
President 
 
 

1. Serve as a member of the Executive Committee.  
President, Vice President, Secretary, Treasurer 

2. Is a voting member of the Board of Directors and attends all meetings of the 
Board of Directors. 

3. Preside over Board of Directors Meetings. 
Board of Directors Meetings are held quarterly in September, 
December, March and June.  The September meeting is held the 
Monday following the installation dinner (3rd Wednesday of 
September) and the June meeting is generally scheduled for the 2nd 
Monday following the quilt show.  

4. Preside over Business Meetings. 
Business meetings to be held the first Wednesday of every month 
except for July when the guild has a summer schedule (one meeting in 
July and one in August).   

5. Appoint committees as necessary. 
  The President shall appoint members of the following committees: 
   Nomination Committee (April) 
    2 board members, 3 general members 
   Finance Committee  (June) 

President, President-elect, Treasurer, Treasurer elect, 3 
general members 

Audit Committee  (June) 
 President, Fundraising Chair, 2 general members 

6. Serve as Ex-officio member of all committees. 
7. Responsible for seeing that the annual non-profit form is filed with Secretary 

of State and that the required tax forms are filed on an annual basis. 
(Approximately January 15th) 

8. Organize, with the help of the Board of Directors, the Installation dinner. 
9. Write a column for the monthly newsletter. 
10. Act as Tri-Guild Liaison. 

 
Additional duties  

1. Maintain and update duties and guidelines as needed. 
2. Review and update website content as needed. 
3. Provide article to the Newsletter Editor each month. 
4. Arrange for a meeting to pass on and review duties and materials of the job 

with the President-elect before Installation. 



NCQC Representative 
 
 

1. Voting liaison to the Board of Directors for this position is the President. 
2. Obtain duty binder from the President. 
3. Attend meetings of the Northern California Quilt Council.  These meetings 

are quarterly and usually held outside of Sonoma County.  Driving will be 
required. 

4. Report all expenditures to the President. 
 
 
 

 
 
Additional Duties: 
 

1. This position is encouraged to attend all Board of Directors meetings. 
2. Maintain and update duties and guidelines as needed. 
3. Review and update website content as needed. 
4. Arrange for a meeting to pass on and review duties and materials of the job 

with the President-elect before Installation. 
5. Return duty binder to the President at the end of the year. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Vice President  
 

1. Serve as a member of the Executive Committee.  
President, Vice President, Secretary, Treasurer 

2. Is a voting member of the Board of Directors and attends all meetings of the 
Board of Directors. 

Board of Directors Meetings are held quarterly in September, 
December, March and June.  The September meeting is held the 
Monday following the installation dinner (3rd Wednesday of 
September) and the June meeting is generally scheduled for the 2nd 
Monday following the quilt show.  

3. Attend business meetings. 
4. Preside over business meetings and Board of Directors meetings in the 

absence of the President. 
5. Maintain and update insurance policies. 
6. Arrange for, negotiate and maintain lease and rental agreements. 
7. Coordinate quilt basting activities. 
8. Coordinate outgoing President’s Gift. 
9. Coordinate the annual MQSC Quilt Challenge. 

Present challenge to the membership for participation. 
10. Submit articles to the newsletter, as needed. 
11. Ex-officio member of all committees. 

  
 
 
 
 
Additional duties  

1. Maintain and update duties and guidelines as needed. 
2. Review and update website content as needed. 
3. Provide article to the Newsletter Editor as needed. 
4. Arrange for a meeting to pass on and review duties and materials of the job 

with the Vice President-elect before Installation. 
 
 
 
 
 
 
 
 
 
 
 



Secretary  
 
 

1. Serve as a member of the Executive Committee.  
President, Vice President, Secretary, Treasurer 

2. Is a voting member of the Board of Directors and attends all meetings of the 
Board of Directors. 

3. Record minutes of the Board of Directors meetings. 
Board of Directors Meetings are held quarterly in September, 
December, March and June.  The September meeting is held the 
Monday following the installation dinner (3rd Wednesday of 
September) and the June meeting is generally scheduled for the 2nd 
Monday following the quilt show.  

4. Record minutes of Business meetings. 
Business meetings to be held the first Wednesday of every month 
except for July when the guild has a summer schedule (one meeting in 
July and one in August).   

5. Submit minutes to the Newsletter Chairperson for publication. 
6. Coordinate correspondence under the President’s direction.  
7. Maintain all official documents of the guild. 
8. Maintain a list of guild owned property. 

 
 
 
Additional duties  

1. Maintain and update duties and guidelines as needed. 
2. Review and update website content as needed. 
3. Provide article to the Newsletter Editor as needed. 
4. Arrange for a meeting to pass on and review duties and materials of the job 

with the Secretary-elect before Installation. 
 
 
 
 
 
 
 
 
 
 
 
 
 



Historian 
 
 

1. Voting liaison to the Board of Directors for this position is the Secretary. 
2. This position must have access to a digital camera. 
3. Attend all MQSC meetings and events and take photographs. 
4. Create a web-based photo album. 
5. Keep the annual roster, a list of all fair awards distributed, and newsletters 

for the year. 
6. Maintain the historical scrapbooks/albums and periodically provide 

opportunities for members to view them (i.e., at meetings, by checking out, 
etc. 

7. Maintain and organize digital information with Website Coordinator and 
Newsletter Editor. 

8. Report all expenditures to the Secretary. 
 

 
 

 
 
Additional Duties: 
 

1. This position is encouraged to attend all Board of Directors meetings 
2. Maintain and update duties and guidelines as needed. 
3. Provide article to the Newsletter Editor as needed. 
4. Review and update website content as needed. 
5. Arrange for a meeting to pass on and review duties and materials of the job 

with the Historian-elect before Installation. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Treasurer 
 

1. Serve as a member of the Executive Committee.  
President, Vice President, Secretary, Treasurer 

2. Is a voting member of the Board of Directors and attends all meetings of the 
Board of Directors. 

3. Attend Board of Directors Meetings. 
Board of Directors Meetings are held quarterly in September, 
December, March and June.  The September meeting is held the 
Monday following the installation dinner (3rd Wednesday of 
September) and the June meeting is generally scheduled for the 2nd 
Monday following the quilt show.  

4. Attend Business Meetings. 
Business meetings to be held the first Wednesday of every month 
except for July when the guild has a summer schedule (one meeting in 
July and one in August).   

5. Adhere to all audit committee guidelines. 
6. Is a member of the Finance Committee. 

Prepare the final copy of the budget for distribution to the general 
membership at the September business meeting. 

7. Provide a brief summary of income and expenses to be available at Business 
Meetings. Provide copy to the secretary for inclusion in the 
minutes/newsletter. 

8. File annual non-profit tax return for Federal and State Governments. 
9. Provide required documentation to the Audit Committee and attend meeting. 
10. Receive and deposit all money, and pay all bills for all guild activities. 
11. Disburse guild funds as directed by the Board of Directors with single 

expenditure over $100 for an unbudgeted/over-budgeted item as approved 
by the general membership. 

12. Reconcile monthly books. 
13. Maintains treasury related source documents. 

1099’s to independent contractors and annual state sales tax return. 
     14.Pick up mail for the P.O. Box and distribute as needed. 
 
Additional duties  

1. Maintain and update duties and guidelines as needed. 
2. Review and update website content as needed. 
3. Provide article to the Newsletter Editor each month. 
4. Arrange for a meeting to pass on and review duties and materials of the job 

with the Treasurer-elect before Installation. 



Community Relations Chairperson 
 

1. Serve as a voting member of the Board of Directors and attends all meetings 
of the Board of Directors. 

2. Attend all business meetings. 
3. Oversee the budgets and duties of: 

a. Community Quilts Coordinator 
b. Cat/Dog Cuddles Coordinator 
c. Public Events Coordinator 

4. Fill Coordinator vacancies under this position, as needed. 
5. Coordinate “Sew-cial” events twice per year. 
6. Operate the grant program according to MQSC rules. 
7. This person may also hold a coordinator position under Community 

Relations. 
 

 
Additional Duties: 
 

1. Maintain and update duties and guidelines as needed. 
2. Review and update website content as needed. 
3. Provide article to the Newsletter Editor each month. 
4. Arrange for a meeting to pass on and review duties and materials of the job 

with the Community Relations Chairperson-elect before Installation. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Community Quilts Coordinator 
 

1. Voting liaison to the Board of Directors for this position is the Community 
Relations Chairperson. 

2. Attend Business Meetings. 
3. Responsible for organizing the Community Quilts Program and arranging 

for presentation(s) and donation to designated charity group(s). 
4. Collect bag-alongs for donations. 
5. May provide supplies for construction of community quilts to members at 

each business meeting. 
6. This position may also hold the Community Relations Chairperson position. 

  
 
 
Additional Duties: 
 

1. This position is encouraged to attend all Board of Directors meetings. 
2. Maintain and update duties and guidelines as needed. 
3. Provide article to the Newsletter Editor each month. 
4. Review and update website content as needed. 
5. Arrange for a meeting to pass on and review duties and materials of the job 

with the Community Quilt Coordinator-elect before Installation. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
Cat/Dog Cuddles Coordinator 
 

1. Voting liaison to the Board of Directors for this position is the Community 
Relations Chairperson. 

2. This position may also hold the Community Relations Chairperson position. 
3. Attend all business meetings. 
4. Provide instructions on construction of cat/dog cuddles. 
5. Collect and distribute finished cat/dog cuddles. 
6. Report all expenditures to the Community Relations Chairperson. 
 

 
 
 
 
 
 
 
Additional Duties: 
 

1. This position is encouraged to attend all Board of Directors meetings. 
2. Maintain and update duties and guidelines as needed. 
3. Provide article to the Newsletter Editor each month. 
4. Review and update website content as needed. 
5. Arrange for a meeting to pass on and review duties and materials of the job 

with the Cat/Dog Cuddles Coordinator-elect before Installation. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Fair Events Coordinator 
 

1. Voting liaison to the Board of Directors for this position is the Community 
Relations Chairperson. 

2. Coordinates guild involvement/awards at the Cloverdale Citrus Fair and the 
Sonoma County Fair each year. 

3. Coordinates volunteers and judging at each fair. 
4. Reports at guild meetings regarding award winners. 
5. This position may also hold the Community Relations Chairperson position. 
6. Obtain duty binder from the Community Relations Chairperson. 
7. Report all expenditures to the Community Relations Chairperson. 
 

 
 
 
Additional Duties: 
 

1. This position is encouraged to attend all Board of Directors meetings. 
2. Maintain and update duties and guidelines as needed. 
3. Review and update website content as needed. 
4. Arrange for a meeting to pass on and review duties and materials of the job 

with the Community Relations Chairperson and return duty binder. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Membership Chairperson 
 

1. Serve as a voting member of the Board of Directors and attends all meetings 
of the Board of Directors. 

2. Attend all guild meetings. 
3. Oversee the budgets and duties of:  

a. Sunshine Coordinator 
4. Fill Sunshine Coordinator vacancy as needed. 
5. Responsible for collecting dues and submitting dues to the Treasurer. 
6. Compile and maintain Master list (roster) of all current, new and returning 

members.   
a. Provide monthly updates and changes of roster to all board 

members.   
b. Provide complete and current roster to all members via the 

Newsletter Editor twice per year. 
7. Maintain sign-in lists from all business and program meetings. 
8. Prepare and distribute copy of the member handbook to new members 

complete with name tag kit. 
9. Host a New Member Social at least once a year. 
10. Obtain and give out the Quarterly Attendance Award. 

 
 
 
 
Additional Duties: 
 

1. Maintain and update duties and guidelines as needed. 
2. Review and update website content as needed. 
3. Provide article to the Newsletter Editor each month. 
4. Arrange for a meeting to pass on and review duties and materials of the job 

with the Membership Chairperson-elect before Installation. 
 

 
 
 
 
 
 
 
 



Sunshine Coordinator 
 

1. Voting liaison to the Board of Directors for this position is the Membership 
Chairperson. 

2. Attend all guild business meetings. 
3. Responsible for guild communication regarding birthdays, births, deaths, 

illnesses, etc.  Send cards and make announcements at the business meetings 
as requested by members. 

4. Meet new members and show them around the business meeting. 
5. Conduct a birthday drawing each month at the business meeting.   
6. Collect magazines and resell them for 25 cents each.  Turn in collected 

money to the Treasurer. 
7. Report all expenditures to the Membership Chairperson. 

 
 
 
 
Additional Duties: 
 

1. This position is encouraged to attend all Board of Directors meetings. 
2. Maintain and update duties and guidelines as needed. 
3. Provide article to the Newsletter Editor each month. 
4. Review and update website content as needed. 
5. Arrange for a meeting to pass on and review duties and materials of the job 

with the Sunshine Coordinator-elect before Installation. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Hospitality Chairperson 
 

1. Serve as a voting member of the Board of Directors and attends all meetings 
of the Board of Directors. 

2. Attend all guild meetings. 
3. Oversee the budgets and duties of:  

a. Installation Potluck Coordinator 
b. Holiday Potluck Coordinator 
c. Tri-Guild Luncheon Coordinator 

4. Fill Coordinator vacancies under this position, as needed. 
5. Custodian of duty binders for coordinators under this position. 
6. Setup refreshment area 30 minutes prior to each business and program 

meeting and clean up afterward. 
7. This person may also hold a coordinator position under the Hospitality 

Chairperson. 
 

 
 

Additional Duties: 
 

1. Maintain and update duties and guidelines as needed. 
2. Review and update website content as needed. 
3. Provide article to the Newsletter Editor each month. 
4. Arrange for a meeting to pass on and review duties and materials of the job 

with the Hospitality Chairperson-elect before Installation. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Installation Potluck Coordinator 
 

1. Voting liaison to the Board of Directors for this position is the Hospitality 
Chairperson. 

2. The committee for this position is made up of the outgoing board members. 
3. Obtain duty binder from Hospitality Chairperson. 
4. Report all expenditures to the Hospitality Chairperson. 

 
 
 
 
Additional Duties: 
 

1. This position is encouraged to attend all Board of Directors meetings. 
2. Maintain and update duties and guidelines as needed. 
3. Provide article to the Newsletter Editor as needed. 
4. Return duty binder to the Hospitality Chairperson. 

 
 
************************************************ 
 
 
Holiday Potluck Coordinator 
 

1. Voting liaison to the Board of Directors for this position is the Hospitality 
Chairperson. 

2. Obtain duty binder from Hospitality Chairperson. 
3. Report all expenditures to the Hospitality Chairperson. 

 
 

 
 
 
 
Additional Duties: 
 

1. This position is encouraged to attend all Board of Directors meetings. 
2. Maintain and update duties and guidelines as needed. 
3. Provide article to the Newsletter Editor as needed. 
4. Return duty binder to the Hospitality Chairperson. 



Tri-Guild Luncheon Coordinator(s) 
 

1. Voting liaison to the Board of Directors for this position is the Hospitality 
Chairperson. 

2. Obtain duty binder from Hospitality Chairperson. 
3. MQSC is responsible for hosting the Tri-Guild Luncheon every third year in 

March.  This position organizes the event for our guild. 
4. Arrange for a committee to participate in planning and organizing the 

luncheon.  
5. Determine needed budget and present to the Board for approval at the 

appropriate December board meeting. 
6. Report all expenditures to the Hospitality Chairperson. 

 
 
 
 
Additional Duties: 
 

1. This position is encouraged to attend all Board of Directors meetings. 
2. Maintain and update duties and guidelines as needed. 
3. Provide article to the Newsletter Editor as needed. 
4. Return duty binder to the Hospitality Chairperson. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Newsletter Editor/Chairperson 
 

1. Serve as a voting member of the Board of Directors and attends all meetings 
of the Board of Directors. 

2. Oversee the budgets and duties of:  
a. Blast E-mail Coordinator 
b. Website Coordinator 

3. Fill Coordinator vacancies under this position, as needed. 
4. Coordinate writing, editing, and publishing of newsletter. 
5. Coordinate distribution of newsletter to members via website, meetings and 

mailings. 
6. Receive from Membership Chairperson complete and current roster to 

distribute to membership via email twice per year. 
7. Coordinate with Website Coordinator to update board member and 

coordinator changes, as needed. 
8. This person may also hold a coordinator position under the Newsletter 

Editor/Chairperson. 
 

 
 
 
 
Additional Duties: 
 

1. Maintain and update duties and guidelines as needed. 
2. Review and update website content as needed. 
3. Arrange for a meeting to pass on and review duties and materials of the job 

with the Newsletter Editor/Chairperson-elect before Installation. 
 

 
 
 
 
 
 
 
 
 
 
 



Blast E-mail Coordinator 
 

1. Voting liaison to the Board of Directors for this position is the Newsletter 
Editor/Chairperson. 

2. Obtain duty binder from Newsletter Editor/Chairperson. 
3. Maintain e-mail list of members wanting to receive blast e-mails. 
4. Send blast e-mails to membership as requested.  Blast e-mails must meet 

guild guidelines for membership status and content. 
5. Report all expenditures to the Newsletter Editor. 

 
 
Additional Duties: 
 

1. This position is encouraged to attend all Board of Directors meetings. 
2. Maintain and update duties and guidelines as needed. 
3. Provide article to the Newsletter Editor as needed. 
4. Review and update website content as needed. 
5. Arrange for a meeting to pass on and review duties and materials of the job 

with the Blast E-mail Coordinator-elect before Installation. 
 
 
************************************************ 
 
Website Coordinator 
 

1. Voting liaison to the Board of Directors for this position is the Newsletter 
Editor/Chairperson. 

2. Update and maintain the guild’s website and links. 
3. Report all expenditures to the Newsletter Editor. 

 
 
 
Additional Duties: 
 

1. This position is encouraged to attend all Board of Directors meetings. 
2. Maintain and update duties and guidelines as needed. 
3. Provide article to the Newsletter Editor as needed. 
4. Review and update website content as needed. 
5. Arrange for a meeting to pass on and review duties and materials of the job 

with the Website Coordinator-elect before Installation. 



Program Chairperson 
 

1. Serve as a voting member of the Board of Directors and attends all meetings 
of the Board of Directors. 

2. Oversee the budgets and duties of:  
a. Basic Skills Workshop Coordinator 
b. Star Quilter/Show and Tell Coordinator 
c. Round Robin Coordinator 
d. Affiliate Night Coordinator 
e. Bus Trip Coordinator 

3. Custodian of duty binders for coordinators under this position. 
4. Fill Coordinator vacancies under this position, as needed. 
5. This person may also hold a coordinator position under the Program 

Chairperson. 
6. Oversees scheduling of the guild’s programs and workshops for the year. 
7. Attend NCQC “Meet the Teacher” events. 
8. Contact, negotiate and arrange contracts with selected teachers/speakers. 
9. Supply the program schedule for the current year to the Newsletter Editor, 

Website Coordinator and President. 
10. Promote and advertise upcoming programs and workshops to members.  

Provide samples and materials for workshops and collect sign-ups and fees.  
11. Act a guild host to the teachers/speakers helping to make arrangements for 

lodging as needed. 
12. Attend all program meetings to ensure the speakers/teachers have equipment 

and supplies necessary to make their presentations. 
13. Coordinate class site contracts with Vice President. 
14. Coordinate sites and dates to accommodate teachers and members needs. 
15. Ensure that the treasurer is provided copies of all teacher/speaker contracts 

signed on behalf of the guild. 
16. Obtain W-9 from all teachers/speakers. 
17. Complete State Contractors Form and turn into Treasurer. 

 
 
Additional Duties: 
 

1. Maintain and update duties and guidelines as needed. 
2. Review and update website content as needed. 
3. Provide article to the Newsletter Editor as needed. 
4. Arrange for a meeting to pass on and review duties and materials of the job 

with the Program Chairperson-elect before Installation. 



Basic Skills Workshop Coordinator 
 

1. Voting liaison to the Board of Directors for this position is the Program 
Chairperson. 

2. Obtain duty binder from Program Chairperson. 
3. Request class/teacher ideas from membership 
4. Coordinate with instructors for dates, locations and topics of classes. 
5. Secure and schedule locations for the classes. 
6. Advertise and announce the four workshops at the meetings and in the 

newsletter. 
7. Coordinate with instructors to provide a supply list and any other 

requirements for their respective classes to the attendees. 
8. Supply stipend request form to instructors. 
9. Report all expenditures to the Program Chairperson. 

 
Additional Duties: 
 

1. This position is encouraged to attend all Board of Directors meetings. 
2. Maintain and update duties and guidelines as needed. 
3. Provide article to the Newsletter Editor as needed. 
4. Return duty binder to the Program Chairperson. 

 
*************************************** 
Round Robin Coordinator 
 

1. Voting liaison to the Board of Directors for this position is the Program 
Chairperson. 

2. Obtain duty binder from Program Chairperson. 
3. Recruit teachers/presenters for the event. 
4. Coordinate with the Vice President for the use of the hall, layout of tables 

and equipment needed. 
5. Submit article to the Newsletter announcing Round Robin event. 
6. Report all expenditures to the Program Chairperson. 

 
Additional Duties: 
 

1. This position is encouraged to attend all Board of Directors meetings. 
2. Maintain and update duties and guidelines as needed. 
3. Provide article to the Newsletter Editor as needed. 
4. Return duty binder to the Program Chairperson. 



Star Quilter/Show and Tell Coordinator 
 

1. Voting liaison to the Board of Directors for this position is the Program 
Chairperson. 

2. Recruit Star Quilters and introduce them before their presentation.   
3. Provide information/article to the Newsletter Editor the month before the 

presentation. 
4. Present small gift of appreciation to Star Quilter. 
5. Introduce Show and Tell and provide prize. 
6. Report all expenditures to the Program Chairperson. 

 
 
Additional Duties: 
 

1. This position is encouraged to attend all Board of Directors meetings. 
2. Maintain and update duties and guidelines as needed. 
3. Provide article to the Newsletter Editor as needed. 
4. Arrange for a meeting to pass on and review duties and materials of the job 

with the Star Quilter/Show and Tell Coordinator-elect before Installation. 
 
************************************** 
 
Affiliate Night Coordinator 
 

1. Voting liaison to the Board of Directors for this position is the Program 
Chairperson. 

2. Obtain duty binder from Program Chairperson. 
3. Coordinate with the Vice President for the use of the hall, layout of tables 

and equipment needed. 
4. Contact Affiliates via phone and mail to invite them to participate. 
5. Advertise event to sister guilds and provide article to Newsletter Editor. 
6. Attend event from setup to tear down.  Coordinate volunteers as needed. 
7. Report all expenditures to the Program Chairperson. 

 
Additional Duties: 
 

1. This position is encouraged to attend all Board of Directors meetings. 
2. Maintain and update duties and guidelines as needed. 
3. Provide article to the Newsletter Editor as needed. 
4. Return duty binder to the Program Chairperson. 



Bus Trip Coordinator 
 

1. Voting liaison to the Board of Directors for this position is the Program 
Chairperson. 

2. Obtain duty binder from Program Chairperson. 
3. Report all expenditures to the Program Chairperson. 

 
 
Additional Duties: 
 

1. This position is encouraged to attend all Board of Directors meetings. 
2. Maintain and update duties and guidelines as needed. 
3. Provide article to the Newsletter Editor as needed. 
4. Return duty binder to the Program Chairperson. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Activity Chairperson 
 

1. Serve as a voting member of the Board of Directors and attends all meetings 
of the Board of Directors. 

2. Oversee the budgets and duties of:  
a. Block of the Month Coordinator 
b. Friendship Block Coordinator 
c. Fabric Exchange Coordinator 
d. Medallion Coordinator 

3. Fill Coordinator vacancies under this position as needed. 
4. This person may also hold a coordinator position under the Activity 

Chairperson. 
 

 
 
 
Additional Duties: 
 

1. Maintain and update duties and guidelines as needed. 
2. Review and update website content as needed. 
3. Provide article to the Newsletter Editor each month. 
4. Arrange for a meeting to pass on and review duties and materials of the job 

with the Activity Chairperson-elect before Installation. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Block of the Month Coordinator 
 

1. Voting liaison to the Board of Directors for this position is the Activity 
Chairperson. 

2. Attend all guild business meetings. 
3. Select, prepare and distribute block of the month pattern and fabric (if 

needed) 
4. Display the collected blocks and draw winner(s) at the Business Meeting (or 

other meeting as needed). 
5. Submit pattern for the block of the month to website coordinator. 
6. Report all expenditures to the Activity Chairperson. 

 
Additional Duties: 
 

1. This position is encouraged to attend all Board of Directors meetings. 
2. Maintain and update duties and guidelines as needed. 
3. Provide article to the Newsletter Editor each month. 
4. Review and update website content as needed. 
5. Arrange for a meeting to pass on and review duties and materials of the job 

with the Block of the Month Coordinator-elect before Installation. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Friendship Block Coordinator  
 

1. Voting liaison to the Board of Directors for this position is the Activity 
Chairperson. 

2. Attend all guild business meetings. 
3. Maintain record of the number of Friendship Block Credits for each 

member. 
4. Distribute Block Kits and maintain record of members who sign out, 

complete, and return each Friendship Block Kit. 
5. Provide a quarterly report of Friendship Blocks that are sixty days overdue. 
6. Present completed Friendship blocks to recipients at the business meeting. 
7. Report all expenditures to the Activity Chairperson. 

 
 

Additional Duties: 
 

1. This position is encouraged to attend all Board of Directors meetings. 
2. Maintain and update duties and guidelines as needed. 
3. Provide article to the Newsletter Editor as needed. 
4. Review and update website content each month. 
5. Arrange for a meeting to pass on and review duties and materials of the job 

with the Friendship Block Coordinator-elect before Installation. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Fabric Exchange Coordinator  
 

1. Voting liaison to the Board of Directors for this position is the Activity 
Chairperson. 

2. Attend all guild business meetings. 
3. Choose type of exchange and plan monthly themes for the year. 
4. Supply calendar of monthly themes to President and Newsletter Editor. 
5. Draw winners and make announcements at the business meeting if needed. 
6. Report all expenditures to the Activity Chairperson. 

 
 
 

 
Additional Duties: 
 

1. This position is encouraged to attend all Board of Directors meetings. 
2. Maintain and update duties and guidelines as needed. 
3. Provide article to the Newsletter Editor as needed. 
4. Review and update website content as needed. 
5. Arrange for a meeting to pass on and review duties and materials of the job 

with the Fabric Exchange Coordinator-elect before Installation. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Medallion Coordinator 
 

1. Voting liaison to the Board of Directors for this position is the Activity 
Chairperson. 

2. Attend all guild business meetings. 
3. Maintain records of those participating in each medallion. 
4. Ensure timely transfer of each Medallion Project to the next quilter. 
5. Collect, organize, and store finished medallion tops. 
6. Advertise and provide members with the guidelines for participating in the 

next year’s Medallion Program and collect new starts. 
7. Display finished medallions at the Installation Dinner in September and 

oversee drawings for winners. 
8. Report all expenditures to the Activity Chairperson. 
 

 
Additional Duties: 
 

1. This position is encouraged to attend all Board of Directors meetings. 
2. Maintain and update duties and guidelines as needed. 
3. Provide article to the Newsletter Editor each month. 
4. Review and update website content as needed. 
5. Arrange for a meeting to pass on and review duties and materials of the job 

with the Medallion Coordinator-elect before Installation. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Librarian 
 

1. Serves as a voting member of the Board of Directors and attends all 
meetings of the Board of Directors. 

2. Attend all business meetings. 
3. Must be able to store, transport and lift books and magazines. 
4. Bring library to Business Meetings for membership use.  
5. Maintain a current list of library inventory available for member use.  
6. Maintain check-out list/card file of magazines, books, videos and CD’s. 
7. Oversee purchase of library materials. 
8. Supply overdue library list to the Newsletter Editor for publishing. 

 
 
 
Additional Duties: 
 

1. Maintain and update duties and guidelines as needed. 
2. Review and update website content as needed. 
3. Provide article to the Newsletter Editor each month. 
4. Arrange for a meeting to pass on and review duties and materials of the job 

with the Librarian Chairperson-elect before Installation. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Quilt Show Chairperson 
 

1. Serves as a voting member of the Board of Directors and attends all 
meetings of the Board of Directors. 

2. Coordinate with the Treasurer on budget/financial/contract needs. 
3. Coordinate with the Vice President on venue/contract needs. 
4. Form a team of members to work on planning and organizing the event and 

related activities. 
5. Oversee advertising of the event. 
6. Contact vendors and affiliates for show activities. 
7. Promote and oversee the quilt show on a continuous basis throughout the 

year. 
8. Oversee the education of the membership about show-related jobs and 

responsibilities with announcements at meetings when necessary. 
9. Coordinate with tri-guilds for participation. 

 
 
Additional Duties: 
 

1. Maintain and update duties and guidelines as needed. 
2. Review and update website content as needed. 
3. Provide article to the Newsletter Editor as needed. 
4. Arrange for a meeting to pass on and review duties and materials of the job 

with the Quilt Show Chairperson-elect before Installation. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Ways and Means Chairperson 
 

1. Serves as a voting member of the Board of Directors and attends all 
meetings of the Board of Directors. 

2. Attend all business meetings. 
3. Oversee the budgets and duties of:  

a. Opportunity Quilt Designer and Construction Coordinator 
b. Opportunity Quilt Marketing Coordinator 
c. Spring Fundraiser Coordinator 
d. Raffle Coordinator 

4. This person may also hold a coordinator position under the Ways and Means 
Chairperson. 

5. Make announcements at meetings as needed. 
6. Custodian of duty binders for coordinators under this position. 
 

 
 
 
Additional Duties: 
 

1. Maintain and update duties and guidelines as needed. 
2. Review and update website content as needed. 
3. Provide article to the Newsletter Editor as needed. 
4. Arrange for a meeting to pass on and review duties and materials of the job 

with the Ways and Means Chairperson-elect before Installation. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



MQSC Opportunity Quilt Designer and Construction Coordinator  
 

1. Voting liaison to the Board of Directors for this position is the Ways and 
Means Chairperson. 

2. Attend all guild business meetings. 
3. Choose a quilt pattern/design and fabrics within budget and present to 

MQSC Board for approval at the December Board meeting. 
4. Complete the annual Opportunity Quilt by the end of the fiscal year.  

(August 31st) 
5. Breakdown the design for membership participation. 
6. Solicit membership participation and oversee the construction, quilting and 

completion of the quilt. 
7. Present the finished quilt to the members at the September Business Meeting 

and to the Opportunity Quilt Marketing Chairperson for marketing the 
following year. 

8. Report all expenditures to the Ways and Means Chairperson. 
 
 
 
Additional Duties: 
 

1. This position is encouraged to attend all Board of Directors meetings. 
2. Maintain and update duties and guidelines as needed. 
3. Provide article to the Newsletter Editor as needed. 
4. Review and update website content as needed. 
5. Arrange for a meeting to pass on and review duties and materials of the job 

with the MQSC Opportunity Quilt Coordinator-elect before Installation. 
 
 
 
 
 
 
 
 
 
 
 
 
 



MQSC Opportunity Quilt Marketing Coordinator 
 

1. Voting liaison to the Board of Directors for this position is the Ways and 
Means Chairperson. 

2. Attend all guild business meetings.  
3. Make sure the Opportunity Quilt is displayed at all guild meetings and 

functions. 
4. Research for and request from members appropriate venues for ticket sales 

opportunities. 
5. Arrange for volunteers as needed to market the quilt. 
6. Ensure volunteers have needed supplies at sales locations:  a) quilt   b)quilt 

stand   c) cash box and cash.  
7. Arrange for printing of tickets. 
8. Promote and sell tickets at the guild meetings for the quilt. 
9. Keep a record of ticket sales indicating those members that have paid for 

their tickets and those that have taken tickets to sell elsewhere. 
10. Keep separate total of monies collected at the MQSC quilt show. 
11. Coordinates the year-end drawing, notifies winner, and arranges for delivery 

of the quilt to the winner. 
12. Turn in all monies collected promptly to the treasurer. 
13. Oversees all notices that go in the newsletter and on the website.  Report at 

the business meetings current status of fund raising efforts and where the 
quilt will be displayed. 

14. Report all expenditures to the Ways and Means Chairperson. 
 
 

 
Additional Duties: 
 

1. This position is encouraged to attend all Board of Directors meetings. 
2. Maintain and update duties and guidelines as needed. 
3. Provide article to the Newsletter Editor as needed. 
4. Review and update website content as needed. 
5. Arrange for a meeting to pass on and review duties and materials of the job 

with the Opportunity Quilt Marketing Coordinator-elect before Installation. 
 
 
 
 
 



Spring Fundraiser Coordinator 
 

1. Voting liaison to the Board of Directors for this position is the Ways and 
Means Chairperson. 

2. Attend all guild business meetings.  
3. Format of quilting-related fundraiser to be determined annually. 
4. Organize a committee and delegate tasks. 
5. Solicit and store donations year round. 
6. Advertise and market the event to the tri-guild. 
7. Coordinate with the treasurer regarding financial arrangements. 
8. Obtain duty binder from the Ways and Means Chairperson and return after 

the event. 
9. Report all expenditures to the Ways and Means Chairperson. 

 
 

 
Additional Duties: 
 

1. This position is encouraged to attend all Board of Directors meetings. 
2. Maintain and update duties and guidelines as needed. 
3. Provide article to the Newsletter Editor as needed. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Raffle Coordinator  
 

1. Voting liaison to the Board of Directors for this position is the Ways and 
Means Chairperson. 

2. Attend all guild business meetings.  
3. Organize a raffle of 4-6 selections at each Guild Business Meeting. 
4. Sell tickets and collect cash which is then receipted and turned over to the 

Treasurer in a timely manner. 
5. Make sure tickets and cash box (with any necessary change) are present at 

each business meeting raffle. 
6. Arrive early to set up display and sell tickets before the meeting begins and 

at the break.   
7. Oversee the raffle drawing held after the break. 
8. May delegate or oversee the following raffle events: 

a. Holiday Celebration Raffle 
b. Tri-Guild Luncheon Raffle (held every third year) 

     9. Report all expenditures to the Ways and Means Chairperson. 
 
 
 
Additional Duties: 
 

1. This position is encouraged to attend all Board of Directors meetings. 
2. Maintain and update duties and guidelines as needed. 
3. Provide article to the Newsletter Editor as needed. 
4. Review and update website content as needed. 
5. Arrange for a meeting to pass on and review duties and materials of the job 

with the Raffle Coordinator-elect before Installation. 
 
 
 
 
 
 
 
 
 
 
 
 



Holiday Celebration Raffle Coordinator  
 

1. Voting liaison to the Board of Directors for this position is the Ways and 
Means Chairperson. 

2. Attend all appropriate guild business meetings. 
3. Coordinate with the Raffle Coordinator and Holiday Potluck Coordinator for 

theme. 
4. Solicit from members, mini-groups and affiliates for quality items or 

finished raffle baskets. 
5. Pricing of the raffle tickets to be determined by the Board of Directors. 
6. Report all expenditures to the Ways and Means Chairperson. 
 

Additional Duties: 
 

1. This position is encouraged to attend all Board of Directors meetings. 
2. Maintain and update duties and guidelines as needed. 
3. Provide article to the Newsletter Editor as needed. 

 
 
*********************************************** 
 
Tri-Guild Luncheon Raffle Coordinator  
 

1. Voting liaison to the Board of Directors for this position is the Ways and 
Means Chairperson. 

2. Attend all guild business meetings. 
3. Coordinate with the Raffle Coordinator  and Tri-Guild Luncheon event 

committee for theme. 
4. Solicit from members, mini-groups and affiliates for quality items or 

finished raffle baskets. 
5. Pricing of the raffle tickets to be determined by the Board of Directors. 
6. Report all expenditures to the Ways and Means Chairperson. 

 
Additional Duties: 
 

1. This position is encouraged to attend all Board of Directors meetings. 
2. Maintain and update duties and guidelines as needed. 
3. Provide article to the Newsletter Editor as needed. 
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