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VICE-PRESIDENT 
 
Section 3. The Vice-President shall act as President in the absence of the President. 
 
Job Description: 
 

1. Commits to 3-year term: Vice President to President to Immediate Past President. 
2. Votes as a Board Member and holds a P.O. Box key. 
3. Assists the President in all their duties, through regular communication.  
4. In the absence of the President conducts the Business and/or Board Meetings. 
5. Assumes the duties and responsibilities of the President in the event of resignation or 

permanent absence. 
6. Conducts the Education Meeting on the 4th Tuesday of each month. 
7. Speaks on behalf of the guild as its representative. 
8. Signs contracts for meeting space, instructors, insurance forms and other instruments 

authorized by the membership upon request of the President, other Board members 
and committee chairs. 

9. Makes facility reservations and signs contracts (if required) for all Business and 
Education Meeting sites throughout the year. Acts as liaison between MMQ and the 
meeting site managers. Communicates with the treasurer for timely payment of 
meeting site rental fees. 

10. Arranges with site manager for microphone and AV set-up (as needed) for each 
Business and Education meeting. Consults with the Program Director for Program AV 
requirements. 

11. With the President, decides whether a Newcomers Tea should be held during the 
year. If so, plans and organizes the event, including arranging for a date and location. 

12. Provides updated newsletter and website events calendar information for the 
following two months to the Newsletter Director and the Webmaster by the 25th of 
the month. Consults with Program and Education Directors, workshop coordinators 
and committee chairs to ensure the newsletter calendar is complete and accurate. 

13. If needed, forms a nominating committee for next year’s officers. Suggested 
committee to consist of the Vice-President, two MMQ members, and the next years 
proposed Vice-President. Facilitates the nominating committee. 

14. Counts votes for Master Quilter, including mailed in votes. Informs President of the 
results, but the new Master Quilter is not announced until the annual holiday party; at 
which time the Master Quilter Award is presented. 



15. Plans and prepares or supervises the preparation of a suitable year-end gift for the 
out-going President (often a quilt).  Funding for the gift comes from the guild’s 
operations budget. 

16. As a member of the Board of Directors, selects any recipients of the Golden Needle or 
Silver Thread awards for the year. 
 

Guidelines and Calendar: 
 
Jan-July:  Decides, plans and organizes the Newcomers Tea with the President, if one is 
to be held. 
June–August: Selects a nominee for incoming Vice-President. 
August: Advertises for new officer volunteers. May form a nominating committee to find 
volunteers for next year’s officers and committee coordinators. 
September: Calls prospective nominees for acceptance of nomination until all offices are 
filled. Holds additional nominating committee meetings if necessary. 
October: Presents the proposed slate of officers and committee coordinators to the 
guild. Counts votes for Master Quilter. 
November: Presents slate of officers and committee coordinators for vote. 
December: At annual holiday party presents gift to President and announces/introduces 
her new Board Members and Committee Coordinators. 
 
 

 


