at a public 
gathering.  
 

2. TTAO Awards Selection Process  
a. The Awards Committee considers and votes on each suggested 
award. A simple majority of the Awards Committee vote will suffice for 
bestowing for nominating each award to the TTAO Board.  
 

b. Nominations may come from the committee or be solicited by the 
Past-Chair from other members.  
 

c. The Past Chair will report the award recipients’ names to the Board of 
Directors and to the membership in a report. The Treasurer will provide 
the Committee a historical perspective, aid in the purchasing of the 
award and logging the award recipients in the historical document. The 
Communications Director will aid the Past Chair with contact 
information for each recipient.  
d. The process of award nominations, recommendations and elections 
will take place during the summer meeting, and the awards will be 
presented at the TETA TheatreFest or the State UIL One Act Play Contest 
as determined by the Board of Directors. The Awards and Scholarship 
committee will meet before January 1 to determine award recipients 



nominations. The awards will be voted on by the board at the next 
board meeting. Awards will be handed out in conjunction with the State 
OAP Contest or TETA Theatrefest.  
 

e. Recipients of the TTAO Service and TTAO Legacy Award may not be 
current Board or Standards & Practice Committee members in the year 
the award is bestowed. However, current S&P and Board members may 
receive Special Recognition awards.  
 

3. TTAO Scholarships and Criteria  
a. TTAO provides undergraduate scholarships to graduating high 
school seniors to further their studies in theatre.  
 

b. The number of scholarships and amounts will be determined 
by the board and included in the annual budget approved by 
the Board.  
 

c. Any student majoring in theatre at college, university, or 
conservatory may apply.  
 

d. To apply, the student must complete a scholarship form 
provided by TTAO (See MOO appendix). The application form 
will include the following  

i. Contact information  
ii. College they are attending in the fall  
iii. Name and nomination letter from HS theatre 
director  
iv. Answer three short essay questions  
v. High School Transcript  
vi. Theatrical resume  
 

e. Applications will be due no later than May 1st at 11:59pm 
and no earlier than January 1st 12:01am.  
 

4. TTAO Scholarship Selection Process  
a. The Awards and Scholarship Committee will review all 
applications 
  

b. Using the scholarship rubric (see MOO appendix) the 
committee will rank the applications. 
  

c. The chair of the committee will tabulate the rankings and 
confirm with the committee the final results.  
 

d. The Past Chair will present the selections to the Chair of TTAO 
for the Board’s consideration at the TTAO Summer Meeting.  
 

ADD TO MOO APPENDIX TTAO  
Scholarship Applicaiton Form 
TTAO Schoarlship Rubric 

 
Motion: Mark Pickell moved acceptance of these proposed changes. Rick Garcia seconded 
the motion. The motion passed unanimously.  
 

                             5.    Article 11 - Budget Policies, Expenses, and Banking Procedures  
Section 1 - Annual Budget Request  
 

1. TTAO Chair presents the Annual Budget Request to the Board of Directors for 
 discussion and approval at the Fall meeting.  

 

2. Annual Budget Request to include:  



a. Adjudicator Training expenses (travel, lodging, food, materials for Chair, Chair 
Elect, 3 Panelists)  
 

b. Scholarships/Awards (in consultation with Past Chair)  
 

c. Administrative Overhead expenses relating to communications and secretarial  
duties (media, website, internet, applications and maintenance, materials, fees 
and business expenses relating to administration) 
  

d. Board of Directors travel and business related expenses 
  

e. Operations  
i. Accounting  
ii. Bank & PayPal fees  
iii. Materials, postage, mailings  
iv. Business registration fees e. Insurance  
 

3. Once the budget is approved by the board no approval is necessary to spend the 
funds listed in the budget. Any expense outside the adopted budget must be approved 
by the board except for purchases up to $500 by the Chair that is agreed to by the 
Treasurer.  
 

Section 2 - Procedures for Expense Reporting and Reimbursement Requests  
1. Adjudicator Training Expenses:  
 

a. The Chair and Chair Elect submit itemized Expense Report Form (found in 
TTAO Google Documents) and all receipts pertaining to travel, lodging, food, 
and materials associated with the training event to the Treasurer within 30 days 
of conclusion of event.  
 

b. Treasurer reviews expenses and mails check to Chair Elect for all approved 
items on the Expense Report that are accompanied by receipts or another form 
of documentation. Check mailed within 30 days of Expense Report receipt.  
 

c. Treasurer reports all expenses to Accountant monthly as needed for inclusion 
in Chart of Accounts and Financial Reports.  
 

d. Persons receiving checks acknowledge receipt via email notification to 
Treasurer.  
 

e. Notify Treasurer when Wells Fargo Debit card used via email communication. 
Send Treasurer all receipts with explanation regarding each debit transaction. 
Identify vendor and purpose of transaction. When possible, use TTAO Expense 
Report form.  
 

2. Board and S & P Expenses:  
a. All Purchases, Expenditures and Reimbursement Requests must be approved 
by the Chair and the Treasurer.  
 

b. Member submits Reimbursement Request Form (found in TTAO Google 
Documents) and all receipts pertaining to travel, lodging, food and materials 
associated with a TTAO Board of Directors meeting within 30 days of the 
conclusion of the meeting to TTAO Treasurer.  
 

c. Treasurer reviews expenses, tracks data, and mails a check to the member 
within 30 days of receiving the Reimbursement Request and receipts.  
d. Treasurer reports all expenses to Accountant monthly as needed for inclusion 
in Chart of Accounts and Financial Reports.  
 

e. All persons receiving checks acknowledge receipt via email notification to 
Treasurer. 
  

Section 3- Banking Procedures 1. Maximum Balance Policy  



a. The Treasurer should transfer monies from Checking into Savings Account 
periodically in order to keep checking account balance at or below $5000. The 
purpose of keeping a lower balance is to protect TTAO checking account from 
the loss of high amounts due to fraudulent activity. 
  
ADD TO MOO APPENDIX TTAO  
Reimbursement Form and Link 
 

                                   Motion: Mark Pickell moved acceptance of proposed changes.  Yvonne Phillips-Dupree 
                                   Seconded the motion.  The motion passed unanimously. 
 
                6. Article VI; Section 1 (Addition of Executive Committee)  
          D. Executive Committee  

The executive committee is comprised of the top leadership of TTAO and adjudicates grievance 
issues. The committee may also be called to assist the Chair in decision making, planning, and 
important updates about the organization and the UIL One-Act Play contest.  
 

1. Membership  
a. The committee will be made up of the current Chair, Chair-Elect, and Past-Chair of TTAO.  
 

b. The current Chair will also chair the Executive Committee.  
 

c. If there is an issue that is directed towards a member of the executive committee, a blood 
relative of a member of the executive committee, or the member of the executive 
committee feels that they cannot be an objective party in the resolution of an issue in front 
of the executive committee then the committee member(s) will remove him- or herself from 
the committee while the committee deals with that issue.  
 

d. If a committee member removes themselves from an issue the following succession order 
of officers will be used to temporarily replace the removed member. They will serve on the 
committee until the issue is resolved.  
 

i. Communications Director  
ii. Treasurer  
iii. Communications Director-Elect  
iv. Treasurer Elect  
 

e. If the Chair, Chair-Elect, and Past Chair all remove themselves from the committee the 
issue should be presented to the full board.  
 

2. Responsibilities  
a. Adjudicate grievances filed with TTAO  
b. Represent TTAO at official meetings  
c. Report to the full board any action taken by the executive committee 

    
Motion: Mark Pickell moved acceptance of proposed change.  Jill Ludington seconded the  
motion.  The motion passed unanimously.  

G.  Documention of expected yearly activity as an adjudicator and/or contest manager for TTAO BOD and 
S&P members during terms 
 Motion: Yvonne Phillips-Dupree moved that we table this topic until the winter meeting.  Craig 
              Hertel seconded the motion. The motion passed unanimously.  
H. Set dates for election voting 
 Motion: Mark Pickell moved that the date for election voting be set for December 1 – 14. Voting  
             window will begin on December 1 and end on December 14.  Yvonne Phillips-Dupree 
             seconded the motion. The motion passed unanimously. 
VII. Closed Session 
VIII.  The meeting adjourned at 3:30 pm. 



Respectfully Submitted, 
Cathy Huvar 
TTAO Communications Director 
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