POSITION DESCRIPTIONS FOR HSFAG

Dates are approximately last time revised.  See Bylaws for official duties.
 SEQ CHAPTER \h \r 1PRESIDENT (10/2006)
The President shall preside at all meetings of the Board of Directors, the Executive Committee, and all membership meetings of the Guild and shall exercise the general direction of the Guild’s activities with the advice of the Board of Directors.

The President, in consultation with the Board of Directors, shall establish the special committees and appoint chairpersons thereof.  

At least five (5) months before the Annual Meeting, the President shall appoint the Chair of the Nominating Committee.

The President shall fill any vacancy on the Board of Directors, with the approval of the Board, until the next election.

The President shall serve as ex-officio voting member of all committees.

Other things to be assigned or done:


Pick up mail (2011—treasurer did pickup)

Maintain scholarship connection

Maintain Juliette May Fraser/Orpha Herrick folders: have someone do presentation at November meeting
PRESIDENT – ELECT (10/2005)
Presides over meetings in the absence of the President.

Assumes duties if office of the President becomes vacant.

Provides support and assistance to the President at Board meetings

In charge of the biannual fund raising project and/or Bazaar Night.  (The fund-raising project is generally more for building friendship among members.)

Develops or designs a nametag or presents a workshop.                     

PAST PRESIDENT (7/2011)
Serves as preside if both President and President elect are not available. 
Serves as the “institutional memory” for the Board.

TREASURER (12/2006)
Oversees receipt and deposit of all funds.

Deposits funds in bank in a timely manner.

Writes and signs checks as approved by the Board of Directors.

Maintains records of restricted funds from non-restricted funds.

Presents a written financial statement at each meeting of the Executive Committee and the Board of Directors.

Is responsible for filing all required state and federal tax returns and other required financial reports on time.

Is in charge of the Finance Committee.  Convenes the Committee after the beginning of the calendar year and presents a report to the Board of Directors at the March meeting.  Members of the Finance Committee will be the Chairs of Membership, Workshop, Program, the Immediate Past President and a member at large appointed by the President.  The Finance Committee will annually review and recommend policies to the Board for the following; annual budget (presented to the Board in Sept.), member dues, workshop fees, life membership, travel, honorariums, gifts (to and from the Guild), reserve fund, check deposits, refunds, reimbursements, contracts, check signing agents and other policies related to the finances of the Guild.

Balances the checkbook monthly.

Reports any unusual or irregular financial issues to the Board.

Generates a proposed budget for next year in September annually.

Maintains financial records in electronic form.

SECRETARY  (10/2006)
Records all matters transacted at meetings of the Board of Directors.

Handles correspondence at the direction of the President, such as get-well cards and condolences to HSFAG members.

Takes minutes at the December HSFAG Christmas party for the election of the new board.  Write up as minutes, print a copy, sign it and give to the treasurer.

Keeps a record of all policies of the Guild and reviews these policies with the Board.

Keeps the original signed copy of the By-Laws as amended and certified by the President.

Keeps a copy of all job descriptions for all HSFAG Board members.

MEMBERSHIP CHAIR (7/2011)
Receive membership forms and dues. (Harger:  I recorded date, check number and bank on form and made forms for those who did not give me one.)
Distribute an updated roster several times a year to the board.

Discuss with Newletter Chair how to handle the following:

a. mailing labels

b. updated rosters: either just updates  or entire roster by category (email and snail mail)
Maintain sign-in sheets at every general meeting. Let Newsletter chair know if any guests signed up for a month’s free newsletter.
Update membership benefits for the year with local merchants.

Serve on the Finance Committee.

Prepare and distribute the updated roster of members to all new and renewing members, membership cards, welcome letter from the President and list of membership benefits for the year.  (Harger, I did a merge with the membership list and card format before the majority of dues started coming in so I could hand the card to the individuals who paid at the meeting.  Saved postage.  Millie Morikawa who has nice printing, did blank cards and wrote names in so she could distribute immediately.  I did not send out a letter but did send roster [with membership cards that were not distributed] for those who did not have email.  Otherwise everything went out by email.  Made up blank membership cards for distribution to new members.)  Could email letter.  Don’t forget to print roster back to back to save postage. I used the copy place across from Washington Intermediate (Copy Express).  There may be other places that are now cheaper—have not checked.

NEWSLETTER CHAIR  (10/2006)
Prepare newsletter with input from HSFAG members, mainly from the following board members:

Program chair

-Information on subject at upcoming meeting (speaker bio, title of activity, description of   activity, supplies to bring (if any), any pertinent photos or graphics)

Note:  Get permission if using information/photos from artist’s web site.

-Topics for next two meetings (for “Coming Up….” Section

            -Thank you message for past meeting speaker if applicable (any photos, if available)

Workshop chair
-Description of upcoming workshops (starting at least two months prior to workshop for adequate publicity)

-Description and registration form for current workshop

            -Photos and comments about completed workshops

All other Board members


-Items for “What’s Happening?”


-Write-up and photo for monthly board member featured (if any)

 Set deadline for receipt of items (usually 15 ADVANCE \u 5th ADVANCE \d 5 of the month).

Use HSFAG’s post office box for return address:


HAWAII STITCHERY AND FIBRE ARTS GUILD


PO Box 235673

Honolulu, HI  96822
Send camera-ready newsletter to printing company (get receipt for reimbursement from Treasurer).


-Determine number of copies, layout


-Single or double-fold


*[Note :  Make extra copies for use at shows, fairs, bazaar night, etc.]

Prepare address labels for members and others (stores, other guilds).


-Obtain latest list from Membership chair.


-Correct any “return mail” information.

[Other option:  Have membership chair generate labels.]

Purchase postage stamps for mailing.  (Get receipt for reimbursement from Treasurer.)

Mail newsletter to members who prefer a hard copy.

Send pdf file to members who request color newsletter by email.

Turn in receipts for reimbursement to treasurer (usually at next board meeting

WORKSHOP (EDUCATION) CHAIR  (10/2006)
HSFAG Workshop Coordination Responsibilities

I. Potential Artists

A. Determine needs and desires of the membership through surveys. 

B. Gather suggestions from board, committee and general membership being sure that they supply names and addresses and email addresses.

C. Get names of artists from new books, magazine articles, and classes being offered here and on the mainland. (For example The Sewing Workshop in San Francisco, SewExpo in Puyallup, WA, Threads, Quilting Arts, Bead and Button and other magazines.

D. Search the Internet.

II. Exploratory Request to Artist - (See Attachment 1.)

A. Write to the artist asking information on--

1. Workshop curriculum

2. Fees

3. Class minimum and maximum preferences

4. Preferred teaching dates in the next one or two years or more

B. Inform the artist of our usual lecture the first Wednesday of the 

month followed by a 2 day Saturday and Sunday workshop from 9am to 4 pm daily.

C. Also included besides the instructional fees are the coach or economy 

airfare, 5 nights hotel, (usually at the Ocean Resort Hotel), per diem of $____/day and transportation to and from the airport and all of our events.

D. Inform the artist that HSFAG does not cover car rental. 

E. Ask for photos; color Xeroxes or samples of their work to present to the board.

F. Give the artist your name and contact information.

III. Artist Proposal to the Board of Directors - (See Attachment 2.)

A. Prepare a summary on each artist being considered which includes:

1. Brief biographical sketch

2. Suggested dates

3. Suggested lectures and workshop subjects

4. Projected cost

5. Show photos or actual samples whenever possible.

B. Board determines:

1. Scheduling preferences

2. Subject(s) of lecture and workshop

IV. Artist Invitation and Contract - (See Attachments 3 and 4.) 
A. Issue invitation – With the Board’s approval, invite artist by phone, email or letter to obtain commitment. 

B. Prepare a contract if the artist agrees to conduct a lecture and workshop. 

1. If artist plans on a trunk show/sale at the lecture and/or workshop, HSFAG requests a 10% donation of total sales to the Guild. If applicable, this provision should be included in the contract.

2. Send an invitation letter and 2 copies of the proposed contract with a stamped self-addressed return envelope. The cover letter should include HSFAG payment policies.

3. Missing information necessary for the contract should be obtained from the artist preparatory to writing the contract.

4. Acknowledge to the artist the receipt of the signed contract.

V. Workshop Location – Work cooperatively with the Meeting Place Chair 

to find a location for the lecture and workshop.

A. Possible locations 

1. Linekona – usually available and free

2. Hawaii Medical Association (HMA) – Call Evelyn or Leeza at 536-7702, 1360 S. Beretania St., Honolulu, HI 96814. Fee of $150/day. No kitchen facilities, bathroom available, elevator available. Keys to be picked up on Friday, leave keys in room on last day. Ask for invoice and full payment must be paid in advance.

3. UH Manoa - Clothing and Design Dept.

B. Audio-visual needs plus table and chair arrangement.

1. Linekona – Equipment - Work with Meeting Place Chair

2. Other locations – May bring our equipment or rent and use equipment at the site.

VI. Hotel and Travel Arrangements
VII. Workshop Preparation (three months prior)
VIII. Workshop Preparation (one month to two weeks prior)
IX. Workshop Preparation (two weeks prior)
X. Lecture
XI. Workshop Responsibilities – Day of lecture and workshop days
*** Aformentioned attachments were not forwarded to me with the position descriptions.  Unsure - may be already out of date.  I will check with a past president to see if they can forward a copy of the contract template currently being used.  Will also check to see what templates past holders of the position used.

PUBLICITY CHAIR (12/2005)
Two weeks before the event prepare meeting and workshop announcements to the general public via the media as listed below as well as notices for other sites such as our commercial members and libraries.

Maintain an updated list of media to whom workshop and meeting notices are sent.

Work with Education Chair in preparing half sheet notices about coming workshops to be sent to stores, libraries, etc.

Media Outlets Office to Contact Fax or Phone Number or email  (list need to be updated)
Downtown Planet What’s Happening Editor 538-6041

Honolulu Star Bulletin Feature Section Editor/ 529-4750

Bulletin Board

Midweek Editor of Community Calendar 247-7246

Olelo Television Island Information 836-2546

HISTORIAN (10/2006)
Maintains the archives of the Guild. The archives include a photo record of workshops with all descriptive information present including the names of participants.  Work with Workshop Chair on this responsibility.
Keeps a record of all important Guild events including the monthly newsletters. 

