Tasmanian Quilting Guild Inc.

By Laws 

PRIVILEGES OF MEMBERSHIP

1.
(1)
A financial member of the Guild is entitled to: 

a)
exhibit quilted items in Guild Exhibitions subject to the criteria of the exhibition determined by the Exhibition Committee;

b)
attend workshops, retreats or any other function organised by the Guild at members’ rates; and

c)
advertise commercial activities in the Guild newsletter at members’ rates.


(2)
A financial Affiliated Group Member of the Guild is entitled to: 


a)
enter one quilt in the Guild Exhibition, which may be 


(i)
a collaborative by the group or


(ii)
made by an individual member of that group


but this quilt is not eligible for the best of show award;


b)
nominate one member of the group to attend Guild workshops at the same fee as individual members; and


c)
be promoted by the Guild.


3(i)
A financial Junior Member is entitled to


a)
exhibit quilted items in Guild Exhibitions subject to the criteria of the exhibition determined by the Exhibition Committee; and


b)
attend workshops at the same fee as individual members.

3(ii)
A financial Junior Member is not entitled to


a)
hold office; or 


b)
attend adult retreats.
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MEETING PROCEDURES

2.
1)
ORDINARY GENERAL MEETINGS

a)
Receive Minutes of previous General Meeting


b)
The President presents the Executive’s Report


c)
Receive Treasurer’s Report and Financial Statement


d)
Correspondence – Inward and Outward


e)
Newsletter Editor’s Report where required


f)
Workshop and Activities Convenor’s Report where required


g)
Area Representatives’ Reports where required 


h)
Sub-Committee Reports where required


i)
Motions of which notice has been given


j)
Any other business


2.
EXECUTIVE MEETINGS


a)
Receive minutes of previous meeting


b)
President’s Report


c)
Ratification of decisions made since last meeting


d)
Correspondence – inwards and outwards


e)
Treasurer’s report and financial statement


f)
Newsletter Editor’s Report


g)
Workshop and Activities Convenor’s report


h)
Sub-Committee reports


i)
General business


3)
SUB COMMITTEE MEETINGS


a)
Receive minutes of previous meeting


b)
Chairperson’s report


c)
Cashier’s report and financial statement if appropriate


d)
Correspondence – inward and outwards if appropriate


e)
General business
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DUTIES OF THE COMMITTEE OF MANAGEMENT

3.
1)
The President

a)
Shall preside at all Meetings of the Guild and Executive Committee.


b)
Shall present the Annual Report at the Annual General Meeting.


c)
Shall present the Executive report at Ordinary General Meetings


d)
Shall have a deliberative vote, but not a casting vote at all General Meetings of the Guild and Committee of Management. Should the voting be equal, the question shall be decided in the negative. 


e)
In the event of a ballot for the election of an Office Bearer being equal, the President shall have a casting vote. 


f)
Shall be an ex-officio member with full voting rights on all Sub-Committees and Ad Hoc Committees of the Guild. 


e)
Shall keep a record of all correspondence as prescribed by the By Laws. 


2)
The Vice President

a)
Shall in the absence of the President from any meeting of the Guild or Committee of Management, preside with all the powers of the President. 


b)
Shall when requested by the President, act on the President’s behalf with all the President’s powers. 


c)
Shall act on behalf of the President with all the powers of the President if, for any unforeseen reason the President is unable to attend to her duties. 


d)
Shall keep a record of all correspondence as prescribed by the By Laws.


3)
The Secretary

a)
Shall record the minutes of all proceedings of meetings and keep a register of those present at such meetings.


b)
Shall keep a record of all correspondence as prescribed by the By Laws.


c)
Shall keep a petty cash book as prescribed by the By Laws.


d)
Shall keep under her control all books, documents and securities of the Guild.


e)
Shall perform all other duties usually connected with the office of Secretary.


f)
Shall perform all duties connected with the office of Public Officer.


4)
The Treasurer

a)
Shall sign and issue all membership cards.


b)
Shall keep a register of the names and addresses of all members of the Guild.


c)
Shall collect and receive all monies payable to the Guild.


d)
Shall issue all receipts.


e)
Shall pay all accounts authorised by the Committee or by the members at meetings.


f)
Shall attend to all banking.


g)
Shall keep all the account books of the Guild.


h)
Shall prepare and submit a Statement of Receipts and Expenditure at each meeting (i.e., both General and Executive).


i)
Shall present a report and audited financial Statement and Balance Sheet at the Annual General Meeting.


j)
Shall receive joining fees and issue receipts and copies of the Constitution to new members in accordance with sub-rule 1 and 2 under Rule 33.


k)
Shall keep true accounts of all sums of money received and expended by the Guild and the matter in respect of which the receipt of expenditure takes place.


l)
Shall keep a record of all correspondence as prescribed by the By Laws. 


m)
Shall keep true accounts of the property, credits and liabilities of the Guild, and subject to any reasonable restrictions as to time and manner of inspecting them that may be imposed by the Guild for the time being, those accounts shall be open to the inspection by the members of the Guild.


n)
Shall be a member of the Exhibition Committee and report on the Exhibition finances at each meeting of the Exhibition Committee and each meeting of the Committee of Management.


5)A
Area Representatives

a)
Shall liaise with the quilting groups within their area and endeavour to visit each group at least once a year. 


b)
Shall contact new members when they join and welcome them to the Guild. 


c)
Shall report to the Executive meetings on any event or concerns for their area. 


d)
Shall give a brief report to the General meetings on any events that will occur in their area and shall provide a detailed report to the Newsletter of any events that have occurred or will occur in their area. 


f)
Shall assist at General meetings and Friendship Day by: 


(i)
helping to sell raffle tickets,


(ii)
assisting with Show and Tell, and


(iii)
identifying and welcoming visitors and new members; making sure they are introduced to a group of members if they have arrived alone.


g)
Shall assist the Workshop Convenor by: 


(i)
locating and booking suitable locations for workshops. 


(ii)
organising the collection and return of keys for the workshop venue, 


(iii)
ensuring tea, coffee, etc are available for workshops;


(iv)
ensuring the location is warm in winter and cool in summer; and 


(v)
organising a billet for tutors where necessary.


h)
Shall distribute any Guild printed matter in their area. 

i)
Shall assist the Exhibition Committee with the pick-up and delivery of quilts

j)
Shall organise a bus to the Guild Friendship day, if feasible, and invite non members to travel on bus. 


5)B
Northern Area Representative

a)
Shall prepare for meeting raffles by: 


i)
choosing one metre of fabric from The Quilt Patch (this is a donation by the partners and they usually bring this already wrapped);


(ii)
taking raffle books, change (float of $20), tin, pens and a receptacle for the raffle draw; and


(iii)
taking a sign detailing the cost of the raffle.


b)
Shall sell the raffle tickets and take responsibility of the money until after the draw at the end of the meeting


c)
Shall count the money during the meeting, notify the President of the final figure and hand the proceeds to the Treasurer. 


d)
Shall store the urn, membership board etc and bring these items to the meetings


e)
Shall undertake the duties of opening up the Hall and closing it at the end of the meeting should there be no other person available. 


6)
Newsletter Editor

a)
Shall publish and circulate among all members at least quarterly a newsletter relating to - 


(i)
patchwork and quilting activities.


(ii)
the Guild’s activities.


b)
Shall keep a petty cash book as prescribed by the By Laws.


c)
Shall keep an archive of newsletters. 


d)
Shall deposit a copy of each issue of the Newsletter at the State Library of Tasmania and the National Library of Australia as required by the State and Federal Legal Deposit Acts.


e)
Shall deposit copies of the newsletter with the Guild Historian.


f)
Shall send copies of the newsletter to each of the State Guilds.


g)
Shall exchange newsletters with other non-profit quilting organisations.


h)
Shall keep a record of all correspondence as prescribed by the By Laws.

7)
Workshop and Activities Convenor

a)
Shall organise workshops and other gatherings of members.


b)
Shall prepare a written budget for all workshops and major activities for approval by the Committee of Management.


c)
Shall negotiate with tutors and visiting speakers the fee, accommodation, travel and other arrangements.


d)
Shall keep a petty cash book as prescribed by the By Laws.


e)
Shall keep a record of all correspondence as prescribed by the By Laws.


8)
Exhibition Convenor

a)
Co-ordinate the organisation and running of Guild Exhibitions.


b)
Shall preside at all meetings of the Exhibition Committee.


c)
Shall liaise with major sponsors and organisers.


d)
Shall report to the Committee of Management as required.


e)
Shall co-opt Guild members to the Exhibition Committee as required.
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FINANCE

4.
1)
PETTY CASH

a)
A Petty Cash float shall be issued to those officers who need one at the beginning of each financial year.


b)
Officers holding a petty cash float shall keep a petty cash book and record of accounts and expenditure incurred in carrying out their duties.


c)
The treasurer will reimburse petty cash upon presentation of an itemised list and receipts for goods purchased.


d)
Cash sale dockets or receipts are to be obtained for all items purchased with pretty cash.


e)
Items costing more than twenty-five dollars ($25) are to be claimed from the Treasurer and reimbursed by cheque.


f)
All records are to be sent to the Guild Treasurer by the end of each financial year for the Annual Audit 


2)
EXHIBITION FINANCES

a)
If the Guild Treasurer does not reside in the area where the Exhibition is to be held, the Exhibition Convenor appoints a Cashier who does live in the area. 


b)
All monies from entry fees, sale of raffle tickets, etc are to go directly to Treasurer who is responsible for the receipting and banking of this money. Raffle tickets and entry forms are to go directly to the person responsible for these areas. 


c)
All money is to be banked - no claims for reimbursement of expenses are to be paid out of cash received. 


d)
The Treasurer or Cashier is to receive an Exhibition Petty Cash float from which all claims for expenses less than twenty-five dollars ($25) are to be reimbursed. 


e)
Payment of claims larger than twenty-five dollars ($25) are to be paid by cheque. 


f)
The Treasurer is to be responsible for the sale of and issuing of the Craft Fair tickets. 


g)
Itemised invoices are to be obtained for goods and/or services costing more than fifty dollars ($50)


h)
The Treasurer is to acknowledge by email receipt of money from Cashier.


i)
Any expenditure over budget allocations must be approved by the Committee of Management.


3)
WORKSHOPS

a)
Participants shall be required to pay the deposit and balance within the time period stipulated by the Workshop and Activities Convenor.


b)
If the workshop is cancelled a portion of the fee may be non-refundable depending upon the cancellation policy of the tutor.


c)
A portion of the deposit will be non-refundable if a participant withdraws from a workshop after the closing date of enrolments.


d)
Cash sale dockets or receipts are to be obtained for all items purchased with petty cash.


e)
The refund policy will be at the discretion of the Committee of management if a person is unable to attend a workshop due to illness etc.


f)
Participants who can attend only one day out of a two-day workshop will be allowed to do so subject to the approval of the tutor. Such participants will only be able to attend the workshop if there are vacancies. The amount payable will be sixty percent (60%) of the full fee.
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REIMBURSEMENT OF TRAVEL

5.
1).
The Tasmanian Quilting Guild will reimburse members’ travelling expenses provide they travel more than 50 kilometres in total on one occasion on Guild business.
2).
Members’ travelling expenses will be reimbursed at the rate of 50% of the current taxation rate for small cars as at 1st July of the current financial year. Members must deduct 50kms from the total distance travelled to calculate their travel claim.


3)
The Guild will pay travelling expenses for one car for every four members travelling from a region (North, Northwest, South). 


4)
Travel expenses will be paid to members travelling to: 


a)
Executive meetings

b)
Exhibition meetings

c)
Sub-committee meetings

d)
Official valuation training days

e)
Transport workshop tutors or other quilters invited by the Guild

f)
Represent the Guild at outside functions, provided they have been appointed to do so by the members at a General Meeting or by the Executive Committee.

5).
Travelling expenses will not be paid to members travelling to: 


a)
General Meetings


b)
Guild Exhibitions


c)
Guild Retreats


d)
Craft Fairs


e)
Transport workshop tutors to and from workshops if they are doing the workshop


6).
Claims for reimbursement for travelling expenses are to be made within three months of the date on which the travel occurred. 


7)
Members must indicate to the Chairman of the meeting on the day whether or not they intend to claim travel expenses. 


8)
It is left to the discretion of the Treasurer, in consultation with the President, the proportion to be paid if a member combines the Guild business trip with personal activities. 
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EXHIBITION

6.
(1)
The Exhibition Committee is responsible for the overall organisation and running of the exhibition which includes areas such as:

a)
Management of entries

b)
Judging

c)
Liasing with major sponsor - Expertise Events

d)
Publicity

e)
Design

f)
Quilt hostesses

g)
Trade table

h)
Demonstrations

i)
Following Finance By-Law 4 (2) for exhibition Finances

j)
Following Sponsorship Bylaws


(2)
Decisions by the Exhibition Committee on the following areas to be endorsed by the Tasmanian Quilting Guild Management Committee

a)
Exhibition categories

b)
Conditions of entry

c)
Exhibition theme for current year

d)
Exhibition challenge for current year

e)
Choice of judges 

f)
Sponsorship deals not covered by Sponsorship By-Laws

g)
Contents of catalogue and CD


(3)
The Tasmanian Quilting Guild Inc Management Committee is responsible for:

a)
Appointing a group to make the raffle quilt

b)
Approval of design of raffle quilt

c)
Obtaining a gaming licence and printing the raffle tickets

d) Exhibition Budget


(4)
The area making the Raffle Quilt may organise the raffle if they wish to do so. 


(5)i 
Copies of the Exhibition CD may be given to:

a)
Judges

b)
Major sponsors according to the Sponsorship Bylaws

c)
Quilt Magazines for publicity purposes

d)
Guild Historian

e)
State Library of Tasmania

f)
National Library of Australia


(5)ii
Members of the Exhibition Committee and Tasmanian Quilting Guild Inc Management Committee may purchase a CD at cost price.

EXHIBITION SPONSORSHIP

7.
(1)
All sponsors will receive recognition in:

a)
the Guild website

b)
the Exhibition catalogue

c)
the Guild Newsletter

d)
the Exhibition CD

e)
the notice board at the entrance to Exhibition


(2)
Sponsors donating prizes to the value of $1,000 and over will be offered

a)
a half page advertisement in the Exhibition catalogue

b)
a half page advert in the Guild Newsletter OR the inclusion of a flyer with the Guild Newsletter



The sponsor is to provide the artwork and logo for the advertisement


(3)
Sponsors donating prizes valued between $250 and $1,000 will be offered

a)
a quarter page advertisement in the Exhibition catalogue

b)
a quarter page advert in the Guild Newsletter OR the inclusion of a flyer with the Guild Newsletter



The sponsor is to provide the artwork and logo for the advertisement


(4)
Tasmanian sponsors will be acknowledged by inclusion in a listing, giving address, contact details and opening hours, in an issue of the Guild Newsletter.


 (5)
All sponsors will receive a copy of

a)
the Exhibition catalogue

b)
The Guild newsletter containing the list of sponsors and the prize-winners.

(6) Sponsor donating $1,000 or more will receive a copy of the Exhibition CD
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7. PREPARING AND ISSUING COMMUNICATIONS


1)
Introduction

a)
The only people authorised to issue correspondence on behalf of the Tasmanian Quilting Guild Inc. (TQG) are: 


i)
Members of the current TQG Inc Committee of Management


ii)
Other TQG members appointed by the current TQG Inc Committee of Management and its Sub-Committees to undertake a particular task or project on behalf of TQG Inc.


b)
Definitions


i)
“Correspondence” means any written communication by post, fax or email


ii)
“Formal” correspondence is a business style communication


iii)
“Informal” correspondence is a conversation between two (2) people in the style of a phone call


2)
Formal Written/Printed Correspondence

a)
All posted correspondence written on behalf of TQG Inc is to be printed/written on the headed paper currently endorsed by the Committee of management. 


b)
All correspondence is to be dated. 


c)
All correspondence written is to be endorsed with the signature of the writer as well as printed name and the role held on behalf of TQG Inc.


eg
Mary Citizen


Mary Citizen



Valuation Committee Coordinator



Tasmanian Quilting Guild Inc 


d)
All correspondence is to be endorsed with an individual identifying reference code.


eg
VC: MC: 026/08
	Committee
	Person
	Number of letter in financial year

	VC
	MC
	026/09

	Valuation Committee
	Mary Citizen
	26th letter in 07/09 financial year


	Committee Codes
	

	Committee of Management (Executive)
	CM

	Exhibition Committee
	EX

	Valuation Committee
	VC

	Constitution Committee
	CC

	Newsletter
	NL

	Workshop and Activities
	WK



The financial year begins on the 1st of July. 


Correspondence from 1 July 2008 – 20th June 2009, should have /09 at the end

3)
Formal Electronic Correspondence


a)
All emails are to be dated.


b)
All emails are to be endorsed with the signature/name of the writer as well as printed name and the role held on behalf of TQG


eg
Mary Citizen



Valuation Committee Coordinator



Tasmanian Quilting Guild Inc 


c)
All emails are to be endorsed with an individual identifying reference code (see 2(d) for codes). The same code can be used in all emails dealing with the same topic.


4)
Informal Electronic Correspondence


a)
All emails are to be dated.


b)
All emails are to be endorsed with the signature/name of the writer as well as printed name and the role held on behalf of TQG


eg
Mary Citizen



Valuation Committee Coordinator



Tasmanian Quilting Guild Inc 


5)
Retention of Copies

a)
A copy should be made of all written/printed correspondence: 


i)
Original is to be sent to the recipient

ii)
Copy is for the Secretary – this will be the official TQG copy and will be retained in the ‘archive’ for an appropriate period.  This copy should be handed to the Secretary at the end of the financial year and archived.


iii)
The writer may retain a copy to pass onto the next holder of that office.


b)
Where the letter is a “multiple” copy letter (the same letter is sent to a number of recipients) it is not necessary to keep a copy of every letter but instead attach a list of the recipients to one copy of the letter. 



c)
It is not necessary to keep hard copy of formal electronic correspondence. All material, including correspondence, which you have on your computer should be backed up on floppy disc or CD. These should be passed on to the Secretary when you change portfolios, leave the Executive Committee or relinquish a Subcommittee position.
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9. VALUATION 


(1)
The Valuation Sub-Committee shall consist of:

a)
Chairperson

b)
Minute Secretary
c)
Valuers
d)
Valuation Co-ordinator, who is not a valuer

(2)
Responsibilities of the Sub-Committee


The responsibilities of the Valuation Sub-Committee are: 


(a)
the valuation of quilts


(b)
to issue the Valuation Certificate with the appropriate signatures, those being
(i) the three valuers who assessed the quilt
(ii) the President and Secretary signed under the Seal


(c)
to ensure the skills of the existing valuers are current


(d)
to take on sufficient trainees to ensure an adequate number of valuers in each region


(3)
Duties of the Chairperson


(a) Meeting Duties

(i)
Remind the Valuation Sub-Committee members of the time and place of the next meeting.

(ii)
Prepare an agenda for the Valuation Sub-Committee meetings.

(iii)
Distribute the agenda to Valuation Sub-Committee members.

(iv)
Conduct the meeting of the Valuation Sub-Committee.

(v)
Review the Minutes prepared by the Minute Secretary.

(vi)
Report to the General Meeting of any matters concerning valuation.

(vii)
Ensure the venue for the next meeting has been booked.


(b) Other Duties

(i)
Prepare a report for the Committee of Management after each Valuation Sub-Committee meeting, passing on any decisions or requests of the Valuation Sub-Committee for approval of the Committee of Management. 

(ii)
 Prepare reports for the Guild Newsletter after each Valuation Sub-Committee meeting when circumstances require.


(iii)
Liase with the Valuation Co-Ordinator on any matters relating to the valuation of quilts.


(iv)
Deal with any correspondence relating to the Valuation Sub-Committee.


(v)
Provide copies of any correspondence with external parties to the Guild Secretary.


(vi) 
Organise Valuation and Training days.


(vii)
Ensure dates for training days are set in advance and advertised in Newsletter.


(4)
Duties of the Valuation Co-ordinator



(a) As you receive an application for a quilt to be valued


(i)
Notify the quilt owner that the application has been received, the date of the valuation and the instructions of how to get the quilt to the valuation. This can be done by letter or email.


(ii)
Type as many details as you can onto the certificate which will be signed and dated at the valuation. Do not put in size of quilt as this may not be correct; valuers will measure and you can fill this in from the Scribe’s page on the day. 

(iii)
Fill in details on each of the valuation critique forms including a scanned photo of the quilt at the top of each page. 

(iv)
Fill in as much detail as you can on scribes page valuation (name of quiltmaker, name of quilt, date of valuation). 


(b) Before valuation day


(i)
Ensure that each quilt valuation envelope contains one (1) Scribe’s page, three (3) valuation critique forms and a quilt valuation with name of quilt owner and title of quilt. Also include a copy of New Scale figures sheet as on occasion a valuer may not have their copy at hand. 

(ii)
Make sure original paperwork including photographs is also in each folder. 


(c) After valuations


(i)
Type valuation critique from Scribe’s page, insert a picture of the quilt in bottom right hand corner. 


Use critique form with signature added to save having to sign eight (8) copies of forms. 

(ii)
Eight (8) copies of critique are needed; the original goes in the Valuation Coordinator’s file and copies are sent to the quilt owner, each of the three valuers, the scribe and each of the area representatives on the Valuation Committee. 
(iii) Print eight (8) copies of the valuation certificate; the original is given to the quilt owner and copies are given each of the three valuers, the scribe and each of the area representatives on the Valuation Committee and one is kept by the Valuation Coordinator. 
(iv) Post certificate, critique and one (1) photograph to quilt maker. 

(v)
Second photograph, copy of critique and copy of Valuation Certificate are filed in the Valuation Coordinator’s folder.
(v)  Sort out other paperwork and post to relevant valuers, scribe and area representatives. 

(5)
Requirements to be met by Trained Valuers
(a)
Valuers should endeavour to attend the two valuations days each year

(b)
All office bearer positions and trainee positions shall be reviewed annually


(6)
Criteria for Selecting Trainee Valuers


(a) Trainees:

(i)
must be an active, financial member of the TQG by attending General Meetings as often as possible

(ii)
need to be experienced, but not necessarily expert in all fields; have a good knowledge of patchwork and quilting and be familiar with a wide range of techniques


(iii)
must submit an Expression of Interest with a CV, which will then be presented to the Valuation Sub-Committee.

(b)
When there is a vacancy for a Trainee, selection shall be made by the Valuation Sub-Committee. Applicants will be advised that they can only become a trainee Valuer when a vacancy arises in their region.


(7)
Training for Trainees
(a)
Trainees must attend the two training days each year, over 2 years 
(b)
If one training day is missed, the time period could be extended by 6 months.
(c)
Upon completion of this training period, the Valuation Sub-Committee will assess and review the trainee. The trainee will be endorsed by the Committee of Management.

Adopted 17 September 2006


