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This guidebook is intended for the sole use of Main Line Quilters Guild. Each member 

of the Board will have a complete copy of it during their term of office. Any amendments 
or updates must be filed with the Parliamentarian for use by succeeding Board members. 

All members will have a copy of the Bylaws. 
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   MAIN LINE QUILTERS BYLAWS 
 

ARTICLE I  NAME 
  
 The name of this non-profit organization shall be MAIN LINE QUILTERS. 
MAIN LINE QUILTERS shall, hereinafter, be referred to as Guild. 
 The name and logo of this organization shall be used exclusively for the benefit of 
the Guild. 
 
ARTICLE II  PURPOSE  
  
 The purpose of this organization shall be to create, stimulate, maintain and record 
an interest in all matters pertaining to the making, collecting and preservation of quilts, as 
well as to establish and promote educational and philanthropic endeavors through 
quilting. 
 
ARTICLE III  GENERAL MATTERS 
 
Section 1.  Nonprofit Corporation  

a. The organization [of a non-profit] is organized exclusively for charitable, 
religious, educational, or scientific purposes, including, for such purposes, 
the making of distributions to organizations that qualify under section 
501(c)(3) of the Internal Revenue Code, or the corresponding section of 
any future federal tax code.   

b. This Guild will operate as a Pennsylvania non-‐profit corporation and as a 
non-profit corporation; the activities of the Guild shall be conducted in 
such a manner that no part of the net income shall benefit any individual 
member of the Guild. Notwithstanding the above, the following activities, 
neither of which violates the above requirement of a 501(c)(3) tax exempt 
organization pursuant to the Internal Revenue Code, are permitted: A 
member may be hired as a principle leader/teacher/or quilter by the 
Executive Board, and Guild members may sell items at quilt shows, either 
as contracting vendors or in the Guild’s booth.  

c. Not withstanding any other provision of these Bylaws, the Guild shall not 
carry on any other activities not permitted to be carried on (a) by an 
organization exempt from federal income tax under  section 501(c)(3) of 
the Internal Revenue Code, or the corresponding section of any future 
federal code, or (b) by an organization, contributions to which are 
deductible under section 170(c)(2) of the Internal Revenue Code, or the   
corresponding section of any future federal tax code.  
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Section 2.  Prohibition Against Private Inurement  
 No part of the net earnings of the Guild shall inure to the benefit of, or be 
 distributable to, trustees, officers, or other private persons, except that the 
 Guild shall be authorized and empowered to pay reasonable compensation 
 for services rendered and to make payments and distributions in 
 furtherance of the purposes set forth  in this  Article 3 of these Bylaws.  

 
Section 3.   Lobbying Prohibition 

  No substantial part of the activities of the Guild shall be the carrying 
 on of propaganda, or otherwise attempting to influence legislation, and 
 the Guild shall not participate in, or intervene in (including the publishing 
 or distribution of statements) any political campaign on behalf of or in 
 opposition to any candidate for public office.  

 
Section 4. Non –Discrimination 
   No person may be denied membership to the Guild or be denied   
  participation in any Guild events or activities because of the person's sex,  
  race, religion, national origin, ancestry, creed, pregnancy, marital or  
  parental status, sexual orientation or physical, mental, emotional or  
  learning disability. 
 
 
  
ARTICLE IV MEMBERSHIP 
 
Section 1.  Members are those individuals who pay annual Guild dues. 
Section 2.   Members shall be eligible to vote at the Guild meetings, on the amending  
  of bylaws, the election of officers, and other issues presented to the  
  membership. 
Section 3.    If disciplinary action against a member is deemed necessary, the Executive  
  Board has the right to ask said member to appear before the Disciplinary  
  Committee, which consists of the Executive Board. 
Section 4.    This organization shall consist of no more than one  hundred twenty-five  
  (125) members. A waiting list may be formed for individuals wanting  
  admittance to the Guild. 
Section 5. Members shall be supplied with a membership roster, with the   
  understanding that this roster will not be used for commercial purposes.  
Section 6. A member may be hired as a principle leader/teacher/or quilter by the  
  Executive Board, and Guild members may sell items at quilt shows, either  
  as contracting vendors or in the Guild’s booth. (This is repeated from  
  Article III, Section 1, b.) 
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ARTICLE V  EXECUTIVE BOARD 
 
Section 1.   The elected officers of the Guild shall be President, Vice President,  
  Secretary, and Treasurer. (Hereinafter defined as the Executive Board.) 
Section 2.  Terms of office and duties 
  A. Terms 

1. Term of the Executive Board shall be one year, January 1 through 
December 31. 

2. Officers shall serve one year and may succeed themselves for one 
additional year. 

3. They shall serve without compensation of any form. 
4. Any elected officer not performing in a satisfactory manner may be 

removed from office by a two-thirds  (2/3) vote of the Board. 
(Board is defined in Article V). 

5. When an office becomes vacant, it shall be filled by  a 
recommendation by the President, subject to Board approval.  

6. Elected officers must be Guild members for at least  one year prior 
to taking office. 

B.  General Duties 
1. In addition to the individual duties indicated below, each officer 

may perform additional responsibilities, as the Board deems 
necessary. 

2. Shall perform those duties in accordance with the Policy and 
Procedure Manual 

3. Shall prepare and present a written yearly report to the President 
prior to December 31 of each year. 

4. Shall, at the end of the term of office, give to the next elected 
officer all property, documents, reports, etc., belonging to the 
Guild. 

  C. Individual Duties 
1. President 

a. Shall preside at Board and Guild meetings. 
b. Shall call special meetings as deemed necessary. 
c. Shall appoint all ad hoc and standing committee chairpersons. 
d. Shall be aware of all financial obligations and sign all written 

contracts of the Guild. 
e. Shall be an ex officio member of each committee, with the 

exception of the Nominating Committee, and shall be advised 
of all meetings in order that he or she may attend. 

f. Shall submit to the Guild at the end of the year, a written 
report on the status of the Guild. 

g. Shall with the treasurer, be authorized to sign checks for the 
Guild. 

h. Shall have all financial records internally reviewed each year. 
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     2. Vice President 
a. Shall assist the President as called upon and shall exercise all 

functions of the President in the latter’s absence. 
b. Shall fulfill the duties of the presidency in the event the 

president cannot complete the full term of office. 
c. Shall manage Guild properties. 
d. Shall maintain an inventory of all properties and their 

locations. 
e. Shall keep the membership informed of activities of other 

organizations which she is the liaison for the Guild 
      3. Secretary 

a. Shall record and maintain minutes of all general meetings and 
present at the next general meeting 

b. Shall make the minutes of the general meetings available to the 
general membership through the newsletter or other means 
deemed efficient.      

c. Shall record and maintain minutes of all Board meetings and 
present minutes at the next Board and Guild meetings. 

d. Shall provide the Newsletter editor of any pertinent 
information from the Board meetings that need to be brought 
to the attention of the general membership. 

e. Shall preserve all minutes. 
        4.   Treasurer 

a. Shall have custody and charge of all Guild funds 
b.  Shall be responsible for holding all legal documents of the 

Guild 
c. Shall maintain an accurate accounting system. 
d. Shall give a monthly report at each Board and Guild meeting. 
e. Shall prepare monthly reports of income and expenses and 

provide copies to the president, secretary and newsletter editor 
retaining the hard copy for the Guild records. 

f. Shall prepare a yearly budget and submit for approval at the 
last meeting of the calendar year. 

g. Shall be responsible for the Guild’s Post Office box (keeping 
the key and checking on the mail.) 

h. Shall receive, maintain and complete reports, records and tax 
forms as are necessary to the office as required by state and 
federal tax laws. 

i. Shall make annual filing to the IRS and the Commonwealth of 
Pennsylvania regarding tax-exempt status. 

j. Shall have all books and records available for an annual audit. 
k. Shall with the President be authorized to sign checks for the 

Guild. 
l. Shall calculate balances in all budgetary categories and make a 

final year-end report. 
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ARTICLE VI BOARD 
 
Section 1. The Executive Board plus chairpersons of all standing    
  committees shall comprise the Board. (In this document referred to as the  
  Board.) 
Section 2.  If a Board member is unable to attend a regular Board meeting, then she  
  shall send a representative to act on her behalf or send a written report to  
  the President prior to the meeting. 
Section 2. Fifty-one percent (51%) of the Board shall comprise a quorum. 
Section 3. Each officer and standing committee shall have one vote. 
Section 4.   A resolution shall be passed by a simple majority of the board. 
Section 5. The day-to-day internal affairs of the Guild are to be handled by the  
  Board, which is the governing body of the Guild. 
Section 6. All members of the Board shall serve without compensation. 
Section 7. Bi-monthly board meetings will take place except when otherwise   
  specified by the President.  
 
ARTICLE VII GUILD MEETINGS  
 
Section 1. Meetings of the Guild shall be held monthly with the exception of July  
  and August. 
Section 2. A quorum shall be defined as those members present except for the  
  Annual Meeting 
Section 3. The Annual Meeting shall be held once a year for the purpose of electing  
  officers. 
Section 4. The quorum for the Annual Meeting shall be forty percent  (40%) of the  
  Guild membership. 
Section 5. The Board may permit attendance of non-members at Guild meetings. 
 
ARTICLE VIII STANDING COMMITTEES 
 
Section 1. Chairpersons for the following committees shall be appointed by the  
  President 
   Community Service  Programs 
   History and Archives  Social Media 
   Hospitality   Sunshine 
   Membership   Trash to Treasure 
   Newsletter   Virtual Events 
   Parliamentary   Ways and Means   
       Webmaster   
Section 2. Terms of position and duties 
  A.  Terms 
   1.  Chairpersons length of office is not predetermined 
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   2. They shall serve without compensation of any form. 
   3.  Any appointed chairperson not performing in a satisfactory  
        manner may be removed from office by a two-thirds (2/3) vote  
        of the Board. (Board is defined in Article VI). 
   4. When a position becomes vacant, it shall be filled by a   
        recommendation by the President, subject to Board approval. 
  B.  Each chairperson shall be a member of the Board. 
   1.  Shall make every effort to attend all Board meetings. 
   2.  Shall designate a substitute or submit a report in lieu of   
        attendance at missed Board meetings 
   3.  Shall routinely attend General Meetings and attend Special  
        Meetings as necessary  
Section 3.  General Duties of Chairpersons 
  A.  Shall be responsible for the overall function of the committee or  
        position. 
  B. Receive and maintain an administrative binder. The binder shall  
       contain detailed information, including any helpful facts, pertinent  
       correspondence, and a record of revenue and expenditures. 
  C. Shall be responsible for securing such other committee members as  
       deemed necessary or desirable. 
  D.  Shall perform those duties in accordance with the Policy and   
        Procedure Manual 
  E.  Shall submit a proposed budget to the Treasurer by October or upon  
        request for the following year.  
  F.  Shall submit a written yearly report to the President prior to December 
       31 of each year. 
  G.  Shall review and update the appropriate section of the Policy and  
        Procedure Manual. 
  H.  Shall at the end of the tenure as committee chairperson,   
        give to the next chairperson all property, documents, reports, etc.  
        belonging to the Guild. 
 
ARTICLE IX AD HOC COMMITTEES  
 
Section 1.  Ad Hoc committee persons shall be appointed by the President and shall  
  serve the length of the project 
Section 2. Ad Hoc committees may include but not limited to 
   Budget  Education  Nominating  
   Bylaws & Guidelines  Quilt Show 
Section 3. General Duties of Chairperson 
  A.  Shall be responsible for the overall function of the committee or  
        position. 
  B.  Shall be responsible for securing such other committee members as  
       deemed necessary or desirable. 
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  C.  Shall attend Board meetings as needed during the tenure of their  
        project. 
  D.  Shall have one (1) vote on the Board concerning matters relating to  
        her committee. 
  E.  Shall submit a written report or minutes at the regularly scheduled  
        Board meeting as needed. 
  F.  Shall submit a written report to the President within one month after  
        the completion of the project. 
  G.  Shall give to the President any property, documents, reports, etc.,  
        belonging to the Guild that may have been used for the project. 
 
ARTICLE X  ANNUAL DUES 
 
Section 1. The appropriate annual Guild dues shall accompany the renewal form.  
  The membership year shall be January 1 – December 31. Renewal forms  
  will be made available in October and dues shall be collected at the  
  October and November Guild meetings. The Membership chairman must 
  receive dues by November 30. 
Section 2 Annual Guild dues shall be proposed by the Board, subject to the approval 
  of the majority of members attending regularly scheduled Guild meetings. 
 
ARTICLE XI PARLIAMENTARY AUTHORITY 
 
  Parliamentary authority shall be the current edition of Robert’s Rules  
  of Order and the current Guild Bylaws. 
 
ARTICLE XII AMENDMENT TO BYLAWS  
 
Section 1. Bylaws and the Policies and Procedure Manual are to be reviewed and  
  published every three years.  
Section 2.   The President may appoint an ad hoc committee to study the bylaws and  
  recommend amendments. 
Section 3.  A Guild member may submit proposed amendments or revisions to the  
  Board in writing. After review, the Board will then publish the proposed  
  amendment in the newsletter  to notify the general membership. Proposed  
  amendment will be presented to the membership for a vote at a regular  
  scheduled meeting. Amendments to bylaws are approved by a majority  
  vote of Guild members at a regular scheduled meeting. 
Section 4. Current bylaws shall be available to members at Members check-in table. 
 
ARTICLE XIII DISPOSITION OF PROPERTY 
 
Section 1. The Executive board, upon dissolution of the Corporation by the   
  Executive Board and by the vote of the membership, shall pay or make  
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  provision for payment of all liabilities of MLQ from available treasury  
  funds. 
Section 2.  In the event of dissolution, the Executive Board, if possible, shall dispose  
  of all assets of MLQ to charitable or educational organization provided  
  that they qualify as an exempt organization under section 501 c (3) of the  
  Internal Revenue Code of 1976.  
  
 
ARTICLE XIV STATEMENT OF DIRECTORS’ LIABILITY  
  INDEMNIFICATION OF DIRECTORS AND OFFICERS  
  These statements are attached to the bylaws. 
 
 
Passed: 1984 
Revised: 1987 
Amended: January 1988 
Revised: 1991 
Amended: 2001 
Amended: 2020  
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LIMITATION OF DIRECTORS’ LIABILITY 
 

Liability of Directors   Retroactively effective as of the date of formation of the 
Corporation, no Director of the Corporation shall be personally liable, as such, for 
monetary damages for any action taken, or any failure to take any action, unless (a) the 
Director has breached or failed to perform the duties of his or her office as defined these 
Bylaws and applicable law, and (b) the breach or failure to perform constitutes self-
dealing, willful misconduct or recklessness; provided, however, that the provisions of this 
bylaw shall not apply to (x) the responsibility or  liability of a Director pursuant to any 
criminal statute , or (y) the  liability of  Director for the payment of taxes pursuant to 
local, state, or federal law. 
 
 

INDEMNIFICATION OF DIRECTORS AND OFFICERS 
 

Third Party Actions   The Corporation shall indemnify any person who was or is a party 
or is threatened to be made a party to any threatened, pending or completed action, suit 
or proceedings, whether civil, criminal, administrative or investigative (other than an 
action by or in the right of the Corporation) by reason of the fact that he or she is or was 
a Director or Officer of the Corporation, against expenses (including attorneys’ fees), 
judgments, fines and amounts paid in settlement actually and reasonably incurred by him 
or her in connection with such action, suit or proceeding if he or she acted in good faith 
and in a manner he or she reasonably believed to be in, or not opposed to, the best 
interests off the Corporation, and, with respect to an criminal conduct, was not unlawful. 
The termination of any action, suit or proceeding by judgment, order, settlement, 
conviction, or upon a plea of nolo contendere or its equivalent, shall not of itself create a 
presumption that the person did not act in good faith and in a manner which he or she 
reasonable believed to be in, or not opposed to, the best interest of the Corporation, and 
with respect to any criminal action or proceeding, had reasonable cause to believe that his 
or her conduct was unlawful. 
 
Derivative Actions   The Corporation shall indemnify any person who was or is a party 
threatened to be made a party to any threatened, pending or completed action or suit by 
or in the right of the Corporation to procure a judgment in its favor by reason of the fact 
that he or she is or was a Director or Officer of the Corporation, against expenses 
(Including attorneys’ fees) actually or reasonably incurred by him or her in connection 
with the defense or settlement of such action or suit if he or she acted in good faith and 
in a manner he or she believed to be in,, or not opposed to, the best interests of the 
Corporation and except that no indemnification shall be made with respect to any claim, 
issue or matter as to which such person shall have been adjudged to be liable for willful 
misconduct in the performance of his or her duty to the Corporation unless and only to 
the extent that the court of common pleas of the county I which the Corporation’s 
registered office is located or the court in which such action or suit was brought shall 
determine upon application that, despite the adjudication or liability, is fairly and 
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reasonable entitled to indemnity for such expenses, which the court of common pleas or 
such other court shall deem proper. 
 
Procedure for Effecting Indemnification   Any indemnification shall be made by the 
corporation only as authorized in the specific case upon a determination that 
indemnification of the director or officer is proper in the circumstances because he or she 
has met the applicable standard of conduct set forth in these bylaws. Such determination 
shall be made: 
   
  (a) By the Board of Directors by a majority vote of a quorum consisting of  
       Directors who were not parties to such action, suit or proceeding; and 
  (b) If such a quorum is not available, or even if obtainable and where a  
       majority vote of a quorum of disinterested Directors so directs, by  
       independent legal counsel in a written opinion. 
 
Advancing Expenses   Expenses incurred in defending a civil or criminal action, suit or 
proceeding may be advanced by the Corporation prior to the final disposition of the 
action, suit or proceeding as authorized by the Board of Directors in specific cases upon 
receipt of an undertaking by or on behalf of the Director or Officer to repay such amount 
unless it shall ultimately be determined that he or she is entitled to be indemnified by the 
Corporation as authorized in these Bylaws. 
 
Scope of Indemnification   The indemnification provided by these Bylaws shall not be 
deemed exclusive of any other rights to which a person seeking indemnification may be 
entitled under any Bylaw, agreement. vote of disinterested Directors or otherwise, 
including any rights to which a person may be entitled under the Volunteer Protection 
Act of 1997, Pub. L. No. 105-19, 111 State. 218 (1997), both as to action in his or her 
official capacity and as to action in another capacity while holding such office, and shall 
continue as to a person who has ceased to be a Director or Officer and shall inure to the 
benefit of the heirs and personal representatives of such a person. 
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DUTIES OF THE EXECUTIVE BOARD 
 
PRESIDENT 
 
 Refer to bylaws, Article V, Executive Board, Section 2, A, B, C-1 
 
VICE PRESIDENT 
 
 Refer to bylaws, Article V, Executive Board, Section 2, A, B, C-2 
 
SECRETARY 
 
 Refer to bylaws, Article V, Executive Board, Section 2, A, B, C-3 
 
TREASURER 
 
 Refer to Bylaws, Article V, Executive Board, Section 2, A, B, C-4 
 
 Additional Responsibilities: 

1. Bank: WSFS.  
2. Disburse funds. Shall insist on receipts. Note the date, check number, and 

what it was for on the receipt before filing. Check all numbers on all receipts to be 
sure totals balance and are within the approved budget or are approved by the 
Board.  The Bank will not honor any check that is outstanding for more than six 
(6) months. 

3. Bookkeeping. Shall record all transactions in the proper places. Ways/Means 
and Workshops are on the main book and have their own sections. Treasurer 
should become a member of the Quilt Show and Trash to Treasure Committees 
and keep their books for consistency. 

4. Tredyffrin Public Library 
a. Shall pay monthly rents on the last monthly meeting. 
b. Rental fee incudes monthly meetings, Board meetings, Quilt Show 

meeting 
c. Rate for the monthly meetings is $30.00/hour 

5. Ways and Means.  Ways and Means sales shall be handed over to the 
Treasurer after each meeting and include regular deposits. Ways and Means 
income is recorded separately in the books. 
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GENERAL MATTERS 
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PROPERTY 
 

PURPOSE 
 To be responsible for all property owned by the Guild 
 
POLICIES 

1. Equipment, materials and supplies owned by the Guild shall be stored and 
maintained by the relevant committee chair. 

2. The Vice President shall maintain an inventory list of items and their location. 
3. Vice President is responsible for MLQ backdrop quilt, teddy bear, and 

anniversary quilt. 
4. Quilt Show Chairperson is responsible for all Quilt Show materials.  
5. Hospitality Chairperson is responsible for all relevant equipment and supplies 

 
PROCEDURES 
 Refer to Bylaws for Terms and General Duties 
 
 In addition: 

1. Committee chairpersons shall label all Guild property. 
2. The Vice President shall maintain an up-to-date file of the property by taking 

inventory once a year. 
3. The Vice President shall ensure all Guild property is labeled. 
4. The inventory list shall be available at the Membership sign-in table. 
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PUBLICITY 
PURPOSE 
 To be responsible for all Guild publicity 
 
POLICIES 

1. The Webmaster shall be responsible for posting all the Guild’s publicity. 
2. The Webmaster shall be responsible for taking photographs of all Guild 

 events. 
3. The Social Media Editor shall be responsible for posting relevant publicity. 
4. The Newsletter Editor shall be responsible for posting in-house Guild events. 
5. Chairperson of Programs shall be responsible for its publicity. 
6. Chairperson of Trash to Treasure shall be responsible for its publicity 
7. Chairperson of The Quilt Show shall be responsible for its publicity. 

 
PROCEDURES 
 Refer to Bylaws for Terms and General Duties 
  
 In addition: 
 Individual chairpersons or editors  

1. Shall compose articles and submit to Webmaster, Social Media Editor and 
Newsletter Editor. 

2. Shall place in various media outlets announcements, articles, and pictures of 
Guild activities with Board and /or general membership approval. 

3. Shall arrange for pictures to be taken of special events of the Guild. 
4. Shall arrange for design and printing of flyers, brochures, etc. 
5. Shall manage the distribution of publicity materials. 
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STANDING COMMITTEES 
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COMMUNITY SERVICE  

PIECES OF LOVE 
 
 
PURPOSE 
 To promote the Guild’s philanthropic endeavors 
 
POLICIES 
 1.  Engage the entire membership in charitable activities. 
 2.  May provide alternative items or services in addition to donating quilts. 
  a. Knitted or crocheted items 
  b. Clothing for those in need 
  c. Non-clothing items i.e., feminine hygiene products, toiletries) 
 3. Items donated will be given individually anonymous. 
 
PROCEDURES 
 Refer to Bylaws for Terms and General Duties 
 
 In addition: 

1. Shall choose the organization(s) to which donated items will be given and 
 arrange for delivery. Organizations must be Board approved. 

2. Select and provide instructions for the Block of the Year (BOY)  
a. Pattern should be presented at the January meeting and included in 

upcoming newsletters. 
b. Block is made independently, and then assembled into charity quilts. 

3. Shall encourage the membership to make a quilt, which will be donated to 
selected organizations. 

4. Shall organize general meeting programs to assemble and finish charity quilts. 
5. Shall be responsible for collecting and/or purchasing materials necessary. 
6. Shall arrange to post the activities and products of the Guild’s charity so that 

the web and social media followers will know of the Guild’s community 
service work. 

7. Shall give an annual recounting of donations to the Guild membership and to 
the Newsletter. 
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HISTORY AND ARCHIVES 
 
PURPOSE 
 To document activities and preserve items of general historical importance to the 
 Guild 
 
POLICIES 

1. The Webmaster is responsible for taking photographs. 
2. Historical items removed from the archives need Board approval. 

 
 
PROCEDURES 
 Refer to Bylaws for Terms and General Duties 
 
 In addition: 

1. Shall be responsible for storage of archives. 
2. Shall coordinate with Webmaster and Social Media editor the photographing of 

events,  members, quilts, etc. 
3. Shall be responsible for maintaining a history of the Guild and preserving items of 

interest to the  Guild. 
a. Consolidate holdings as necessary. 
b. Maintain a record of committees’ files, i.e., Newsletter has old newsletters, 

Programs has list of speakers. 
4. Shall be responsible for an annual photographic record (yearbook) of general 

meeting workshops, other Guild functions and state of the Guild. 
a. Select a publisher of archival quality publications. 
b. Compile items in digital form to be included. These may be but not 

limited to photographs and descriptions of Board members as a group, 
general membership as a group, guest speakers, workshops, Show and 
Tell, Trash to Treasure, Quilt Show, event flyers, news items featuring the 
Guild, financial report, Pieces of Love report, weather, unusual events, 
introduction/letter from the president, introduction from 
historian 

5. Bring photo albums and yearbooks to meetings for members to see. 
6. Presentation at luncheons of selections from the year’s photographs via 

PowerPoint or other formats is encouraged. 
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HOSPITALITY 
 
PURPOSE 
 To care for the meeting place and arrange for refreshments during the Guild 
 meeting. 
 
POLICIES 

1. Shall be responsible for scheduling refreshments for general meetings during 
the Guild calendar year. (January 1 – December 31). 

2. Shall be responsible for scheduling refreshments for the June Luncheon and 
December Tea. 

3. Shall be responsible for the table decorations for the June Luncheon and 
December Tea. 

4. Shall be responsible for the set-up and break-down of the meeting space. 
 
PROCEDURES 
 Refer to Bylaws for Terms and General Duties 
  
 In addition: 
 1.  Shall partake in and supervise the care of the meeting place. 
  a. Shall open the meeting place at 9:30 a.m. for set up. 
  b. Shall set-up the hospitality table and chairs for the meeting. 
  c.  Shall put away all tables and chairs, vacuum and or sweep floors and be  
       sure kitchen facilities are clean at the end of the meeting. 
  d. Shall be responsible for closing up the meeting place. 
 2.  Shall solicit volunteers for refreshments for general meetings and special  
       events. 
  a.  Shall each month, place in the newsletter, the names of members who  
      will be assigned the responsibilities for bringing refreshments, setting- 
      up and cleaning up. 
  b. Shall see that all refreshments are in place by the start of the meeting. 
 3.  Shall keep track of all refreshment supplies, purchasing replacement supplies  
       as needed. 
 4.  Shall be aware of “TERMS OF AGREEMENT” and “USE OF FACILITY’ 
      documents held by the Treasurer.  
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MEMBERSHIP 
 
PURPOSE 
 To be responsible for all matters pertaining to membership 
 
POLICIES  

1. Membership is limited to 125 members.  
2. Membership year is January-December. 
3. Guild dues are $35 per year. Guild dues are $20 for members who join after 

August.  
4. Guild members are encouraged to  

a. Participate in the Guild by working on committees listed on the 
membership form. 

b. To share special talents with other Guild members. 
5. If a Guild member leaves the Guild one month or less after payment of dues, 

she shall be reimbursed in full. Thereafter, dues are forfeited. 
6. All former members may participate in the quilt show. 
7. If membership has reached the maximum and there is an opening in 

membership, it cannot be filled until the next yearly membership renewal. 
Prior members will have their name placed at the top of the waiting list 
automatically. 

8. Nametags shall be worn at all Guild meetings. Lost ones may be replaced for 
$1 at Guild meetings. 

9. Non-members may attend Guild meeting for a fee of $5. 
10. Shall be responsible for Show and Tell. 

 
PROCEDURES 
 Refer to Bylaws for Terms and General Duties 
 
 In addition: 

1. Membership is responsible for:  
a. Collection of dues on a yearly basis. 
b. Issuing and updating a member list. 
c. Maintaining a waiting list of prospective members. 
d. Maintaining a special talents list, which is shared with the Webmaster. 
e. Communicating with the Nominating Committee and other committees 

the members’ interest choices as checked on the registration form. 
2. Shall give each member any or all of the following: a membership card, a 

name tag and cover, a print and digital current membership list, Bylaws, an 
About Us packet, and a MLQ pin. 

3. Shall keep attendance records at all Guild meetings. 
4. Shall collect guest fees at all Guild meetings.  
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5. Shall apprise the Newsletter Editor of changes in membership each month or 
as it occurs. 

6. Shall facilitate Show and Tell.  
  
 
FORMS 
 Annual membership registration 
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NEWSLETTER 
 

PURPOSE 
 To publish a Main Line Quilters newsletter in order to communicate with 
 members 
 
POLICIES 

1. Treasurer’s report will be placed (or attached) in the newsletter. 
2. The January newsletter will contain extra information such as the names of 

 officers, and extra copies will be made available for new members. 
 
PROCEDURES 
 Refer to Bylaws for Terms and General Duties 
 

 In addition: 
1. Shall solicit, gather and edit material appropriate for publication.                                                                                       

 a. Committee chairpersons should submit announcements and   
     reports, if appropriate. 

2. Shall be responsible for distribution of newsletter to membership by email and 
by U.S postal service. 

3. Shall maintain a current members email list and a list of members who request 
or require postal service. 

4. Shall follow the calendar of meetings for issues September thru June. 
5. Shall notify members of publication deadline. 
6. Shall secure the privacy of members according to any policy adopted by the 

board. 
7. Shall maintain a file of past and present newsletters both in print and on USB 

drive. 
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PARLIAMENTARY 
 

PURPOSE 
 To advise the Guild and Board on Parliamentary procedure 
 
POLICIES 

1. Bylaws, Policies and Procedures are to be updated and published every three 
years. 

2. Each member is to receive a copy of the Bylaws. 
3. Each member of the Board is to receive a copy of the Bylaws and Policies and 

Procedures Manual. 
4. Shall be a member of the Nominating Committee. 

 
PROCEDURES 
 Refer to Bylaws for Terms and General Duties 
 
 In addition: 

1. Shall consist of a chairperson who shall be responsible for advising the Guild 
and the Board on parliamentary procedures using as an authority Roberts 
Rules of Order, the Guild bylaws and the Policy and Procedure Manual. 

2. Shall be responsible for maintaining records of the Guild bylaws, amendments 
and revisions. 

3. Shall provide copies of Bylaws to Membership chairperson to distribute to 
new members. 

4. Shall obtain and maintain a record of transference of standing and ad hoc 
committee property, documents, reports, etc. belonging to the Guild. 

5. Shall conduct the annual elections. 
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PROGRAMS 
 

PURPOSE 
 To provide programs which stimulate an interest in all matters pertaining to  
 the making, collecting, and preservation of quilts 
  To promote educational and philanthropic endeavors through the   
  presentation of quilting programs 
 
POLICIES 

1. Shall be responsible for scheduling and conducting speaker programs during 
the Guild calendar year (January 1 – December 31). 

a. Two social events, June Luncheon and December Tea, are conducted 
by the President.  

b. A Pieces of Love work morning is conducted by the Community 
Service chairman. 

2. Shall be responsible for determining the Guild’s annual challenge. 
3. Shall be responsible for workshops. 
4. Shall be responsible for scheduling the January and February programs one 

year beyond the year of service. 
5. Shall have all contracts signed by speaker, Program Chairman and Guild 

President. 
 
PROCEDURES 
 Refer to Bylaws for Terms and General Duties 
 
 In addition: 

1. May delegate Workshop leader. 
2. May delegate Annual Challenge or other challenge leaders. 
3. Non-members attending programs will be asked to pay a fee. 
4. Shall be responsible for speaker engagement and contract. 

a. Contact speaker. 
b. Arrange date, fee and expenses, topic, special equipment, etc. 
c. Send contract via U.S. mail with SASE or e-mail for speaker’s 

signature. 
d. Upon receipt of signed contract, the program chair will also sign and 

obtain President’s signature as well. If the contracted speaker is one of 
these persons, the signature must be from another executive board 
member. 

e. Send the original signed and completed contract to the speaker. A 
copy of the contract and confirmation letter shall be kept on file. 
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5. Shall ensure any special equipment requested is available and in working 
order. Contact library staff in advance concerning technology needs. 

6. In the case of a virtual event, shall be responsible for contacting Virtual Event 
organizer to coordinate technology between speaker and the Guild. 

7. Shall give a press release for upcoming programs to Webmaster and social 
media managers at least one month in advance of program. 

8. Shall give the Newsletter Chairman descriptive information about the 
upcoming programs on a monthly or timely basis. 

9. Shall communicate with the guest speaker by letter or email at least ten days 
in advance of engagement the place, date, time, subject, rate of pay and special 
equipment needed. 

10. Shall inform the Treasurer in writing of the amount of the lecture fee, 
speaker’s estimated travel expenses, and date check is needed for the speaker. 

11. Shall give to the Treasurer as soon as possible a voucher of expenses incurred 
by Program in addition to the lecture fee and speaker’s travel expenses. 

12. The Treasurer and Program Chairman need to confer on a regular basis on 
the status of the Program Budget. 

13. When Program and Workshop Committees share the same speaker/workshop 
leader, the expenses shall also be shared. 

14. Housing arrangements for a guest speaker are the responsibility of the 
Program Chairman. 

15. Shall write a thank you note to guest speaker following the program. 
16. It also has been a courtesy to invite the speaker to lunch as a guest of the 

Guild.  
 
FORMS NEEDED FOR PROGRAMS 
 1. Speaker contract 
 2. Survey  
 3. Financial report  

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 



 27 

 
 

PROGRAMS 
CHALLENGE(S) 

 
PURPOSE 
 To offer Guild members the opportunity to stretch their creativity by making a 
 quilt that meets specific guidelines. 
 
POLICIES 

1. Shall be responsible for creating the Annual Challenge and its rules. 
2. Additional group challenges may be organized. 
3. The challenge(s) must have Board approval. 
4. Challenge(s) is open to only Guild members. 
5. Shall announce the Annual Challenge title and rules at the January meeting 

with entries due at the December meeting, when members are invited to vote 
for their favorites. 

6. Other challenges shall clearly state criteria, beginning and ending dates. 
 
PROCEDURES 
 Refer to Bylaws for Terms and General Duties 
  
 In addition: 

1. Shall present a title and written rules for the Annual Challenge to the Guild 
at the January meeting. 
a. Entry must be a completed quilted project. 
b. Entries remain anonymous until voting and reveal. 
c. Entry must be newly constructed. 
d. Size, technique, style is determined by the specific challenge criteria. 

2. Annual Challenge entries are revealed at the December Tea.  
a. Entrant signs-in, receives a number, places it in a designated spot or hands 

over entry to Challenge assistant for display. 
b. Numbered entries are displayed. 
c. Members are invited to examine the entries and to vote on one favorite. 
d. Votes are tallied and top three are announced. 
e. Participants are invited to remark on their entries. 
f. At the discretion of the chairman, prizes may be offered. 

3. Other Challenges shall include written rules with reveal dates to be 
determined. 

4. Annual Challenge and other challenge rules are to be included in the 
Newsletter each month. 
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PROGRAMS 

WORKSHOPS 
  

PURPOSE 
 To provide educational opportunities for the Guild outside of general meetings 
 
POLICIES 

1. Workshops will receive a yearly budget.  
 a. The minimum number of participants should be determined based on 
cost estimates. This number should be reached with prepaid sign-up three 
weeks prior to the workshop date so that workshop can be canceled if needed 
without financial penalty to Guild 
 b. Workshops can be cancelled by notification to the instructor: see 
contract wording. 

2.   Attendance at workshop: 
a. Information about upcoming workshops will be announced at a 

general meeting and appear in the newsletter. 
b. Payment will be in full at the time of sign-up. Checks will not be 

cashed until the workshop minimum is met. 
c. In the event that more people register than the maximum allowed, 

names will be chosen by lottery and a waiting list formed. Members 
will be notified within one week of the cut-off date of their place in 
the workshop. 

d. If the workshop is not filled by the cut-off date, all members registered 
will automatically be in the workshop. It will then be open to non-
Guild members on a first come, first served basis. Any MLQ member 
wishing to register after the cut-off date will also be subject to this 
first-come first served rule. 

e. Supply list will be sent by e-mail with the exception of registrants who 
do not have an e-mail address. 

f. If for any reason a participant cannot attend the workshop, she must 
find her own replacement if there is no waiting list. The replacement 
and former participant will handle reimbursement. If there is a waiting 
list, the first on the waiting list will replace the participant. The 
canceling participant will receive a refund. If the space cannot be filled, 
the canceling participant forfeits her fee. 

g. The workshop shall be advertised to all other guilds in the area, local    
shops and through the website and social media. 

h. Any response or inquiry will be forwarded to the workshop chair to set 
up a waiting list.  
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3.  The Guild will reimburse the hostess expenses of workshop instructor to 
 include meals, snacks, hotel fee if necessary and non-alcoholic beverages. 

 
PROCEDURES 
 Refer to Bylaws for Terms and General Duties 
 
 In addition: 

1. The Workshop Committee shall consist of the Program Chairperson and 
other committee members as deemed necessary. The Workshop Chairperson 
is responsible for securing other committee members. 

2. The Workshop Committee is responsible for running pre-scheduled 
workshops during the fiscal year of service (January 1 – December 31). 

3. The Workshop Committee is responsible for scheduling additional workshops 
during the year of service as needed. May schedule workshops one year 
beyond year of service.  

4. Obtain President’s signature on all contracts. 
5. Shall have signed contract prior to workshop official announcement.   
6. Obtain verbal and written confirmation for room rental needed for workshop. 

Memo confirming the workshop location, cost and physical needs should be 
sent to the facility No MORE than three weeks prior to the workshop date. 

7. In the case of a virtual event, shall be responsible for contacting Virtual Event 
organizer to coordinate technology between speaker and the Guild. 

8. Determine cost of attending the workshop as follows: 
a. Instructor’s fees (Including travel and accommodations). 
 Maximum number of participants allowed by instructor or facility. 
b. Room rental fee. 
c. Estimate for administrative costs (phone, postage, copying costs. 
d. Amount subsidized by the Guild. 

9. Communicate with other guilds to inform them of vacancies in workshop to 
insure reaching the minimum number needed. Other guilds may want to 
share instructors for programs and workshops in which case all travel expenses 
will be prorated (i.e.. if four other guilds use an instructor during a visit to our 
area, the total travel fee is divided four ways. If MLQ uses that instructor for 
both a workshop and a program, then the travel fee billed to MLQ is divided 
in half between the workshop and program budget.) 

10. Arrange overnight accommodations and meals for the instructor as needed 
and coordinated with the program chairperson. 

11. Arrange transportation for instructor as needed. This includes sending 
directions and street map of workshop location and housing if instructor is 
driving. Also includes arranging airline tickets and ground transportation if 
flying. 

12. Inform Treasurer in writing of the amount of payment for the room rental 
and instructor and date checks are needed. 

13. On the day of the workshop: 
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a. Arrive early to assist in set-up. 
b. Check-in participants registered as they arrive. 
c. Give out nametags. 
d. Introduce instructor. 
e. Provide lunch for instructor if an all-day workshop. 
f. Evaluation forms shall be used at the discretion of the chairperson.  Forms 

will be given at the completion of the workshop and request return 
immediately or by mail or email. (This gives  the student time to process 
all aspects of the workshop.) 

g. Assist in clean up. 
h. See that room rental fee and instructor are paid. 

14. Write thank you note to instructor after workshop. 
 
FORMS NEEDED FOR WORKSHOP COMMITTEE: 
 1. Workshop Contract  
 2. Confirmation memos for rental of room  
 4. Workshop Registration forms for participants (To be revised as needed with    
      pertinent workshop information.) 
 5. Evaluation forms to be given to participants during workshop 
 6. Survey forms 
 7. Financial report forms 
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       SOCIAL MEDIA 
 
PURPOSE 
 To educate and engage MLQ members and visitors to our Social Media pages 
 about our purpose and update them on MLQ activities 
 To find and connect with members of the quilting community who share our 
 passion 
 To inspire people to take action by spreading the word, attending events, 
 volunteering or donating funds 
 
POLICIES 
 Main Line Quilters has accounts on Facebook, Instagram and Twitter. 
 (As of 2020 only Facebook is active.) 
 Contributes to the Guild Archive. 
 
PROCEDURES 
 Refer to Bylaws for Terms and General Duties 
 
 In addition: 

1. The Guild Facebook account operates as a non-profit Facebook page 
https://socialgood.fb.com/learning-support/getting-started/create-a-page-for-
your-nonprofit/   

2. Shall share access, username, password information with the Webmaster and 
President. 

3. Shall coordinate, at year end, with Historian and make available all photographs 
taken during the calendar year. 
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SUNSHINE 
 

PURPOSE 
 To send sentiments of condolence, cheer and congratulations to Guild members  
 To send Thank You cards, on behalf, of the Guild, as needed 
 
POLICIES 
 Birthday cards are not sent. 
 
PROCEDURES 
 Refer to Bylaws for Terms and General Duties 
 
 In addition: 

1. Shall send a card or written note of condolence, cheer or congratulations to Guild 
members upon need. 

2. Shall send a note of thanks as needed. 
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TRASH TO TREASURE 
PURPOSE 
 To earn money for the Guild through sales of fabric and other items annually, 
 usually the second Saturday in June. Hereafter Trash to Treasure shall be referred 
 to as T2T. 
 
POLICIES 
 

1. T2T is open to the public. 
2. May be a shared position. 
3. Ways and Means chairperson shall be a committee member. 

 
PROCEDURES 
  Refer to Bylaws for Terms and General Duties 
 
 In addition: 

1. Shall secure other committee members as deemed necessary. The sub-
 committees may include but not limited to Fabric, Notions, Food,
 Books/Magazines/Patterns,  Checkout, Knit/Crochet/Cross 
 Stitch/Needlepoint, Publicity, Embellishment/Lace/Buttons, Fabric Kits, 
 UFOs, Heirloom. 

a. Sub-committee chairs are responsible for the collection, organization, 
labeling, signage, and display of items to be sold. 

b. Sub-committee chairs shall set sale prices in consultation with the 
chairperson. 

c. Sub-committee publicity chair shall oversee publicity to other guilds, 
via social media, by distributing flyers and bookmarks at libraries, 
other quilting events, and businesses. 

2. Will submit an article to the newsletter monthly as needed. 
3. Shall solicit card/banquet tables, food for sale, and general volunteers for T2T, 

i.e., set-up, help at tables during the sale, cleanup. A sign-up sheet at a Board 
or general meeting can do this or any other method deemed appropriate. 

4. Shall work with sub-committee chairs to determine layout of the T2T tables. 
5. Shall be responsible that the saleroom is cleaned up after the sale. 
6. Shall give to the Treasurer all monies received on the day of the sale and, 

within a month of the event, an accounting of what was sold. 
7. Shall inform the Guild members of sales total and highlights of event through 

email. 
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8. Shall submit to the President a report with recommendations for future sales 
by the next Board meeting. A copy of this report must be kept in the 
permanent files of the committee.  
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VIRTUAL EVENTS 
PURPOSE 
 To enable Guild members and guests to attend virtual Guild events* 
 
POLICIES  

11. The host** is familiar with the function and operation of virtual account(s) 
used by the Guild. 

12. Have a host and co-host for virtual events in most circumstances 
13. Recordings require participants’ knowledge and/or permission 
14. Webmaster is responsible for service contract, agreements, etc. 
15. Shall consult with Webmaster concerning use guidelines. 

     
 
PROCEDURES 
 Refer to Bylaws for Terms and General Duties 
 
 In addition: 

7. Shall communicate with program or other event organizers concerning what 
needs to be scheduled virtually. 

8. Shall communicate with program chair or other persons, i.e., speaker, as to 
special needs. 

9. Shall send out “invitation” to members and to registered guests in a timely 
manner. 

10. Shall “open” the event 15 minutes before its start time. 
11. Shall assign at least one other person as co-host as needed 
12. Shall facilitate the virtual functions of an event, i.e., mic muting, etc.  
13. Shall “close” the meeting. 

 
*Any meeting, workshop, special event or other occasion where members are officially 
gathering 
 
**Host is the person who has scheduled the virtual meeting and has control over all 
the functions and features in the virtual meeting. 
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WAYS AND MEANS 
 
PURPOSE 
 To earn money for the Guild through sales of fabric and other items at monthly 
 meetings 
 To facilitate acquisition and organization of items for Trash to Treasure event 
 
POLICIES 

1. Shall have the responsibility to enhance the Treasury. 
2. Shall be a member of the Trash to Treasure Committee. 

 
PROCEDURES 
 Refer to Bylaws for Terms and General Duties 
 
 In addition: 

3. Shall have the responsibility to enhance the Treasury. 
4. Shall determine which items are appropriate to sell. 
5. Will submit an article to the newsletter monthly. 
6. Shall be responsible for jobs, scheduling, personnel concerns, storage of 

materials, and the cart in the closet with its contents. 
7. Shall recruit two members to staff the Ways and Means table at monthly 

meetings. Responsibilities include but are not limited to: 
a. Set up tables for fabric and notions. 
b. Get fabric from cart in the closet. 
c. Arrange on table. 
d. Get out cash box and sell. 
e. Towards the end of the meeting begin packing up fabric, etc. Most of 

it should be placed in an empty box for storage. Members, not 
necessarily Ways and Means, may take it home. 

8. Shall give to the Treasurer, monthly, all monies received and an accounting of 
what was sold. 

9. Shall be a member of the Trash to Treasure Committee. 
10. Shall be in charge of the fabric and other donations received during the year 

for the Trash to Treasure sale. 
a. When necessary, coordinates with the Webmaster by facilitating 

fabric/quilting supplies donations form the public who have made 
contact via the Guild webmail. 

b. Fabric is to be sorted by color or as instructed and individually labeled 
with yardage. 
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c. In April, or two months before the sale, Guild members should be 
reminded about sorting and labeling. 

d. Shall ensure stored fabric is transported to the Trash to Treasure sale. 
e. Will direct placement and arrange fabric on tables. 
f. Shall, in consultation with others, determine dispersal of remains. 
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WEBMASTER 
 
PURPOSE 
 To organize and present information via the Guild’s website for the use of our 
 members as well as an outreach to others in the general public with an interest in 
 quilting 
 To maintain the Guild’s email account resident on the website, responding to 
 email messages in a timely manner and informing the membership when 
 appropriate 
 To administer the Guild’s web-based subscription(s) and functionality excluding 
 social media. 
 
POLICIES 

1. The Guild website is mainlinequilters.org. 
2. The Guild email account is via Gmail: mainlinequiltersguild@gmail.com 
3. Passwords are shared with the President and Social Media chairperson. 
4. Administers the Guild’s virtual account and set in place guidelines in 

consultation with Virtual Events chairperson for its use, with board approval. 
5. We are not setup as a “secure” website, that is not an https site. We rely on 

any subscription services to be secure.  
6. Responsible for payment of the electronic subscription services necessary for 

an online presence : Web domain-hosting registration service (ex. Go Daddy), 
Web authoring software (ex. Word Press), and virtual meeting services (ex. 
Zoom). Note that e-commerce service (ex. PayPal) is handled by the Guild 
Treasurer. 

7. As of February 2020, the Guild’s Board of Directors has agreed to support 
some degree of privacy as far as publishing names of members on the website 
without their permission. (As an example, other Guilds provide access to the 
Guild’s newsletters on the website. The newsletter is largely intended for our 
member use and often contains the names of individual member therefore we 
have elected to email/mail the newsletters directly to members and not publish 
on  our website.) 

8. Has the authority to decide what is or is not posted on the site, subject to final 
oversight by the Board. 

9. The Guild website provides links to the Guild Facebook page which is 
coordinated by the Social Media Board member. 

10. Responsible for monitoring and responding to email messages that come in 
from the public via the webmail function in the web software. Note that some 
of this email comes into the Guild webmail account via the Facebook page 
and its webmail function. 
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11. Contributes to the Guild Archives. 
 
PROCEDURES 
 Refer to Bylaws for Terms and General Duties 
 
 In addition: 

1. Shall attend all Guild events and takes photographs that will be posted on the 
Guild website. These photographs serve as a journal/archive of the Guild’s 
activities. When the Webmaster is not in attendance arranges for other 
members to take or provide photographs.                                                         
a.   Shall coordinate, at year end, with Historian and make available all 
 photographs taken during the calendar year. 

2. As part of maintenance of the site the Webmaster. 
a. Learns as much as possible about software capabilities so as to take full   

advantage of them. 
b. As needed, incorporates new features in to the website and/or    

discontinues elements that are less useful. 
c. Maintains the look and functioning of the site keeping as much 

consistency as possible. 
d. Exercise creative control over the site. 
e. Re-designs as deemed necessary or appropriate. 
f. Keeps the web site visually appealing by updating photos at appropriate   

intervals. 
3. Shall be responsible for skimming the newsletters that are delivered directly to 

the Guild’s email and then incorporating some of the information in the 
“Area Quilting Events” page of the website. 

4. Shall be responsible for monitoring the Guild’s email, forwarding content to 
the appropriate Board member for action, e.g., facilitating fabric/quilting 
supplies donations from public with Ways and Means, responding to requests 
for information from the public, and notifying the Guild members when 
appropriate either by announcement at a meeting or email to all members. 

5. Shall be one of the MLQ Board members who maintains a list of email 
addresses for “interested” members of the public who have attended MLQ 
events in the past. 
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AD HOC COMMITTEES 
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BUDGET 

Ad Hoc 
 
 
 
PURPOSE 
 To present to the membership of the Guild a projected budget for the next fiscal 
 year 
 
POLICIES 
 
PROCEDURES 
 Refer to Bylaws for Terms and General Duties 
 
 In addition:  

1. Shall consist of a chairperson, the Treasurer, and such other members as   
deemed necessary. 

2. Shall examine expenditures of the past year and project the monies needed for 
the coming year. 

3. Shall examine income of the past year and determine the income needed to 
cover projected expenditures for the coming year. 

4. Shall recommend to the Board the amount of dues that should be paid by 
each member in order to cover projected expenditures. 
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EDUCATION 

Ad Hoc 
 
 
PURPOSE 
 To be responsible for planning educational activities of the Guild 
 
POLICIES 

The Education Committee shall plan educational activities such as 
demonstrations, day or bus trips that are not normally included in the 
responsibilities of the existing Standing Committees of the Guild. 

 
PROCEDURES 
 Refer to Bylaws for Terms and General Duties 
 
 In addition: 

1. Shall be responsible for planning and running demonstrations and other    
educational events as needed, both for the Guild and for the general public. 

2. Shall plan trips to special events or places when requested by the Guild. 
3. Shall provide for public quilt displays upon request. 
4. Shall help other guilds get started upon request. 
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GUIDELINES REVIEW 

Ad Hoc 
 

PURPOSE 
 To review and update Bylaws 
 To review and update Policies and Procedures Manual 
 
POLICIES 

1. Bylaws, Policies and Procedures are to be reviewed and published every three 
years. However, changes may be made sooner. 

2. Parliamentarian shall be a member of the committee 
3. Bylaws amendments* or revision need Board and general membership 

approval. 
4. Any Board oversight changes in Policies and Procedures need Board approval. 
5. Any policy changes involving more than one committee or position needs 

approval from all concerned. 
 
 
PROCEDURES 
 Refer to Bylaws for Terms and General Duties 
 
 In addition: 

1. The committee shall consist of chairperson appointed by the President, 
parliamentarian and other solicited members. 

2. Shall examine existing documents. 
3. Shall consult with respective current and past committee chairs and officers 

concerning policy and procedure changes. 
4. Shall make every effort to apply consistent wording throughout the 

documents. 
5. Shall prepare revised documents for Board and Standing Committee review 

and approval as stipulated in Policies 
6. Proposed Bylaws amendments or revision will be submitted to the Board in 

writing. After review, the Board will then publish the proposed By-laws in the 
newsletter to notify the general membership. Proposed amendment(s) will be 
presented to the membership for a vote at a regular scheduled meeting. 
Amendments to Bylaws are approved by a majority vote of Guild members at 
a regular scheduled meeting. 

7. After review is completed shall have modified documents printed and saved in 
pdf format and made available to members as required.                                
 a.  All Guild members receive a hard copy of the Bylaws.                                      
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 b. Committee Chairpersons and Executive Board receive a hard copy of 
 the Polices and Procedures Manual 

8. Shall give Parliamentarian completed documents for future distribution of 
modified documents.  

  
*amendment is a change to fine tune or update a bylaw while a revision is an extensive 
rewriting of the Bylaws 
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NOMINATING 

    Ad Hoc 
 
 

PURPOSE 
 To present to the Board and Guild membership a slate of nominees for elected 
 office 
 
POLICIES 

1. The term for elected officers will be one year, January 1 – December 31. 
2. Elected officers shall serve one year and may succeed themselves for one 

additional year. 
 
PROCEDURES 
 Refer to Bylaws for Terms and General Duties 
 
 In addition: 

1. Shall consist of a chairperson, appointed by the President, the 
Parliamentarian, one other Board member, and two (2) non-Board members. 

2. Shall ensure nominees are familiar with the Terms and General Duties of the 
position. 

3. Shall publish a slate of nominees in the September newsletter. 
4. Shall prepare and present a slate of nominees for all executive offices to the 

membership at the September Guild meeting. 
5. Shall entertain any additional nominees from the floor at the October Guild 

meeting. 
6. Shall have election of officers at the October Annual meeting or November 

Guild meeting. 
7. Shall be responsible for election day tally. 
8. Shall keep a file of all past elected officers and years when served. 
9. Shall attend regularly scheduled Board meeting to submit slate of nominees. 
10. Shall submit a written report to the President one month after elections are 

over. 
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QUILT SHOW 

Ad Hoc 
 

PURPOSE 
 To plan, arrange and present a MLQ Quilt Show 
 
POLICIES 

6. The Guild shall have a Quilt Show every three years. 
7. Former Guild members may enter a quilt in the Quilt Show. 
8. All contractual or financial commitments must have Board approval. 
9. Shall retain all property, documents, files, reports, etc. belonging to the Guild 

until a successor is named. If the Quilt Show Chairperson should leave the 
Guild, all is given to the President.  

 
 
PROCEDURES 
 Refer to Bylaws for Terms and General Duties 
 
 In addition: 

9. Upon appointment by the President, the chairperson shall appoint appropriate 
committee heads to execute the duties of this committee.  

10. Shall be responsible for planning, arranging, and presenting a quilt show upon 
request by the Board. 

11. Shall attend Board meetings during the planning time of the show and submit 
a monthly report. Quilt Show Committee minutes will constitute the regular 
written report to the Board. 

12. The Quilts Show Committee will hold meetings at least once a month at a 
location agreed upon by the chairperson and committee members. Additional 
meetings may be scheduled as needed. 

  
 

 
 
 
 
 
 
 
 


