
 

 

POLICIES AND PROCEDURES 
 

Revised: November 13, 2025 

__________________________________________________________________________ 

Guild Mission 
Our mission is to preserve the culture and tradition of quilt making in this area; encourage the 
education and understanding of the many aspects of quilt making; and encourage all 
individuals in realizing their creative abilities. 

We are dedicated in our mutual effort to enjoy and understand, rather than judge the 
accomplishments of others. 

__________________________________________________________________________ 
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GENERAL POLICIES 

       Dues 

● Annual Dues: Amount of dues will be determined by the Executive Board 

● Collection Period: May through June 

● Delinquency: Members who do not pay by June 30 are removed from the rolls 

● Guest Policy: Guests may attend two meetings before dues are required 

● Eligibility: Anyone age 10 or older may join 

      Nominating & Elections 

● Nominating Chair: Appointed by the President 

● Nominating Committee: Refer to section QGA Policies and Procedures “COMMITTEES - 

Nominating” 

● Timeline: 

○ Nominating Committee Formed: November guild meetings 

○ Announcement that Nominations are Open: January guild meetings 

○ Nominees Presented: February guild meeting & published in newsletter prior to March 

guild meetings 

○ Voting/Election: March guild meetings 

○ Installation of Officers: April guild meetings 

● Refer to QGA Bylaws: ARTICLE IX: Election of Officers (Nominating Committee), Sections 1-5 

Board Meetings 

● Schedule: Monthly at 5:30 PM on the Thursday one week before the guild meeting 

● Quorum: 5 members required to conduct business (Bylaws Article VIII, Section 2) 

Guild General Meetings 

● Schedule: Last Thursday of each month 

○ Morning Meeting: Starting at 9:30 AM | Night Meeting: Starting at 6:00 PM 

Expense Reimbursement 

● Board and committee members shall turn in expenses to the Treasurer for reimbursement in a 

timely manner  

Amending the Bylaws (Also Article IX) 

● Notice: Must be printed in the newsletter immediately before the vote 

● Approval Requirement: 2/3 of members present must vote in favor 

Guild Year 

● Fiscal and Membership Year: May 1 – April 30 

● QGA Annual Timeline (Changes Subject to Board Approval) 
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MONTH MONTHLY ACTIVITIES 

April ● Annual Meeting 

○ Installation of Officers 

○ Present Silver Thimble Award 

○ Monthly Meeting Program: "Clean Out Your Sewing Room" 

● Form Budget Committee 

● Hold annual Quilt Auction event (March or April) 

May ● New Officers and Committee Members begin their roles 

● Membership Renewals begin 

June ● Budget presented to Board for approval 

● Membership Renewal Ends 

● Members not paid by June 30 are removed from membership roll 

July ● New Program Calendar presented to Board 

August ● Announce “Quilt Challenge” theme and details 

September ● Announce Christmas Social Gathering details 

October  

November ● President appoints Nominating Chair 

● Form Nominating Committee (as per bylaws) 

December ● Hold Christmas Social 

January ● Make Nominations for New Board Members 

● Present Retreat Information (if not done earlier) 

● Board selects Outstanding Member of the Year nominees (if 

applicable) 

February ● Present Nominees for New Officers to general membership 

● Complete Board-Member-at-Large nominations 

● Present Outstanding Member of the Year Award (Feb or March, if 

applicable) 

March ● Publish Slate of Nominated Officers in newsletter (per bylaws) 

● Membership votes to approve nominated slate & Board-Member-

at-Large 

● Silver Thimble Nominations End 

● Celebrate National Quilt Month/National Quilt Day (3rd Sunday in 

March) 

● Hold annual Quilt Auction event (March or April) 

● Present Outstanding Member of the Year Award (Feb or March, if 

applicable) 
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BOARD MEMBERS - President 

                                                                                                                                                                         

Role Overview 

● Total Commitment: 3 years 

 

○ Year 1: President-Elect 

○ Year 2: President (installed in April) 

○ Year 3: Past President (voting board member) 

Primary Responsibilities 

Leadership & Oversight 

● Preside over all guild meetings and board meetings 

● Coordinates activities and ideas from members and board 

● Oversees all guild events and ensures smooth operations 

● Submits monthly newsletter article 

● Prepares and shares written agendas for general meetings 

● Acts as a resource and mentor for incoming President during a 2-month transition period 

Appointments & Committee Involvement 

● Appoints specific officers, such as: 

○ Membership Chair 

○ Multimedia Chair 

● Serves as ex-officio member of all committees (except Nominating Committee) 

● Appoints Nominating Chair at November meeting 

Board Duties 

● Chairs the Board: 

○ Shares draft board agenda one week prior to meeting 

Presides and ensures orderly discussion 

○ Brings concerns and outside requests to board for discussion 

○ Votes only in case of a tie 

● May call additional board or special guild meetings 

● The outgoing Board Member shall serve as a resource to the incoming Board Member. 

Together, they will work to ensure a smooth transition of responsibilities. 

Financial Responsibility 

● Serves as additional signer on guild checking account 
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Bylaws References 

● Article VII, Sect. 1: General duties 

● Article VII, Sect. 5: May delegate duties (e.g., correspondence) to secretaries 

● Article VII, Sect. 9 & 10: Appoints Membership & Multimedia Chairs 

● Article VIII, Sect. 1: May call additional board meetings 

● Article X, Sect. 3: May call special guild meetings 

● Article XI, Sect. 1: Appoints Nominating Chair  
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BOARD MEMBERS - President-Elect 
 

 

● The President-Elect is an elected office/board position and involves a three-year commitment. 

The President-Elect serves as President-Elect for one year, then serves as President the 

second year, and continues by serving as Past President, a voting member of board the third 

year. 

● The President-Elect is installed in April  

 

President-Elect Duties: 

1. Assumes the duties of the President in their absence 

2. Calls new chair persons in May to ask if they have contacted all members volunteering to 

serve on their committees; ask if they are fulfilling Policies & Procedure requirements in 

June; monthly ask if their committee members are showing up for meetings; and ask if they 

need assistance. 

3. In the case of a vacancy in the office of President, the President-Elect assumes the duties of 

the President for the remainder of the term of office 

4. Trains and prepares to assume the office of the President the following year 

5. Attends all board meetings 

6. Serves as a member of the nominating committee 

7. Maintains a current inventory of guild property and provides inventory to the President 

8. Remains on board as advisor and voting member for one year following presidency 

9. The outgoing Board Member shall serve as a resource to the incoming Board Member. 

Together, they will work to ensure a smooth transition of responsibilities. 

 

See Bylaws regarding President-Elect: 

◻ See Duties – (Article VII, Sect. 2) 
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BOARD MEMBERS - First Vice- President / Program Chair  
(Also see Programs Committee) 

 

Duties and Responsibilities: 

● Chair of the Program Committee 

○ The First Vice-President leads the Program Committee and is responsible for all aspects 

of planning and executing the guild’s programs and workshops for the year 

● Program Planning and Budgeting 

○ Plans programs and workshops for the guild year (July to June) 

○ Submits associated costs to the board for consideration, review, and approval 

● Speaker and Program Coordination 

○ Researches topics and potential speakers 

○ Contacts teachers/speakers and coordinates program dates 

○ Arranges all logistics for visiting speakers, including transportation, housing, and meals 

(if needed) 

○ Acts as liaison to program speakers and workshop presenters 

● Event Management 

○ Coordinates the preparation of the designated location for programs and workshops 

including audio/visual and speaker requirements 

● Publicity and Communication 

○ Coordinates with Multimedia Chair publicity for the event 

○ Provides information for inclusion in the guild newsletter and website 

● Financial Oversight 

○ Submits all money collected and expense receipts to the Treasurer for reimbursement 

and recordkeeping 

● Transition Period 

○ The outgoing Board Member shall serve as a resource to the incoming Board Member. 

Together, they will work to ensure a smooth transition of responsibilities. 

See Bylaws regarding Vice-President: 

◻ Duties – (Article VII, Sect. 3) 
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BOARD MEMBERS - Second Vice- President 
 

 

● The Second Vice-President is an elected office/board position 

● The Second Vice-President is installed in April 

 

Second Vice-President Duties: 

1. Conducts the night or day meeting, depending on the President’s availability. If the Second 

Vice President is unable to conduct an assigned meeting, they will appoint a designee to 

preside. 

2. The outgoing Board Member shall serve as a resource to the incoming Board Member. 

Together, they will work to ensure a smooth transition of responsibilities. 

 

See Bylaws regarding Second Vice-President: 

◻ Duties – (Article VII, Sect. 4) 
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BOARD MEMBERS - Secretary (Day and Night) 
 

 

● Day and night secretaries are elected office/board positions 

● Day and night secretaries are installed in April 

 

Day Secretary Duties: 

1. Records accurate minutes of all board and general day meetings 

2. Keeps and maintains all permanent records of all meetings 

3. Provides minutes and information to the newsletter editor 

4. Conducts the correspondence of the organization and other duties as designated by the 

President 

5. Maintains QGA Policy & Procedures Manual 

6. Serves as a resource to the new secretary during transition 

7. The transition between outgoing and incoming Day Secretaries includes a two-month 

overlap to allow for training, knowledge sharing, and a smooth handover of responsibilities 

8. Performs any other duties incidental to the position 

 

Night Secretary Duties: 

1. Assumes day secretary duties in the event of the absence of the day secretary 

2. Forwards copies of previous board minutes to board members and committee chairs prior to 

the next meeting 

3. Reports door prize(s) and lotto block winners attending the night guild meeting to the 

newsletter editor and day secretary 

4. Sends photos and names of night meeting “Show & Tell” participants to newsletter editor 

and day secretary 

5. Serves as a resource to the new night secretary during transition 

6. The outgoing Board Member shall serve as a resource to the incoming Board Member. 

Together, they will work to ensure a smooth transition of responsibilities. 

 

See Bylaws regarding Secretaries: 

◻ Duties – (Article VII, Sect. 5) 
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BOARD MEMBERS - Treasurer 
(Also see Budget Committee) 

 

● Treasurer is an elected office/board position 

● Treasurer is installed in April 

   

General Duties: 

 1. Serves as chair of the budget committee and monitors budget 

 

Day-to-Day Duties: 

1. Shall have charge of all funds of the organization 

2. Deposits and disburses guild funds in a timely manner 

3. Signs all checks on behalf of the organization in compliance with the current budget 

4. Accepts receipts for expenditures and descriptive notes prior to the next board meeting  

5. Maintains a current accounting of budgeted revenue and expenses for the guild 

6. Subject to board’s review and approval, presents a Treasurer’s report at each board and 

regular monthly guild meeting 

7. Presents an end-of-year fiscal report to the board, after the books being audited  

8. Maintains a binder that includes a record of each month’s expenses and their respective 

bank deposits slips and invoices. Also included in the Treasurer’s binder should be a copy of 

the monthly reconciled bank statements and the Treasurer’s reports as well as any 

contracts. Recommend binder be organized by months. 

9. Researches the best way to pay for costs incurred by the Newsletter Editor at Office Depot 

or printing companies 

 

Guidelines Regarding Money Transactions Not Made by the Treasurer: 

● Member payments for all guild activities must be made by check (payable to QGA) or made 

in cash. When receiving funds, the Treasurer or guild officer will give the guild member a 

receipt for the check or cash. 

● The committee chair or designee is responsible for conveying guild activity and membership 

funds to Treasurer in a timely manner with the appropriate form 

● Unbudgeted expenses shall require board approval prior to disbursement 

General Duties: 

1. Maintains a list of guild properties. Property inventory is kept by President-Elect and a copy 

provided to the President and retained in the Treasurer’s binder. 

2. Keeps guild's Federal ID number and governmental ID numbers in current                              

year binder. The treasurer will be sure we are in good standing with the state and federal 

government.  

3. Invoices and collects fees for newsletter ads (as directed by newsletter editor) 

4. Creates a form needed for expenses and a running budget form made for committee chairs 

to use 

5. The outgoing Board Member shall serve as a resource to the incoming Board Member. 

Together, they will work to ensure a smooth transition of responsibilities. 

See Bylaws regarding: 

◻ Duties – (Article VII, Sect. 6) 
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BOARD MEMBERS - Parliamentarian (Day and Night) 
 

● Elected Office | Voting Member of the Board 

● One Parliamentarian each for Day and Night Meetings 

Election & Term: 

● Both the Day or Night Parliamentarians are elected by membership 

● Installed in April 

Primary Duties: 

● Interprets and applies Robert’s Rules of Order, Newly Revised when called upon 

● Possesses working knowledge of: 

○ QGA Bylaws 

○ Guild Policies 

○ Parliamentary Procedures 

● Ensures: 

○ All motions are properly seconded 

○ Votes are taken and recorded appropriately 

● Rules on questions of order during meetings 

● Helps maintain a timely and orderly flow of meeting business 

● Acts as a procedural guide and neutral authority to support efficient governance 

Transition Responsibilities: 

● Outgoing Parliamentarians assist the incoming Parliamentarian 

● Ensures a knowledgeable and confident handoff of responsibilities 

Bylaws regarding Parliamentarians: 

◻ Duties – (Article VII, Sect. 7)  
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BOARD MEMBERS - Board Member-at-Large (BMAL) 
 

Elected Position | Voting Member of the Board 

Election & Term: 

● Nominated by general membership no later than the March meeting 

● Installed in April 

● Outgoing BMAL serves as a resource for the incoming BMAL to ensure a smooth transition 

Primary Duties: 

● Represents the interests of the general membership on the board 

● Acts as a conduit for member feedback, including: 

○ Ideas 

○ Suggestions 

○ Concerns 

○ Complaints 

○ Kudos (acclamations) 

● Maintains a positive, objective attitude, promoting the same among members 

● Brings to the board's attention any issues that may affect the well-being of the guild 

● Maintains discretion, respects confidentiality, and exercises sound judgment 

● Creates and maintains the QGA “Log of Contacts and Issues” 

● Performs other incidental duties as needed 

Conflict Resolution Responsibilities: 

● Addresses member dissatisfaction, complaints, or behavior that conflicts with Bylaws or Policies 

& Procedures 

 

○ If resolved: 

■ BMAL documents the issue and resolution confidentially (not for public 

dissemination) 

○ If unresolved or serious: 

■ Escalates the issue to the full board for discussion and resolution 

See Bylaws Regarding Board Member-at-Large: 

◻ Vacancy/Replacement (Article VI, Sect. 5) 

◻ Duties – (Article VII, Sect. 8) 

◻ Election (Article IX, Sect. 2) 

 

  



13 

BOARD MEMBERS - Membership Chair (Appointed by President) 
(Also see Membership Committee) 

 

 

● The Membership Chair is appointed by the guild President and serves as a voting board 

member 

● The Membership Chair is installed in April 

   

Policy: Membership to individuals over the age of 10 is granted upon payment of dues. 

Membership Dues 

● Amount of dues will be determined by the Executive Board 

● Annual membership drive runs from May through June 

 

Membership Chair Duties: 

● Chairs Membership Committee which: 

○ Collects and records membership dues and prepares & distributes membership cards 

○ Accounts for meeting attendance and greeting guests 

○ Keeps an accurate roster of members, including email, and records GSQA numbers of 

members 

○ Reports membership statistics to guild 

○ Submits dues collected to Treasurer 

○ Assigns a registrar for meetings.  Registrar greets members upon arrival at guild 

meetings and supervises sign-in list for members and guests 

○ The outgoing Board Member shall serve as a resource to the incoming Board Member. 

Together, they will work to ensure a smooth transition of responsibilities. 

●  Upon payment of dues, members receive a folder to include: 

○ Membership card 

○ Welcome packet papers 

■ Brief info about us 

■ Board Members list 

■ Guild committee list and info 

○ Welcome gift (suggest using long held items in Boutique such as pins, patches, note 

cards, and current year car decals) 

 

 

Bylaws regarding Membership Chair: 

◻ Appointment (Article VI, Sect. 1) 

◻ Membership Requirements (Article IV) 

◻ Duties – (Article VII, Sect. 9) 
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BOARD MEMBERS - Multimedia Chair (Appointed by President) 
(Also see Multimedia Committee) 

● The Multimedia Chair is appointed by the President and is a voting board member 

● The Multimedia Chair is installed in April  

Purpose: 

Maintain the guild’s online presence and communication through email, website, Facebook, newsletter, 

and future platforms. 

Responsibilities: 

● Manage, oversee, and remain accountable for all guild-related online content 

○ Website 

○ Facebook 

○ Email 

○ Newsletter 

● Ensure transparency by sharing pertinent information with the board 

● Delegate limited access to guild members as needed 

● Seek board approval before creating any new social media accounts 

● Distinguish between public information (calendar, programs, workshops, sew days) and private 

information (member directory, internal communication, newsletter, financials) 

● Approve website advertising requests, with final board approval required 

● Communicate with members and the community to gather information, stories, and images that 

can be used in online content to promote the guild and highlight its activities 

● Members may opt out of having photos published; requests for removal should be submitted by 

email or in writing and must be honored  

● The outgoing Chair shall serve as a resource to the incoming Chair. Together, they will work to 

ensure a smooth transition of responsibilities. 

 

Bylaws regarding Membership Chair: 

◻ Appointment (Article VI, Sect. 1) 

◻ Duties – (Article VII, Sect. 10) 
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COMMITTEES - Auction 
 

Purpose 

The Guild will administer an annual auction of quilt-related items as an important revenue-generating 

activity. 

Procedures 

1. Committee Leadership 

● The Auction Chair will be appointed by the Guild Board 

● The Chair, along with the committee members, shall be responsible for the planning and 

execution of all auction-related activities 

● The committee will operate within the budget determined and approved by the Board. Additional 

expenses must be preapproved by the Board.  

2. Planning & Coordination 

● Meet with committee members to decide: 

○ Auction location and date 

○ Table decorations and centerpieces 

○ Event agenda 

○ Name tags and bid plates 

○ Auctioneer 

○ Menu selection 

○ And other event details 

3. Item Collection & Preparation 

● Collect auction items such as quilts, gift basket items and gift cards 

● Label and package items in prep for the auction 

4. Promotion & Publicity 

● Promote the event with: 

○ Design, print and distribute informational handouts and flyers 

○ Coordinate and book TV and radio promotions 

○ Place event announcement on guild’s website 

○ Promote event on social media 

○ Invite other local guilds to the event 

5. Event Preparations 

● Meet with committee members as needed to: 

○ Prepare signage, name tags, bid plates, etc. 

● Sell event admission tickets 
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● Obtain raffle license from State of Louisiana (To be obtained by Treasurer) 

● Sell Opportunity raffle tickets 

● Sell “Jar” tickets 

● Organize a workday with committee members to: 

○ Prepare auction baskets and quilts for auction 

○ Finalize all logistical and staffing assignments 

6. Day of Auction 

● Arrive early: 

○ Set up quilt racks, tables, chairs, etc. 

○ Install quilts on racks and gift baskets on tables 

○ Set up table decorations 

○ Prepare registration and payment areas 

7. Post-Auction Tasks 

● Treasurer to prepare an event financial statement for presentation to the board 

● The outgoing Chair shall serve as a resource to the incoming Chair. Together, they will work to 

ensure a smooth transition of responsibilities. 

● Hold debrief meeting to gather information to improve auction for next year 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 



17 

COMMITTEES - Boutique 
 

The guild shall offer items for sale at guild meetings and other events such as ArtWalk. 

Purpose 

To generate additional revenue for the Guild treasury and to provide members with access to quilt-

related items such as quilt fabric, sewing notions, quilt pattern, quilt books and magazines.  

Procedures 

1. Boutique Setup 

● The Boutique committee will: 

○ Prepare, price and maintain inventory of boutique items 

○ Sell items at guild meetings or other events 

      2. Financial Handling 

● The Boutique shall have its own petty cash to be determined by the committee 

chair and guild Treasurer 

● The petty cash is only to be used to collect Boutique sales and not for any other 

use such as reimbursement of expenses 

● The Boutique Chair or member of the committee will submit all money earned 

from the Boutique to the guild Treasurer 

● The Boutique will operate within the approved budget. Additional expenses must 

be preapproved by the board 

3. Communication & Reporting 

● The Chair will: 

 

○ Provide short updates at guild meetings to inform members about available items 

○ Share this inventory with the incoming chair during the leadership transition 

The outgoing Chair shall serve as a resource to the incoming Chair. Together, they will work to ensure 

a smooth transition of responsibilities. 
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COMMITTEES - Budget Committee 
 

 

Policy:   

● The proposed budget will be presented to the board for approval at the May board meeting 

● If necessary, the proposed budget may be amended by the board 

● Final budget approval takes place with a two-thirds approval by the board 

 

Budget Committee Procedures: 

1.  Chaired by the Treasurer 

2. Three or more Budget Committee members prepare a proposed budget based on 

anticipated revenues and expenses 
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COMMITTEES - Christmas Gathering/Social 
 

 

Purpose:  

 

To bring QGA Quilt Guild members together in a joyful and relaxed setting, providing a wonderful 

opportunity to connect, share stories, and enjoy each other’s company during the holiday season. 

 

Procedure: 

The Christmas Gathering/Social Committee is a volunteer group made up of dedicated QGA Quilt Guild 

members, including a volunteer chairperson. This committee is responsible for planning, organizing, 

and coordinating the annual holiday social event. 

Chairperson Role: 

The volunteer chairperson leads the committee, organizes meetings, oversees progress, and serves as 

the main point of contact for the guild board and members. 

Committee Responsibilities Include: 

● Selecting a date, time, and venue for the gathering 

● Planning activities, decorations, and refreshments 

● Coordinating setup and cleanup 

● Creating invitations or announcements for members 

● Ensuring the event is inclusive, festive, and fun for all attendees 

● The committee will operate within the approved budget. Additional expenses must be 

preapproved by the board.  
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COMMITTEES - Community Service  
 

 

Purpose: 

 

Seek organizations and people within our communities that would benefit from items sewn by our 

members. Be cognizant of other ways our members may reach those in need. Make this information 

known to the membership. 

 

Procedures:  

 

Chairperson is appointed by the President with a suggestion of a two year commitment. An extension 

can be approved by the Board.  

 

Chairperson will give a monthly report at the meeting explaining new projects that members could work 

on and a follow-up report of the work that has been done. This information will also be printed in the 

monthly newsletter.  

 

Committee membership procedures: 

● Contact community organizations, service groups, non-profits, and churches to discover if the 

sewing skills of the Quilt Guild could be of help to them. Present to the Guild the quilt-related 

item needed and ask members to participate if they wish. 
 

● Deliver to the organization the needed quilt-related item as requested 
 

● Offer times and places for members to work together and sew the needed items 
 

● Be the contact person for Guild members to report the needs of their communities 
 

● Identify children's organizations in the area and be in contact with them to learn of the various 

needs throughout the year 
 

● Identify those in military service that could receive quilts (i.e. families of fallen soldiers, active 

duty military or veterans) 
 

● Work with individuals or organizations in the Acadiana region or victims of disaster to receive 

quilts 
 

● Be ready to communicate through newsletter, social media, and community publications when 

appropriate to share information and photos on the work of the Guild's Community Service 
 

● Members to be a support to each other as the desire to help those in need is shared by all on 

this committee 
 

● The outgoing Chair shall serve as a resource to the incoming Chair. Together, they will work to 

ensure a smooth transition of responsibilities. 
 

● Operate within the approved budget. Additional expenses must be preapproved by the Board. 
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COMMITTEES - Prizes 
 

Policy:   

 

The guild provides a prize at each monthly guild morning and evening meeting. 

 

Procedures for Prize Committee:  

 

    The Chairperson will be appointed by the President. 

1. Committee members will purchase prize(s) 

2. Donations for additional prizes may be accepted 

3. Chair submits to the Treasurer money collected and expense receipts for reimbursement 

4. The Chair will operate within the approved budget. Additional expenses must be 

preapproved by the Board. 

5. The outgoing Chair shall serve as a resource to the incoming Chair. Together, they will work 

to ensure a smooth transition of responsibilities. 

 

Procedures for Guild Members: 

  

1. Members in good standing are eligible to win door prizes 

2. Members wearing name tags are eligible for a chance to win a prize at each meeting 

3. Members whose birthdays are celebrated during the month are eligible to receive a prize  

4. Members must have signed in at the registration table prior to the start of the meeting and 

must be present at time of drawing to win 
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COMMITTEES - GSQA (Gulf States Quilting Association) 
 

 

QGA is a member of a quilting organization (GSQA) composed of members from guilds in Louisiana, 

Mississippi, Alabama and Florida. 

Procedures for GSQA Committee Chair 

1. Appointment and Representation 

● The GSQA Chair is appointed by the President of the Guild 

● Serves as the primary contact person representing the Guild to GSQA (Gulf States Quilting 

Association) 

2. Program Coordination 

● Collaborates with the Program Chair to: 

○ Review GSQA circuit teachers 

○ Evaluate presentations and programs offered 

○ Facilitate selection of speakers and workshops 

3. Information Management 

● Provides requested information to GSQA, including: 

○ Number of QGA members 

○ Names and positions of current officers 

● Monitors and ensures that QGA officers maintain their membership in GSQA 

4. Communication and Promotion 

● Shares GSQA-related updates at guild meetings, including: 

○ General meetings 

○ Pursuit of Excellence (POE) classes 

○ Quilt shows 

○ Seminars 

5. Marion Maerke Award 

● Informs guild members about the Marion Maerke Award, which provides: 

○ Free attendance at a GSQA seminar 

○ Choice of classes 

● Communicates procedures for application submission 

6. Transition and Continuity 

● The outgoing Chair: 

○ Acts as a resource for the incoming Chair 

○ Assists in ensuring a smooth and informed transition of responsibilities 
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7. Financial Procedures 

● Submits to the Treasurer: 

○ Money collected 

○ Expense receipts for reimbursement 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



24 

COMMITTEES - Lotto Block 
 

 

Purpose:  

 

As a learning experience, the guild shall regularly offer to guild members a lotto block design.  

 

Procedures for Committee: 

 

The committee chair will be appointed by the guild. 

1. Select, design and prepare instructions and, when necessary, fabric packets for each 

demonstration 

2. Distribute lotto block patterns to day/night groups at one meeting. Announce that completed 

lotto block will be due the following meeting. For each block submitted, one ticket is given for a 

random drawing. Winning ticket(s) receives all, or a portion of the completed lotto blocks. 

Participation is optional, and blocks may be submitted without entering the drawing. 

3. Display completed lotto block samples for viewing at the general meetings 

4. Keep records of participants and number of blocks taken 

5. Keep track of finished and unfinished lotto blocks so they can be distributed to appropriate 

winners  

6. The committee will operate within the approved budget. Additional expenses must be 

preapproved by the Board.  

7. Submit receipts for reimbursement related to block-related expenditures such as printing and 

fabric purchases 

8. The outgoing Chair shall serve as a resource to the incoming Chair. Together, they will work to 

ensure a smooth transition of responsibilities. 

 

Guidelines for Selecting Lotto Block Patterns: 

 

● The lotto block should be “do-able” for all skill levels and provide hands-on learning experience 

for the quilter. 
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COMMITTEES - Quilting Holidays 
 

The guild shall celebrate select quilting holidays during the year. 

Committee Structure and Responsibilities 

● The Quilting Holidays Committee is composed of volunteer members, including a volunteer 

chairperson. Together, they plan and execute activities to celebrate select quilting holidays, 

ensuring the event is engaging and meaningful for the guild and the community. 

Partial List of Annual Quilt-Related Holidays to Consider: 

Visit Your Local Quilt Shop Day (Fourth Saturday in January) 

Quilt of Valor Foundation - National Sew Day (First Saturday in February) 

National Quilting Month (Entire month of March) 

National Quilting Day (Third Saturday in March) 

National Handmade Day (First Saturday in April) 

Sewing Machine Day (June 13 and August 12) 

Name Your Sewing Machine Day (June 29) 

National Sewing Month (Entire month of September) 

Sew with a Jellyroll Day (Third Saturday in September) 
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COMMITTEES - Nominating 
 

 

The nominating committee shall recruit and present to the board a slate of officers for the coming year. 

Procedures for Nominating Committee Chair 

1. Formation of the Committee 

● The President appoints the Nominating Committee Chair 

● The President-Elect automatically serves on the committee 

● The full Nominating Committee shall be formed at the November guild meeting 

2. Announcement and Nomination Period 

● At the January guild meeting, the Chair announces that nominations are open for: 

○ Guild Officers 

○ Board Member-at-Large (BMAL) 

● Chair: 

○ Secures potential nominees 

○ Contact nominees to confirm their acceptance 

○ Accepts nominations from the membership for BMAL and confirms acceptance 

3. Presentation of Slate 

● At the February guild meeting, the Chair: 

○ Presents the proposed slate of officers for the coming year 

○ Accepts nominations from the floor 

4. Newsletter Submission 

● Chair submits the nominating slate (officers and BMAL nominees) for publication in the guild 

newsletter, to appear in the issue preceding the March meeting 

● Additional nominations may be submitted to the Chair no later than March 5 

5. Election Process 

● If there is more than one nominee for any position: 

A paper ballot shall be prepared 

● Voting is conducted by majority vote at the March general meeting 

● Chair: 

○ Collects and tallies ballots, if needed 

6. Induction of Officers 

● Chair is responsible for planning and managing the induction ceremony for new officers 
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7. Transition and Continuity 

● The outgoing Chair shall: 

○ Serve as a resource for the incoming Chair 

○ Assist in ensuring a smooth transition of responsibilities 

Bylaws regarding Nominating Committee: 

 

◻ Article IX, Sections 1-4. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



28 

COMMITTEES - Outstanding Member of the Year (Award) – (As Needed) 

This award recognizes a QGA member who has made outstanding contributions to the guild through 

leadership, collaboration, and skill-sharing during the guild year. 

Selection Criteria: 

Recipients will be selected based on specific criteria established by the QGA Board. Nominees should 

demonstrate the following: 

1. Leadership & Involvement: 

 

○ Active and meaningful participation in one or more major guild committees during the 

fiscal year 

○ Examples include serving as a committee chair, organizing events, or supporting 

committee initiatives 

 

2. Collaboration & Service: 

 

○ Worked effectively with fellow guild members to enhance workshops, programs, or 

community service projects throughout the year 

 

3. Skill Sharing & Mentorship: 

 

○ Exhibits strong quilting skills and generously shares knowledge with others to help 

improve their quilting abilities and understanding of the quilting process 

Eligibility Rules: 

● Recipients will be chosen by the QGA Board based on the established criteria 

● A member may not receive more than one major guild award in the same year 

● Active board members are not eligible for nomination or selection for the Outstanding Member 

of the Year award 

Award Presentation: 

● The selected member will receive a certificate featuring: 

○ Their name 

○ The year of the award 

○ The QGA Quilt Guild logo 

● The award will be presented at the February or March guild meeting 
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COMMITTEES - Programs 
 

Purpose: 

To plan, organize, and coordinate engaging monthly programs and hands-on workshops that educate, 

inspire, and support the creative growth of QGA Quilt Guild members. 

Responsibilities: 

● Develop a yearly calendar of programs and workshops for guild meetings 

● Invite and schedule guest speakers, instructors, and member-led presentations 

● Coordinate logistics, including venue setup, supplies, and equipment needed for programs and 

workshops 

● Promote upcoming programs and workshops through guild communications (newsletters, 

emails, or social media) 

● Operate within the approved budget. Additional expenses must be preapproved by the Board  

● Manage registration and payment (if applicable) for workshops, including waitlists and 

cancellations 

Leadership: 

This committee is chaired by the elected First Vice President/Program Chair with volunteer committee 

members. 
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COMMITTEES - Silver Thimble (Award) 
 

Purpose: 

The Silver Thimble Award is presented annually to a QGA member who has shown outstanding, long-

term dedication and service to the guild. This prestigious honor recognizes those whose commitment 

and leadership have left a lasting impact on the guild's growth and spirit. 

Selection Criteria: 

To be considered for the Silver Thimble Award, a nominee must have demonstrated the following 

qualities over a period of multiple years: 

● Generous Contribution of Time: 

 Willingly gave their time and energy to guild activities and initiatives. 

 

● Exceptional Service: 

 Served as an officer and/or committee chair, providing leadership and support. 

 

● Support of Guild Growth and Vision: 

 Contributed meaningfully to the ongoing development, expansion, and success of the guild. 

 

● Inspiration and Enthusiasm: 

 Actively motivated and encouraged fellow members, creating a positive and engaging 

atmosphere. 

 

● Enhanced Member Experience: 

 Helped foster enjoyment, fellowship, and a sense of belonging within the guild. 

Selection Procedures: 

● Nomination Process: 

 Any guild member may nominate another member by completing the official Silver Thimble 

Award Nomination Form and submitting it to the President, Past President, or President-Elect. 

 

● Selection Committee: 

 The committee responsible for selecting the recipient will consist of the following: 

 

○ President 

○ Past President (serves as Committee Chair) 

○ President-Elect 
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● Award Details: 

 

○ The award is a sterling silver thimble, purchased by the guild 

○ The Past President, as committee chair, is responsible for selecting and ordering the 

award. The award will be purchased within the approved budget of the Board.  

○ A record of recipients (including names and the year awarded) will be maintained by the 

Past President 

 

● Presentation: 

 The Silver Thimble Award will be formally presented at the April guild meeting. 
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COMMITTEES - QGA Quilt Show 
 

 

Purpose:  

The QGA Quilt Show will spotlight the talent and artistry of our guild members, offering the community a 

chance to appreciate the craftsmanship behind quilting. Visitors will experience a vibrant display of 

quilts—from traditional patterns to modern interpretations—and learn more about the art and heritage of 

quilting. 

 

Procedure: 

 

The QGA Quilt Show is organized by a dedicated volunteer committee made up of QGA Quilt Guild 

members, including a volunteer chairperson. The committee works closely with the venue to plan and 

present a public quilt show that highlights the creativity and talent of our guild. 

Chairperson Role: 

The chairperson leads the committee, oversees all aspects of planning and coordination, and serves as 

the primary liaison between the guild and the venue. 

Committee Responsibilities Include: 

● Coordinating with the venue to schedule and organize the show 

● Selecting the quilt show dates in collaboration with the venue 

● Managing the call for entries and collecting quilts from participating members 

● As part of the show preparation, the committee is responsible for collecting detailed information 

from each quilter about the quilts being submitted. This includes: 

○ Quilt title 

○ Name of the quilter 

○ Quilt dimensions 

○ Design inspiration or story behind the quilt (optional but encouraged) 

○ Techniques and materials used 

○ Whether the quilt is for display only or available for sale (if applicable) 

This information will be used for labels, the show catalog, promotional materials, and signage, 

helping visitors appreciate the artistry and context of each quilt. 

● Promoting the event to the public and supporting community engagement 

● Ensuring all quilts are safely returned to their owners after the show concludes 

● The committee will operate within the approved budget. Additional expenses must be approved 

by the Board.  
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COMMITTEES - Quilt Camp 

Quilt Camp is an annual or bi-annual sewing event organized for members of the guild. Typically, a 1–

day to 2-day event with no overnight stay. 

Procedure 

● Chair Responsibilities 

 

○ Planning and organizing the event 

○ Determining the location and cost of the event 

○ Presenting a status report, including estimated costs, for board approval 

○ Book venue after board approval 

○ Provide event information to (Work with) the Media Chair to advertise the event to guild 

membership 

○ The committee will operate within the approved budget. Additional expenses must be 

preapproved by the Board 

○ Submitting all collected money and expense receipts to the Treasurer for reimbursement 

○ Keep roster of attendees 

○ The outgoing Chair shall serve as a resource to the incoming Chair. Together, they will 

work to ensure a smooth transition of responsibilities. 

 

● Committee Members Assignments 

● Bring the following items to the event for use by all participants: 

○ Cutting mats 

○ Extension cords 

○ Misc items: rulers, masking/duct tape, etc. 

○ Risers for cutting tables 

○ Irons 

● Event Setup: 

○ Set up tables and work areas for: 

■ Cutting stations 

■ Ironing stations 

● Post-Event: 

○ Reset the room to its original layout as it was before the event 

○ Clean up the room, ensuring all areas are tidy and any materials or equipment 

are removed 
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COMMITTEES - Quilt Retreat 

The guild sponsors an annual quilt retreat for guild members. The retreat provides an opportunity for 

members to gather, quilt, learn, and have fun in a relaxed setting. Usually a 2-day to 4-day event with 

overnight accommodations. 

1. Leadership and Planning 

● The Retreat Chair is appointed by the Guild 

● The Retreat Committee is responsible for: 

○ Planning and organizing the retreat 

○ Selecting the date and location 

○ Determining costs 

○ Providing retreat information to guild members 

○ Collecting fees 

Board Communication 

● The Retreat Chair must present a status report to the Board, including: 

○ Estimated costs 

○ Key logistical information 

● The committee will operate within the approved budget. Additional expenses must be 

preapproved by the Board.  

● Chair submits collected money and expense receipts to the Treasurer for reimbursement. 

Transition 

● The outgoing Chair will: 

○ Serve as a resource to the incoming Chair 

○ Oversee a two-month transition period (one month before and one month after the new 

Chair assumes office) 

2. Suggested Timeline and Guidelines 

     As Soon As Possible 

● Determine site and date (may be carried over from the previous year) 

● Reserve venue and dates 

● Pay any deposit due  

     Approx 3-4 Months Before Retreat 

● Form the retreat committee 

● Request allocated retreat funds from the guild 

● Schedule committee meetings 

● Develop a timeline and retreat activity plan 

● Make a list of items needed for retreat 
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1-2 Months Before Retreat 

● Begin retreat sign-ups. All attendees should fill out a retreat form and make payment 

● Per retreat facility policy, provide attendees and room preferences to the facility coordinator 

● Provide current retreat information to attendees with agenda and supplies needed  

3. Chair’s Responsibilities 

● Prepare a sign-up sheet including: 

○ Room preference (upstairs/downstairs) 

○ Current contact information 

○ Emergency contact information 

○ Roommate/Room preference 

○ Days attending 

○ Handicapped accessibility needs/dietary restrictions 

● Create and distribute a retreat handout with essential information 

● Reserve date and rooms for the next year’s retreat 

4. Committee Duties 

  Before retreat: 

● Purchase paper products such as paper towels, paper plates/bowls, plastic utensils.  

● Provide attendees with current retreat agenda, supplies needed, etc.  

● Arrange to have equipment and supplies transported to retreat. This includes irons, 

cutting mats, ironing boards, risers, rulers, power cords, etc.  

               At retreat: 

● Arrange attendee sewing tables, cutting and ironing stations and other tables as needed 

● Pass out room keys and mark room number on original signup sheet  

● Pass out trash containers and other sewing table needs 

Retreat Activities 

● Plan a fat quarter drawing 
● Organize games 
● Learn a new technique or make a quick item 

 

After Retreat 

● Take down tables and stations 

● Clean up the retreat space  
● Clean kitchen area 
● Collect keys from attendees 
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INACTIVE COMMITTEE: Junior Membership  
(Approved by Board 9/17/2015) 
 

The committee will be reactivated when the guild's Junior membership increases. 

 

Policy: Guild offers junior membership for youth interested in quilting and quilt-related activities. 

Procedure: Chair will be appointed by the guild. 

● Age for membership: 10 - 17 years 

● Junior members are eligible upon their 10th birthday 

● Upon their 18th birthday, Junior members become a Regular member 

Attendance policy: 

● One QGA member must be present for every three participants. Parents or family 

members are encouraged to attend with their child when possible. 

Dues/Newsletter: 

● Junior members will pay a reduced dues set by the board.  

● Junior members will receive email version of guild newsletter 

Bylaws regarding Junior Membership 

◻ Membership (Article IV; Sect 2) 

◻ Dues (Article V; Sect 3) 


