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Cabarrus Quilters Guild –Job Descriptions
Programs – Chair and Vice Chair
Term:  The Program Committee is a two-year commitment, with two distinct groups and set of duties.
Purpose:  To ensure that quality speakers are scheduled to present a variety of programs and workshops to meet the needs of the guild. The Programs Chair maintains information about quilting teachers, lecturers, workshops and other pertinent programs which would be of interest to the Guild.  The Programs chair has the added responsibility to oversee the annual quilter’s workshop that occurs in February.
· Serve as a member of the Executive Board
· Plan and execute the Program/Guest Speakers for March, April, May, June, July, September and October guild meetings. The quilt lecturers and teachers may be a combination of local and national quilters
· January - CQG Annual Business meeting 
· February - CQG sponsored by the Activities Committee (followed by the Saturday workshop)
· August - CQG Annual Picnic 
· November – Community Outreach Speaker (Community Outreach Chair organizes this???)
· December - CQG Christmas Party 
· Complete an expense reimbursement form within 30 day of incurred expense, give completed form to Treasurer for reimbursement
· utilize debit card for speaker expenses
The Programs chair is a two year commitment.  Year one is the future planning group, and year two is the logistical group.  You progress from the future planning group to the logistics group.

Year one – Vice Chair - Future Planning (Contracts)
Purpose:  This position is the future-planning group where you arrange for programs and speakers for the next calendar year. Once you’ve completed the first year of the position, during the second year, you implement the programs you planned in year one

· Create a notebook, labeled by month for the next calendar year
· Gather a committee
· Solicit ideas from the guild membership regarding interest for future programs
· Notebook items:
· Blank forms
· Workshop signup
· Speaker Contract
· Speaker Expense worksheet
· Workshop Fee Collection
· A wish list of speaker/interests suggestions from guild members
· List of Past speakers
· Monthly tabs for each speaker
· Speaker contact information
· e-mails documenting the agreed upon date
· copies of contracts
· budget 
· Create the program schedule that you will implement in year two
· Plan a budget	
· Engage programs/speakers for each month’s meeting
· Execute any necessary contracts 
· Prepare a calendar for the upcoming year to present to the guild
· Work closely with the Treasurer to ensure proper funds for speakers and to coordinate any other financial matters pertaining to these future programs 
· Complete a projected expense and income form for each quilt lecturer / teacher
· Submit a budget to the Treasurer for the upcoming year in November which is approved by the board
· Delegate planning of February workshop (for the following year)
· Provide February workshop job description 
Year Two – Logistics
Purpose:  You are the Chair of the programs committee.  This being your second year, you will implement the programs and workshops you scheduled during your first year on the committee.
· Announce programs for the coming year during the January Business Meeting.  The programs will also be announced in the Guild newsletter and listed on the Guild Website.
· Submit a monthly article to the newsletter summarizing the past and upcoming speakers
· In January confirm with speakers that we are still on their calendar
· Confirm date
· Confirm Lecture/workshop program topic 
· Fill any voids or cancellations that may occur throughout the current year 
· Prepare a display board to keep members informed of upcoming programs
· Make sign-up sheets available to the membership at least 3 meetings in advance of offered program workshops including the cost, supply lists and workshop samples if available  
· If necessary, maintain a waiting list for each workshop, notifying those on the list as space becomes available.
· Maintain accurate financial records:  
· Collect workshop fees
· Arrange payment of accommodations, instructor fee, purchase any necessary supplies if required
· Provide Treasurer itemized list of income and expenses, complete with receipts
· A month before scheduled speaker
· Confirm date, time, location with speaker (guild meeting and workshop location)
· Confirm topic of program
· Confirm needed set up (AV, microphone, table etc)
· Confirm travel accommodations
· Travel (car or plane)
· Hotel
· Materials list for workshop (will kits be provided? How much?)
· A week before scheduled speaker
· Double check with speaker that everything is a go
· Anything needed?
· Confirmation email to workshop attendees
· Date, time, location
· Required materials list
· Lunch options
· Payment to be made at or before guild meeting
· Night of presentation
· Arrange transportation for speaker to and from meeting, if necessary
· Host a speaker dinner before the guild meeting (at a restaurant) and invite other guild members to join
· Introduce the speaker during the meeting
· Assist speakers at the meeting or workshop with table set-up and tear-down, AV /sound equipment, other details as necessary. 
· Recruit volunteers to assist as necessary
· Select delegate coordinator if unable to attend workshop
· Prepare the workshop classroom space and host the quilt lecturer/teacher for lunch
· Bring Guild assets to workshop
· Ironing board, iron, extension cords, etc
· Submit a complete and detailed report of the Speaker/workshop
· Teacher contract
· Class descriptions
· Number of members taking class 
· Expense Reimbursement form
· Workshop payment voucher
· Prepare an annual report of activities including the budget and email to the Guild Secretary to save to Google Drive
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