


Cabarrus Quilters Guild – Job Description Activities – Chair & Vice Chair
 TERM:  Two Years 
Purpose:   Organize various activities for guild members.
· Submit a monthly article to the newsletter summarizing the past months and upcoming events
· Plan and execute activities for February, March, April, May, June, July, September and October
· Announce activities for the coming year during the January Meeting.  The activities will also be announced in the Guild newsletter and listed on the Guild Website
· Prepare a display board to keep members informed of activities  to be displayed at meetings
· Plan monthly membership activities (block of the month, round robin, retreats, challenge quilt, and workshops, etc.)
· Submit a budget to the Treasurer for the upcoming year in November which is approved by the board
· Complete an expense reimbursement form within 30 day of incurred expense, give completed form to Treasurer for reimbursement
· Prepare an annual report of activities including the budget and email to Guild Secretary to save to Google Drive
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