Colonial Quilt Lovers

Policies and Procedures

March 2011


	I.
	Purpose of Policies and Procedures

	
	Policies and Procedures are formed and approved by the Executive Board in such a manner as to provide for the best interests of the membership in a fair and unbiased manner.  They should reflect the current wishes and desires of the membership as closely as possible.  The purpose of this document is to clarify policy for the membership so that all members can be informed and are treated equally.

	
	

	II.
	Membership

	II, A
	Membership dues are 

· $20 for individual membership, $10 after July 1,
· $25.00 for family membership (living in the same household), $12.50 after July 1, and
· $0 for members eighty years of age or older. 

	II, B
	Membership applications are completed each year with renewal of dues.  Memberships shall be for the calendar year, regardless of the date of application or renewal.  To insure continuous membership, dues shall be paid by January 31.  Beginning in February, newsletters will lapse until payment of dues for current calendar year.

	II, C
	New members will receive a welcome letter and information regarding the guild website upon payment of dues and submission of membership application.  The latest newsletter, bylaws, policies and procedures, and current guild roster will be emailed to the new member in the next week.  Members without email will receive copies of the above.

	II, D
	Upon joining, a membership card and plastic holder will be issued.  This card should be worn to all meetings.  Failure to wear your membership card or name tag will result in a fine of 25 cents.  A new membership card will be issued upon renewal. A member can purchase a replacement plastic holder and/or membership card for 50 cents each.

	II, E
	Any personal data changes such as address, email or phone number should be given to the Treasurer.

	II, F
	No children are permitted at guild meetings.

	
	

	III.
	Meetings

	III, A
	The locations of the meetings will be announced in the newsletter.

	III, B
	Business meeting, block of the month, door prizes, show and tell, and bee will be held on the first Saturday.

	III, C
	Brief announcements, show and tell, and program will be held on the third Saturday.

	III, D
	Smoking is not permitted at meetings.

	III, E
	Show and tell is a time for showing quilts, wearable art, purchased quilts, projects completed or work in progress by members or guests.  Each telling should be brief.

	III, F
	Guests are welcome to attend their first meeting free and are encouraged to join when they attend their second meeting.  Guests will receive a guild brochure.



	III, G
	Hostess Duties include:  
· Please arrive at the Senior Center at 9:15,
· Make coffee, 

· Heat water for tea,

· Put out cream, sugar, cups, etc.,

· Sit at Sign-in table,

· Welcome guests and introduce to the membership chair,

· Put out trash bag,

· Put kitchen back in order at end of meeting,

· Set out magazines for sale,

· Put everything back in cabinet at end of meeting,

· Sweep floor if it is dirty,

· Make certain everything is back in order as we found it, and

· Take trash with you.

· Bring a light refreshment is optional.

· Guild supplies paper goods.

	
	

	III.
	Library

	III, A
	The Librarian shall maintain the guild library.  This includes

· maintaining a master list of book titles and authors in the guild library,

· ordering new books,

· keeping forms and records on library borrowing,

· notifying the Treasurer which members owe for books or fines,

· organizing book orders for guild members through AQS, and
· placing memorial dedication in new books and notifying member of the dedicated book.

The Librarian shall have a key to the library cabinets.

	III, B
	A book shall be dedicated to the library in memory of a Colonial Quilt Lovers member or family member.

	III, C
	All purchased or complimentary quilt-related publications will be sent directly to the Librarian.

	III, D
	Books may be checked out for two months at a time.

	III, E
	A member may check out no more than three books at one time.

	III, F
	A fine of $1.00 per book for each month overdue will be charged.

	III, G
	A member should not mark, tear, or cut the books.

	III, H
	After two months overdue, the Librarian shall contact the borrower.

	III, I
	After three months overdue, members will be billed for actual cost of the book, video, cd, or other media if available, or a replacement cost of $20.00 for soft covers, $30.00 for hardbound books, or $30 for videos, cds or other media plus shipping and late charges.

	III, J
	Until a member’s library bill is satisfied, that member will not be considered in “good standing.”


	III, L
	All books and videos shall be signed out by member.  Card is to be placed in index file.

	III, M
	Members are encouraged to donate used magazines for resale at 25 cents each.

	
	

	IV.
	Newsletter

	IV, A
	The deadline for all copy will be the 15th of each month.  All articles and ads must be computer-ready when submitted.

	IV, B
	Newsletter mailing:  Newsletters will be mailed electronically.  Members may receive the newsletter by first class mail for a fee of $15.00 per annum.  Members 80 years of age or older may received the newsletter by first class mail at no charge.

	IV, C
	For Guild purposes, notices of quilt shows and upcoming symposiums are not considered advertisements.

	IV, D
	Advertising rates will be set by the Executive Board.  Current rates are:

· Guild members may place a classified ad (classes, personal items for sale, etc.)  The fee is $5.00 for 50 words maximum.

· Rates for non-members and businesses are:

· $ 5.00  Business Card Size (5-7 lines) 

· $ 10.00  Quarter Page (15 lines)

· $15.00  Half Page (30 lines)

· $25.00  Full Page (60 lines)

	IV, E
	Anonymous, religious, or political statements will not be published.

	
	

	V.
	Programs

	V, A
	Programs presented by CQL members

· Fees for programs presented by CQL members are $3.00 for members and $5.00 for non-members and guests. 
· A $50 honorarium to cover the cost of copies and other expenses will be paid to CQL members presenting an instructional/educational program.  
· Notice of kit fees required for a class must be given to the Program Director when the class is booked.

· Deadline for program registration is the first Saturday of the month for the program.  Registrations will be accepted the day of the class on a space available basis, but handouts may not be available on class day if there is no pre-registration.

· All program fees are to be paid at time of registration.  Kit fees are paid directly to the teacher.

· No refunds will be made.  The registered member is entitled to any handouts and/or patterns given out during the workshop.  Members may sell their place to another member and notify the Program Director of the change.

	V, B
	Programs presented by CQL members for community projects
· No class fees will be charged for Community Service programs.
· The instructor for a Community Service program will receive a $50.00 honorarium to cover the cost of copies and other expenses.


	V, C
	Programs presented by guest teachers

· Program fees, for members and non-members, for programs presented by guest teachers will be approved by the Executive Board.  Additional fees may be charged for kits, patterns, books, lunch, etc.
· Registration is open for CQL members first.  If seats are available, registration will be offered to non-members 30 days before the program.  Program fees and other supply costs are required at registration.  No refunds will be made.  Registered members are entitled to any handouts and/or patterns given out during the workshop.  Members may sell their place to another member and notify the Program Director of change.

· CQL guild members hosting an instructor may attend the program at no cost.

	V, D
	Owner’s permission is needed to use copyrighted materials at programs.

	V, E
	No one is permitted to “just observe” without paying the program fee.

	V, F
	No children are permitted at programs.

	V, G
	Smoking is not permitted at programs.

	
	

	VI.
	Community Service

	VI, A
	Project Linus—Colonial Quilt Lovers supports the local chapter of Project Linus.  Project Linus is a national group whose mission is provide love, a sense of security, warmth, and comfort to children who are seriously ill, traumatized, or otherwise in need through the gifts of new, handmade blankets and afghans, lovingly created by volunteer “Blanketeers”.

	VI, B
	Community Quilts—Colonial Quilt Lovers makes lap quilts to meet community needs.

	VI, C
	Quilts of Valor— Colonial Quilt Lovers supports the national Quilts of Valor program by making blocks, tops, and/or quilts for wounded soldiers.  

	VI, D
	Other Community Projects — Colonial Quilt Lovers may create quilts to be used by groups for their own fundraising.  Previous donations have included quilts for the Albemarle Pregnancy Crisis Center, Breast Cancer Awareness, Carolina House, the VFW, and the Museum of the Albemarle.  

	
	

	VII
	Guild Committees or Chairs

	VII, A
	The Audit Committee shall consist of two or more members in good standing, excluding members of the Executive Board.  The committee shall review the books of the Treasurer during the last two weeks in October and submit a report to the Executive Board in November.

	VII, B
	The Block-of-the-Month Chair shall coordinate selection, collection, and distribution of the blocks.  The Block of the Month Chair will select monthly blocks and fabric colors.  This will be published in the guild newsletter.  


	VII, C
	The Budget Committee shall create a budget for the upcoming year.  The Treasurer will provide a YTD list of income and expenses for the committee to review, as well as projections for income and expense for the remainder of the year.  The prior year budget will serve as a comparison document to show how the guild’s resources had been used and where adjustments need to be made.  The committee will submit a proposed budget for presentation to the Executive Board in October.  The board will review and make any revisions needed.  After approval by the Board, the budget will be published in the October edition of the newsletter.    Discussion and voting by the membership will take place in November.  

	VII, D
	Community Service

· The Project Linus Chair shall coordinate committee activities in making and distributing quilts for children.  The Project Linus committee will plan and present one program per year.

· The Community Quilts Chair shall coordinate committee activities in making and distributing lap quilts for adults.  The Community Quilts committee will plan and present one program per year.

· The Quilt of Valor Chair shall coordinate committee activities in making and distributing quilts for wounded soldiers.  The Quilt of Valor committee will plan and present one program per year.

· The Community Service Director shall coordinate quilt requests from outside groups.  All requests from local agencies for community project quilts shall be submitted in writing and one request may be selected per year according to the following criteria:

· Cost of materials (fabric, batting, backing, etc.), and quilting services,

· Pattern choice,

· Timeliness of request, and

· Appropriateness of request.

	VII, E
	The Day of Sharing Chair will lead the committee planning the bi-annual activity for quilt guilds and quilting groups in Northeastern North Carolina.  The committee will decide on theme, date, location, menu, program, door prizes, and favors or goodie bags.

	VII, F
	The Fat Quarter Chair shall coordinate selection of the themes for each month, collection, and distribution of the fat quarters.  Monthly themes will be published in the guild newsletter.  

	VII, G
	The Historian shall keep a scrapbook of Guild activities to be presented to the President at the end of their term.

	VII, H
	The Librarian shall perform duties covered in Section III of these policies and procedures.

	VII, I
	The Membership Chair shall assist hostesses in greeting members and guests as they arrive and assist new members in joining the guild.  An application and guild brochure will be given to guests.


	VII, J
	The Nominations Committee shall be appointed by the Guild President in September.  Committee members shall 

· determine which officers have served the maximum of three consecutive years or five consecutive years on the Board 

· contact other officers to see if they are willing to serve another term, and 

· contact guild members in search of candidates to serve in board and committee chair positions.  

After verifying member’s willingness and eligibility to serve, the slate of officers will be presented at the November business meeting and provided to the Newsletter Editor.  

	VII, K
	The Quilt Show Chair will head the committee planning the bi-annual activity.  The committee responsibilities shall include theme, date, location, opportunity quilt, show categories and rules, guild challenge, special exhibit, judge, appraiser, vendors, guild boutique, silent auction, opportunity baskets, door prizes, and publicity.

	VII, L
	The Retreat Chair shall plan a retreat open to all members of Colonial Quilt Lovers for fun, fellowship and uninterrupted quilting.  The Retreat Chair will secure a facility, take reservations, keep a record of income and expenses, and with the help of those attending, set up and clean up from this effort.

	VII, M
	The Sunshine Secretary shall send greeting cards to Colonial Quilt Lovers guild members as appropriate.

	VII, N
	The Web Chair shall maintain the Guild’s website.  Information should be emailed to the Web Chair.

	
	

	VIII.
	Amendments for Policies and Procedures

	
	Proposals for amendments to the policies and procedures shall be submitted in writing to the Executive Board.  All proposed amendments shall be voted on by the Executive Board.  The amended document will be made available to the membership.
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