
CABIN BRANCH QUILTERS  
STANDARD OPERATING PROCEDURE 

A.  MEMBERSHIP DUES 

1.  Membership dues shall be renewed annually. 

2.  Membership dues are as follows: 

Regular:  $25/single membership 
Family:    $30/membership (living in same household) 
Senior:    $20/age 65 & older 

3.  Current members must renew their membership by the end of Febuary to be a 
participant in CBQ activities, remain on the membership roster, and continue receiving 
the CBQ newsletter and updates.   

4.  New members who join in November or December shall  pay the annual membership 
dues and it will include the following years membership. 

5.  Members returning after an extended absence will be assessed at the current 
member rate. 

B. NEW MEMBER WELCOME PACKET 
  
             1.  The Cabin Branch Quilters website is located at www.cabinbranchquilters.org.   
 Members are encourage to visit the site for CBQ information.  Members must  
 register to obtain access to the Member’s only area.  

          2.  In the event computer access is unavailable the above information is   
 available by contacting the membership chairperson.   

           3.  CBQ Name Badge 
a.  Members are encouraged to make a CBQ name badge.  You may 
embellish  your badge any way you wish.  The badge pattern is available on 
line at www.cabinbranchquiters.org in the quick info section and select the  
name badge instructions box.  

b.  Members are encouraged to wear their name badge at all CBQ sponsored 
events.   

c.  Name badges will be available for purchase at the membership table 
during the monthly meeting.  

d.  If you are having any difficulty, please see the membership chairperson or 
any CBQ member for assistance.   
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C.  NOMINATING COMMITTEE AND PROCEDURES 
1.  In September, the Executive Board shall request nominations for the upcoming years 
Executive Board and Committees.  These may be in writing or verbal for the purpose of 
identifying at least one candidate for each position on the Executive Board and Standing 
Committees.  

2.  In the event no nominations are received the Executive Board may establish a 
Nominating Committee  for the purpose of identifying at least one candidate for each of 
the offices of the executive board and standing committees, as required. 

a.   Any CBQ current member is eligible. 

b. No person currently holding the office of president, vice-president, secretary, or 
treasurer shall serve on the nominating committee.  

c.  Nominating committee members may serve concurrently on other committees. 

3.  The nominating committee or Executive Board shall report a slate of candidates at 
the  general membership meeting in October. 

a.  Nominations shall also be taken from the floor at this time.  

b.  Voting will be conducted at the November meeting. 

4.  Election of officers shall be determined by those candidates receiving a majority of   
votes from a majority of members present at the November meeting. 

5.  Installation of officers shall occur at the January meeting.  

D.  PARLIAMENTARIAN 

1.  A Parliamentarian may be appointed by the President to serve a one (1) year 
term which may be extended.  

2.  Educational training on parliamentarian procedures shall be funded with 
organizational funds. 

E.  INCLEMENT WEATHER POLICY 

1.  When Prince William County Schools are closed on the day of a general membership 
meeting, the meeting shall be cancelled and will not be rescheduled for that month. 

2.  When Prince William County Schools are closed on the day of an Executive Board 
meeting, the meeting shall be cancelled.  The Executive Board meeting shall be 
rescheduled for that month at the discretion of the President.  
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F.  CBQ SPONSORED EVENTS  

1.  WORKSHOP FEES 

a.  A fee will be charged to all members attending a workshop unless otherwise 
notified.  When class space is available, a non-CBQ member may attend a 
workshop and shall be charged a non-member fee to participate.  This fee shall 
be determined by the vice-presidents in charge of the workshop. 

b.  To participate in a workshop, fees shall be paid prior to the class.  The supply 
list for the class will only be provided upon payment. 

c.  Workshop supply lists will be sent to all attendees prior to the class.  The cost 
of supplies are the responsibility of the attendee, i.e. fabric, rulers, etc. 

d.  Additional workshop fees may be charged when the supplies for the class are 
being provided by the instructor.  Attendees will be notified in advance. 

2.  WORKSHOP CANCELLATION POLICY 

a.  In the event CBQ must cancel a workshop a full refund will be provided.   

b.  A workshop refund will only be given when a vice president is notified seven days 
prior to the workshop; and only if a replacement can be obtained. As always, 
extenuating circumstances will be taken into consideration by the Executive Board.     

3.  RETREATS 

a.  All current CBQ members shall be eligible to attend sponsored events.  A waiting 
list for retreats shall be established for members and non-members to attend, if 
space becomes available.  Current members will have first choice to attend the 
event. 

b.  Fees must be paid in advance of the event, as requested by the Retreat 
Chairperson.  

c.   All cancellations shall be coordinated through the Retreat Chairperson.  Refunds 
will only be given if a replacement is found. 

d.  Day attendees may attend the event if the room occupancy limits have not met.  
Day attendees must contact the Retreat Chairperson to ensure space is available at 
least a week prior to the event.   

G.  REIMBURSEMENT OF CBQ EXPENDITURES 

1.  Any expense over $50 requires board approval before expense is incurred and before 
a reimbursement shall be made. 

2.  All CBQ reimbursement requests must be accompanied with a receipt and the  
expense form in order to be refunded. 

H.  CBQ COMMITTEES  

1.  Committee chairpersons shall submit their proposed budget yearly, at the request of 
the Executive Board. 
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2.  Committee chairpersons are responsible to notify the Executive Board when they 
determine their funds will be insufficient to support their committee requirements. 

3.  All committee chairpersons shall review their committee responsibilities annually. 
Committee responsibilities are on file with the President and Secretary. 

4.  CBQ encourages co-chairs for any committee.  

5.  CBQ Committees are as follows: 

      a.   Arts Council 
 1.  Assist/Prepare in the development of the CBQ Grant proposal for submission       
      to the Prince William County Arts Council (PWCAC) on an annual basis. 

      2.  Attends a monthly PWCAC meeting to promote the art of quilting.  

b.  American Quilt Society (AQS) Book Orders 
  1.  Maintains a current list of AQS publications 
 2.  Submits orders for CBQ members at a discounted rate.  A minimum of  
 six (6) books are required by AQS for each order. 

c.  Bee HiveTenders  (Currently CBQ has Several Roving Bees)  
 1.  Schedules the weekly bees and notifies the participants.  Each bee has its  
 own Bee Hive Tender. 

d.  Block Exchange.  
  1.  Selects the block to be exchanged and prepares the exchange rules. 

 2.  Prepares kits for distribution to participants. 
 3.  Distributes kits to participants at the monthly meetings.
 4.  Maintains a record of participants block activity.
 5.  Distributes blocks to the participants and gives out new kits to be completed  
and returned the following month. 

e.  Block of the Month (BOM) 
1.  Obtain a pattern for each month's BOM challenge ensuring copyright rules are 

observed.  
2. Submit the pattern along with any directions and/or notes on colors to the 

newsletter editor no later than the 6th of the month. 
3. At the monthly meeting have a sample of the next month's block so that people 

can see a completed block.   
         
                  f.   Caring Quilts

1.  Request quilt donations from the general membership via the newsletter and 
the monthly meeting.  The requirements for caring quilts can be found at 
www.cabinbranchquilters.org in the quick info area and at the monthly meeting. 

2.  Collects quilts made and donated by members for distribution to charities and/  
or institutions.  

3.  Buy materials for quilts as needed and when funds are available.  
4.  Prepares kits for assembly by CBQ members from donated/purchased fabric 

to be available at CBQ monthly meetings. Instructions will be provided as 
needed. 
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5.  Prints and ensures CBQ labels are attached to each donated quilt. 
6.  Maintains a list of members who donate and distributes a tax deductible 

receipt to them at the end of each year.  

g.  CBQ Newsletter and E-News 
1. Prepares the monthly newsletter from Board members and Chairpersons 

submissions.  
2. Distribute the monthly newsletter via email or mail to all current CBQ members  

at least 7 days prior to the monthly meeting.   
3. E-news items are distributed via email as received.   
4. Co-ordinates monthly with Webmaster to keep CBQ website current.  
5. Maintains a current membership roster.  

              h.  CBQ Emporium (aka Ways and Means)  
1. Maintains inventory that is to be sold at monthly CBQ meetings.  
2. May purchase quilt related items to sell at monthly meetings according to the  

committee budget.  
3. Will accepted donations of quilting related items. 
4. Funds collected will be submitted to the Treasurer for deposit. 

    
   i.  Challenge Quilts (Mid-Atlantic Quilt Festival) 
      1.  Requests/provides challenge quilt ideas to membership for the yearly           
   challenge.        
       2.  Maintains a list of all members participating in the challenge. 
       3.  Sets up display of challenge quilts at the MAQF show in Hampton VA  
       4.  Coordinates the travel and ships the quilts to other various shows.  

j.  Chinn Beekeeper  
      1.  Plans and coordinates the bees activities.    
       2.  Coordinates with the Chinn Library to obtain a meeting room for monthly  
    Bees. Beekeeper must have a valid library card.         
         3. Reservations are not available until midnight on the last day of each month.     
    Reservations must made at:         
    www.pwcgov.org/government/dept/library/pages/default.aspx.             
   Click on “How do I Reserve a Meeting Room” then click on “Guidelines”.             
  Contact Linda at Chinn Park Library (703-792-4813) if any reservation           
  problems occur.          
        4.  Provides the bee dates to the following: 
   a.  CBQ newsletter chairperson for the CBQ monthly newsletter.           
   b.  CBQ members at the monthly meeting.           
   c.  Publicity chairperson for county distribution.           

 k.  Farewell Blocks 
1.  Maintains a list of relocating members. 
2.  Provides the Split Rail pattern to members upon request or supplies a 

completed block for a nominal fee. 
3. The Split Rail pattern can be found at www.cabinbranchquilters.org in the quick 

section. The block size is 6 1/2 x 6 1/2 unfinished.  
4.  Shall notify the members when blocks are needed via the newsletter, e-news 

and the general meeting.  
5. Collects finished blocks and presents/mails to relocating member.  The funds 

collected from block sales pays for the postage, if needed.   
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l.  Historian 
       1.  Records CBQ sponsored events via photographs. 
        2.  Obtain/collects articles that depict CBQ sponsored activities throughout  
   Prince William County.  
        3.  Maintains and catalogs all materials collected for historical purposes. 
        4.  Provides photos of CBQ events for inclusion in the newsletter and for  
   other publicity purposes. 

 m.  Hospitality   
 1.  Sends a monthly reminder email to birthday month members requesting a  
  contribution to the refreshments table.       
    2.  Receives and arranges the refreshments that are provided by the birthday 
  month members to be available to the membership during the meetings  
  intermission. 
    3.  Purchases necessary products to meet the needs of each meeting. 
    4.  Responsible for cleaning up the snack area and disposal of all trash. 

  n.  Lancaster Retreat (Fall/Spring) 
            1. Responsible for making reservations at a facility a year in advance to   
  ensure availability, signs a written contract on behalf of CBQ, provides a  
  copy of the contract to the CBQ Treasurer, and coordinates with   
  Treasurer to obtain funds for deposit.   

    2. Determines retreat costs and notifies members. 
    3. Collects and processes payments through CBQ Treasurer of participating  
  members. 
    4.  Point of contact for the event and resolves any issues.   
    5. Ensures all financial obligations with the facility are paid in full. 
    6.  Coordinates with other retreat Chairpersons to Ensure dates for future  
  retreats do not conflict with other scheduled retreats .   
   
                     o.   Massanetta Springs Retreat (Spring/Fall) 
   1.  Responsible for making reservations at a facility a year in advance to   
  ensure availability, signs a written contract on behalf of CBQ, provides a         
  copy of the contract to the CBQ Treasurer, and coordinates with          
  Treasurer to obtain funds for deposit.         
    2.  Determines retreat costs and notifies members. 
    3.  Collects and processes payments through CBQ Treasurer of participating 
  members. 
    4. Point of contact for the event and resolves any issues. 
    5. Ensures all financial obligations with the facility are paid in full. 
    6. Coordinates with other retreat Chairpersons to Ensure dates for future  
  retreats do not conflict with other scheduled retreats.   
   
  p.  Membership  
   1.  Welcomes new members and guests at monthly meetings. 
  2.  Submits new member information to the President, Vice Presidents, and        
       the Newsletter and Mentoring Chairperson 
  3.  Maintains the membership roster. 
  4.  Manages the annual membership drive, which includes notifying members        
       of renewals and processing membership payments through the CBQ        
       Treasurer. 
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 5.  Prepares and distributes annual membership cards, as required. 
 6.  Maintains a supply of CBQ badges for purchase and the directions for       
      making a badge. 
 7.  Coordinates with Quilt Chairperson, as needed.  

 q.  Mentoring 
 1.  Provides guidance and assistance to new members as needed.   
 2.  Ensures new members are introduced to members attending the monthly         
 meeting as a way of welcoming them to CBQ      

  r.   National Quilt Association (NQA) 
        1.  Act as liaison between the Guild and the NQA. 
         2.  Encourage membership to NQA.          
         3.  Promote NQA events such as National Quilt Day. 

  s.  Preemie Quilts 
 1.  Requests quilt donations from the general membership via the newsletter  
      and the monthly meetings.  The requirements for preemie quilts can be  
  found at www.cabinbranchquilters.org in the quick info area.     

2.  Collects quilts made and donated by members and distributes them to  
      newborn intensive care units (NICU) in hospitals. 
 3.  Buys materials for quilts as funds become available, as needed.  
 4.  Ensures fabric and batting are available at CBQ monthly meetings. 
 5.  Prints and ensures CBQ labels are attached to each donated quilt. 
 6.  Ensures quilts are washed and dried prior to delivery. 
 7.  Maintains a list of members who donate and distributes a tax deductible  
      receipt to them at the end of each year.  

                       t.  Publicity 
  1.  Submits a monthly CBQ meeting advertisement to the local news media. 
  2.  Supplies articles and photos for inclusion in the PWCAC Newsletter.  

   u.  Quilt Show  
  1.  Reserves a venue a year in advance to ensure availability.   

   2.  Signs a written contract on behalf of CBQ and Stone House Quilt Guild  
  and submits a deposit through the CBQ Treasure, if required.   
   3.  Coordinates with Stone House Quilters Guild.  
   4.   Oversees all annual quilt show committees.  
  ***See Note for detailed Committee list 

         v.  Raffle Quilt Display and Ticket Sales 
    1.  Responsible for ensuring tickets and postcards are printed. 
    2.  Responsible for locating venues to display and set up the raffle quilt  
   throughout the county.   
    3.  Maintains an inventory of items needed for display. 
    4.  Collects and ensures all tickets are accounted for at final raffle.  
    5.  Ensures all proceeds are given to Treasurer.  
    6.  Contacts winner and arranges for quilt delivery.  
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 w.  Raffle Quilt Designers 
 1.  Forms a committee from general membership to choose a pattern for the  
       quilt.  
  2.  Determines a budget for the quilt and submits to the Executive Board for  
       approval. 
  3.  Purchases supplies, as needed for construction. 
  4.  Maintains a list of volunteers that are participating in the construction of the 
        quilt. 
  5.  Determine the style of quilting and once approved coordinates its    
       execution. 
  6.  Shall have quilt photographed, appraised and insured upon completion. 

     x.   Spot Light on the Quilter 
      1.  Maintains a current membership roster. 
      2.  Selects a member to be “spotlighted” in the monthly newsletter and    
           provides them with a list of interview questions.   
      3.  Writes a short biography, obtains a photo of the “spotlighted” member and  
                   submits the article to the CBQ newsletter Chairperson by the 6th of the  
                    month. 

 y.  Sunshine and Clouds 
      1.  Maintain a current membership roster. 
       2.  Submits an annual budget for card and postage purchases. 
       3.  At the direction of the Executive Board sends cards to members, as  
  needed.  

                 z.  Web Committee 
        1.  CBQ website is www.cabinbranchquilters.org.  

      2.  Updates, edits and maintains the CBQ website on a monthly basis.
      3.   Maintains and updates data base, as needed.
      4.  Attends Executive Board meetings, as needed.
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Edited on Monday, November 25, 2013 

ADDENDUM 

Quilt Show Committee Chairpersons Responsibilities: 

1.  Schedules meetings as necessary to ensure all committees are on schedule. 

2.  CBQ/SHQG Show Committees include: 

• Silent Auction:  All donated items are gathered; a photo is taken of each item,  a bid 
sheet is created and assigned a minimum bid; a log to keep track of bidders.is 
created.  At the end of the quilt show the winning bidders are notified of the items they 
won; payments are, collected and delivery arrangements for items are made, as 
necessary.  All proceeds are given to the CBQ treasurer. 

• Quilt Show Emporium:  Chairperson obtains new and interesting notions, patterns, or 
quilting related items to be sold at the Quilt Show.  Coordinates with membership 
items needed.  Prices all items to be sold.  Sets up and takes down booth at show.  
Ensures all proceeds are given to the CBQ treasurer. Maintains storage of unsold 
items to be sold through the CBQ emporium at the monthly meetings.  

• Admissions: Chairperson oversees the collection of admission money, handing out 
door prize tickets and greeting all attendees. 

• Membership: answer questions about CBQ to attendees, supplies new member forms 
and collect money if a new member signs up.  

• Raffle Quilt: sells tickets for the quilt and answers question about the charity receiving 
the proceeds. 

• Hospitality: organizes donations of food for members and vendors in the hospitality 
room on Friday, Saturday and Sunday. 

• Door Prizes: Collects and maintains door prize donations throughout the year. 
Ensures the sale, drawing and distribution of tickets for the door prizes throughout the 
event. 

• Community Service:  Demonstrates various ways to finish quilts.   
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• Volunteer Coordinator:  Prepares sign-up sheets for the various volunteer positions.  

• Vendors: Solicits and contracts with merchants for their participation in the quilt show.  
Works with set-up and layout coordinator on vendor space. 

• Lay out/Set up: Designs quilt show lay-out based on the quilts entered.  Ensures floor 
lay-out is set-up as designed. 

• Programs:  Designs the lay-out and edits the quilt show program. Coordinates with the 
Quilt Show Chairperson and printer prior to printing.  

• Scavenger Hunt: Prepares and prints a map of items to be located by children 
attending the show. Obtains needed prizes for participants.  

•  Advertising / Publicity: Submits articles and photo’s to the news media and other 
quilting related organizations to advertise the quilt show.   Ensures signs are posted 
along roads leading to quilt show venue and at the show prior to the quilt show, as 
necessary. 

• Set-up/Tear-down: Ensures sufficient amount of volunteers are available for set-up 
and tear down of the quilt rack and various other quilt show related items. Ensures 
transportation of quilt show items to and from storage facility.  

• Pins and Charms:  Orders pins and charms for show volunteers. 
 1.  Choose a charm from Pin Peddlers     http://www.pinpeddlers.com/ 
 2.  Check with CBQ and SHQ Volunteer coordinators for # of volunteers + extras (150) 
 3.  Verify with them if any Quilt show pins or charm holders need to be ordered 
 4.  Place order with Pin Peddlers early February for pick up at MAQF - get total $ 
 5.  Get a check from CBQ treasurer 
 6.  Pick up and pay for order at the Mid Atlantic Quilt Festival 
 7.  Delivery order to CBQ Volunteer coordinator 

• Quilt Ribbons:  Designs and orders ribbons for quilt show winners. 

• Quilt Description Cards and Labels:  Prepares informations cards for all displayed 
quilts. 

• Quilt Registration:   

• Quilt Take-In and Return: 

• Quilt Show Cards: 

• Appraiser:  Provides appraisals of quilts for a fee at the show. 
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• Quilt Show Judging:   

• Ballot Coordinator: 

• Demonstrations:  Coordinates a variety of different types of needle art demonstrations. 

• Challenge Featured Quilts:  Ensures all challenge quilts are displayed throughout the 
quilt show. 

• Pinning Party:  Obtains a facility to pin the quilts onto sheet for the quilt show.  
Ensures sheets are washed and clean prior to pinning.  Locates a secure location to 
store all pinned quilts until show.  

• Treasurer: 

• Data Base Administrator: 
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Edited on Monday, November 25, 2013
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