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Olympia Weavers Guild
Policies and Operational Procedures

Effective Date: 03/05/2023

Purpose

Awards

The purpose of this document is to set forth existing awards and to define the process
for creating and bestowing awards within the Guild.

Policy

1. General Guidelines for Awards

A.
B.

Awards may be single, one-time events or may be recurring.

Awards may be given to members of the public or to Guild members
based on processes and criteria proposed to and approved by the Board.
Awards are not grants and there is no obligation on the part of the
awardee to present a program.

Existing Guild Policies and Operational Procedures for the receiving,
handling, counting and management of funds shall be followed by all
Committee chairs and members at all times. Additionally, Committee
chairs and others responsible for budgeted income and expenses shall
follow existing Guild POPs for budget development and adjustments. See
Finances.

1. Current Awards

A.

B.

The Terri Standley Inspirational Member Award

1. Terri had a caring, loving heart and great skills with fiber. She
generously shared herself and her knowledge with each of us in the
guild without limitations and sometimes unknowingly to us.

2. This award is given to a member who has been an inspiration to
other Guild members. Inspiration may be broadly defined and may
include terms such as thoughtfulness, kindhearted, a mentor,
generous with his/her expertise and or time, a friend of the Guild.

3. The amount of this award is $100.00.

The Marjorie Erickson Memorial Award

1. This award was instituted to honor the memory of Marjorie and her
lifelong commitment and generosity to the Guild as well as teaching
weaving.

2. Qualifying nominees will have completed the Beginning Weavers

Class at least one year prior to the nomination and up to four years
in the past. They will be current members of the Guild in good
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standing, active in the Guild, and have continued their pursuit of
weaving.
3. The amount of this award is $250.00.

Establishing Awards

A.

Any current member of the Guild in good standing may request that an
award be considered by making a written request to the President of the
Board of Directors.

The written request should include the parameters of the award and the
reasons the request should be considered.

If the President deems the request to have merit, the Board will consider
the request and forward it to an Ad Hoc committee to work out the details
of the proposal and the award.

The Committee’s final product will be considered for approval by the
Board of Directors.

Giving an Award

A.

B.

Written recommendations for award recipients may be submitted to the

President by members in good standing.

Deadline for accepting nominations is the March membership meeting of

each year.

The Board of Directors will have discretion deciding on nominations

submitted, will respond to those who made the nomination before the May

meeting, and will assign related tasks.

Awards (if any) will be presented at the June picnic.

An article will appear in the newsletter after each presentation.

The awards will be in the form of a gift certificate from one of the major

advertisers in our yearbook — a company that sells yarn, supplies,

equipment and books -- which company is the choice of the awardee.

In the case of the Marjorie Erickson Memorial award, the President will

check with the Member Education Chair to ensure that the nominee

qualifies for the award. The Chair of Member Education maintains a list of

participants in the Beginning Weavers Class so that it is easy to check on

eligibility.

a. Current instructors of the Beginning Weavers Class will write an
article about the recipient for the newsletter after the award is
presented.
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Effective Date: 12/11/2022 Board Of Directors
In Revision: 1/22/2023

Purpose

The purpose of this document is to describe the Board of Directors, their qualifications,
and how they function.

Authority/Relevant Documents
Relevant documents are as follows:

Articles of Incorporation, Certificate of Amendment.

Bylaws, Sections 3 and 4

Policies and Operational Procedures: Finances, General Committee Information,
Operational Details

Policies

. Composition

The Board of Directors is composed of a minimum of nine (9) and a maximum of
fourteen (14) members.

1. Qualifications

A. To be considered for election to the Board of Directors, an individual must
have been an active member of the Guild for at least one (1) year.

B. Active membership is defined as at least one of the following:
1. Regularly attends membership meetings:
2. Member of a study group;
3. Serves on a committee; or
4 Participates in one or more events.

M. Term
A. Directors are elected by a majority vote of the current Board for a term of

two (2) years or until they resign, are removed, or a successor is
appointed. (See Bylaws.)

1. Prospective Directors are making a commitment of two years when
agreeing to stand for election to the Board.

2. Once elected, a Director may resign, if necessary, at any time.

3. A Director may be removed by the Board of Directors (see Bylaws

for description of the removal process).
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a. Example: A Director becomes medically unable to continue
to serve or to resign.
4. Directors will indicate, to the Recruitment Committee, by March 15"

of each year, whether they wish to continue as a Director in the
next year or to have a successor appointed at the Annual meeting
held in May.
There is no limit to the number of two-year terms a Director may serve, but
Directors are encouraged to consider stepping down after four years to
allow other members to experience the opportunity of holding a Board
position.

V. Recruitment of Directors

A.

In March of each year, the Recruitment Committee, chaired by a Director
or Guild-member appointee, will determine the number of Directors
needed to stand for election in May and compile a list of qualified
candidates for presentation to the Board at the Annual Meeting in May.
At any time, if the number of Directors, for any reason, falls below the
minimum number of nine (9), the Recruitment Committee will seek
qualified members to stand for appointment.

V. Meetings of the Board

A.

The Annual Meeting of the Board of Directors occurs in May of each year

to accomplish the following business:

1. Elect Directors as needed.

2. Elect Officers for the upcoming term.

3. Consider and pass a budget.

4 Affirm/appoint Committee Chairs, including those chaired by
Directors (Finances, Policy & Operational Procedures, Recruitment
Committees).

5. Set/confirm a schedule for regular Director and Membership
meetings.
6. Plan for the upcoming year.

Regular Meetings of the Board of Directors may be scheduled to conduct
business as needed which may include the following:

1. Budget and/or account review.
2. Discuss/approve Policies and Operational Procedures.
3. Consider unexpected Director or Officer replacements.

4. Guild planning.
Special Meetings of the Board of Directors may be scheduled to consider
specific issues.
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Directors may take action in lieu of meeting by unanimous written consent
of directors (Consent in Lieu of Meeting). Refer to Procedure for how to do
a Consent in Lieu of Meeting.

Minutes of all Board meetings and the vote of all Consents will be
recorded by the Secretary, published in the newsletter, approved by a
simple majority of a quorum of Directors at the first opportunity, and
retained in accordance with Bylaw requirements.

Quorum of the Board

A quorum of the Board is a majority of the Directors in office at the time the
meeting is properly called (see Bylaws for how to properly call a meeting) and
present in person or by remote communication.

Voting

A.

B.

Each Director has one (1) vote. Directors may vote in person, by remote
communication or by electronic transmission at a meeting where a quorum
is present.

Voting by proxy or by attorney-in-fact is not permitted.

Membership Attendance at Board Meetings

Members are welcome to attend Annual and Regular Board meetings.
Members may be invited to attend Special Board meetings at the
discretion of the Board of Directors.

Members and Committee Chairpersons wishing to address the Board of
Directors at the Annual or Regular meetings must do so after requesting to
be added to the agenda or during a period set aside for this purpose by
the Board.

Officers of the Board of Directors

A.

Officers are elected by the Board at the Annual Meeting, following the
recommendations of the Recruitment Committee.

1. Candidates for election shall have been a Director for a minimum of
one (1) year and

2. Have actively participated in Board activities.

The Officers shall manage the day-to-day operations of the Guild.

1. Anytime the Officers are unable to achieve a majority vote (three of
the four officers), that matter shall be directed to the full Board for a
decision.

Officers include the following: President, Vice-President, Secretary, and
Treasurer.
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Term of office is for two (2) years. Renewal for a second term of two years
may occur, with a maximum of four (4) consecutive years in the same
office.

There is no expectation for succession. (Example: The Vice President is
not expected to become President in the subsequent term.)

Officers may choose to not continue as an officer but remain as a Director.
For specifics of Officer responsibilities see Bylaws, Section 4.

Board Chaired Committees

A.

The Finance Committee shall be chaired by the Treasurer.

1. Treasurer shall nominate members for Board approval at the first
Board meeting of the fiscal year and at other times of the year as
needed.

2. Advises the Treasurer on budget development and financial issues.

The Policy and Operational Procedures Committee shall be chaired by a

Director.

1. Assure that Board members have electronic and hard copies of
Guild Bylaws and Policies & Operational Procedures at the
beginning of their term and updates as appropriate.

2. Monitors the Policies & Operational Procedures, assuring that
changes directed by the Board are reflected in appropriate
revisions.

3. Maintains awareness of Bylaw provisions to advise Board of
Directors as needed.

4. Proposed changes will be published in the newsletter and on the

website to allow member and Director input prior to presentation to
the Board for approval/recommendations.
The Recruitment Committee shall be chaired by a Director or Guild-
member appointee.

1. Verifies Director, Officer, and Committee Chairs’ intent for the
upcoming year by March 15th.

2. Identifies qualified Director and Officer candidates when needed.

3. Looks for committee chairpersons for Committee Chair

appointments to be confirmed at Annual Meeting.

Operational Procedures

How to Resign from the Board

Notify the President of the Board, in writing or by email, that you wish to resign,
the effective date of the resignation and the reason you cannot complete your
term.
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How to Request a Replacement on the Board

Notify the Chairperson of the Recruitment Committee, in writing or by email, prior
to March 15, that you wish to be replaced at the end of the fiscal year. You
should expect to continue your role until June 30™.

How to Resign as an Officer of the Board

A.

Notify the President of the Board, in writing or by email, that you wish to
resign, the effective date of the resignation and the reason you cannot
complete your term.

Specify whether you are also resigning from the Board of Directors or if
you wish to continue in that role.

Note: the expected term for an officer is two years. If you are only able to
serve one year of a two-year term, you may choose to serve your
resignation by the March 15" deadline, to the Chair of the Recruitment
Committee.

Filling a Vacancy on the Board of Directors

A.

B.

Unexpected Vacancy

1.

Anytime the number of Directors on the Board falls below nine (9)
members for any reason, the Recruitment Committee shall recruit
one or more willing and qualified members to fill the vacancy and
submit their name and qualifications to the Board.

The Board may vote to select a candidate from multiple candidates
submitted or vote to appoint the individual if a single candidate is
presented.

Anticipated Vacancies

1.

Anticipated vacancies occur when a Director indicates to the Chair
of the Recruitment Committee that they will not continue to serve
past the end of the fiscal year.

The Recruitment Committee shall recruit a minimum of one
qualified and willing candidate for each vacancy anticipated and
submit their name and qualifications to the Board.

The Board may vote to select the desired number of candidates for
the positions available or vote to appoint the individuals if the
number of candidates does not exceed the number of positions
available.

Filling a Vacant Officer Position

A.

Unexpected Vacancy
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1. Anytime an Officer’s position becomes vacant it must be filled as
soon as possible.
2. Officer positions are filled from within the Board of Directors.

The Board may vote to select a candidate from multiple candidates or vote

to appoint an individual if a single candidate is presented.

Anticipated Vacancies

1. Anticipated vacancies occur when an Officer indicates to the Chair
of the Recruitment Committee that they will not continue to serve as
an Officer past the end of the fiscal year.

2. Candidates will be recruited from the remaining members of the
Board to stand for election or appointment.

Meeting Schedules

A.

Annual Meeting

1. Notice to members, inviting them to attend, should be included in
the Yearbook, the newsletter, and on the Guild’s website.
2. Committee Chairs and/or members wishing to address the Board

should request time on the agenda by contacting the President or
by speaking for no more than 5 minutes during an open time
provided by the Board for this purpose.

Regular Board Meetings

1. A schedule of regular meetings of the Board will be established by

the Board at the Annual Meeting and published in the Yearbook,

the newsletter, and on the Guild’'s website.

Members are invited to attend.

3. Committee Chairs and/or members wishing to address the Board
should request time on the agenda by contacting the President or
by speaking for no more than 5 minutes during an open time
provided by the Board for this purpose.

Special Meetings of the Board

N

1. Special meetings of the board may be called on short notice to
handle a specified piece of business.

2. Attendance of non-board members is at the discretion of the Board.

3. Inclusion of the membership is to be encouraged when appropriate.

How to do a Consent in Lieu of Meeting

A.
B.

C.

A resolution may be proposed by any Director to any Officer of the Board.
Board Officers will agree as to the wording prior to sending the resolution
to the entire Board.

A unanimous vote determines the outcome, which will be recorded by the
Secretary and retained as all Board minutes are retained.
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D. If the vote is not unanimous, the matter should be considered at a Regular
or Special Meeting of the Board.
E. See Appendix A for suggested format.

Health and Safety Provisions

A. The Board shall quarterly review conditions affecting member health and
safety and shall set meeting formats for membership meetings, workshops,
study groups and other Guild-sponsored activities for the upcoming three
months.

B. The Board shall strive to accommodate members’ special needs through such
actions as providing amplification of voices, remote access, etc.

C. The Board may cancel or restructure the format of any Guild conducted or -
sponsored activity as needed due to weather, power outages or other threats
to health and safety.
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Appendix A

Consent in Lieu of Meeting

All voters on this resolution are Directors on the Board of the Olympia Weavers Guild. Directors
may vote by sending an email to the President of the Board of Directors saying Yes, No or |
Abstain.

The resolution may be proposed by any Director to an Officer of the Board. Board Officers will
agree as to the wording prior to sending the resolution to the entire Board.

A unanimous vote will determine the outcome.

Be it Resolved that: (Insert motion here)

Date sent: (date) Please reply by: (date) or as soon as possible

Please send your vote to: (Name and email address)
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Effective Date: 03/05/2023 Finances

Purpose

The purpose of this document is to detail the ways in which the Board and membership
function with respect to overall financial management of the Guild and the ways in which
monies are handled to maximize accuracy and accountability and minimize error or
loss.

Authority/Relevant Documents

Authority and relevant documents are as follows:
Declaration of Federal Non-Profit Status
Articles of Incorporation, Amendment, Addendum
Bylaws, Sections 3, 4, 6, and 7

Policies

. Handling Money

In an effort to maximize accuracy and minimize opportunities for error or loss, all
Directors, Officers, Committee Chairs, and members of the Guild will follow
standardized processes when handling monies, whether cash, check, or charged
items. See Procedure for Handling Money.

Il. Requesting Checks

A. Committee Chairs are responsible for seeing that total incurred plus
anticipated expenditures do not exceed their annual budgeted amounts
and that income targets are met. If additional expenditure authority is
needed, the Committee Chair must request a budget variance from the
Board prior to expending the additional money.

B. Committee chairs shall notify the Treasurer in a timely manner if it appears
they will not reach their income targets.
C. Requests for checks must be submitted to the Treasurer by the

appropriate individual with documentation of the reason for the request
and the appropriate form. See Procedure for Requesting Checks.

M. Account Maintenance
A. The Treasurer and the President are signatories on all accounts. Account
signatures shall be updated no later than September 1 of each year. The

fiscal year begins July 1.
B. No one shall write a check to themselves or pre-sign blank checks.
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A record of all account activity shall be maintained on a designated
software program; entries shall be made by the Treasurer.

The computer used by the Treasurer shall have security software in place
and a consistent backup system in use.

IV.  Account Activity

A.

All transactions, whether deposits or payments, must be clearly
documented in a manner sufficient to show the reason for the amount, the
identity of the individual requesting or depositing, and the general origin of
the deposit or the specific origin of the expense.

Email requests are sufficient but shall include the current form being used
for documentation and copies of all supporting receipts.

Recurring expenses made without a specific request shall be documented
by a note in the file or a copy of a letter accompanying the payment.
Requests shall be paid or moneys deposited within ten days of receipt by
the Treasurer.

V. Finance Review Responsibilities

A.

One member of the Guild other than those with signature authority at the
bank shall be designated by the Board as the person to perform a monthly
review of bank activities.

1. This Designated Person shall have “authorized user” status on the
bank accounts to enable electronic access, but no authority to
perform transactions.

2. The monthly review of bank activities is described in Procedure IV
of this document.

Quarterly, for periods that end with September, December, March, and

June, the Designated Person shall:

1. Receive (from the Treasurer) and review the year-to-date Profit and
Loss Detail.

2. Receive (from the Treasurer) adequate information to facilitate the
determination that proper procedure has been followed related to
the requesting and disbursement of funds.

a. Obtain monthly packets for the preceding three months
(check requests, check/cash deposits, bank statements, any
other pertinent material) and spot-check them to assure that
established processes have been followed.

b. Address any issues brought by the Treasurer.

Yearly, for the period ending with June, the Designated Person shall:

1. Review the year-end Treasurer's Summary.
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2. Review the end-of Treasurer’s term report (outside review of
financial dealing) from the previous year(s) if present.
3. Review end-of Treasurer’s term material prior to sending to outside

review if applicable.
The Designated Person shall assist with preparation of the budget for the
upcoming fiscal year.
A person who is not a Guild member, but is a financial professional, shall
conduct an independent review of the Guild’s financial records and
practices every two years, and shall submit his/her observations,
conclusions, and recommendations to the Board.

Account Reporting

A.

Financial statements detailing the income and expenses of the Guild shall
be prepared quarterly by the Treasurer and provided to the Board of
Directors.

1. Specifically, for periods that end with September, December,
March, and June, the Treasurer shall submit the following to the
Board:

a. A year-to-date Profit and Loss Detail Report.

b. The opening and closing amounts in each account for the
reporting period, as well as the amount of income and
expenditures for each account, if any.

C. Adequate information to facilitate the committee’s
determination that proper procedure has been followed
related to the requesting and disbursement of funds.

d. Outstanding issues identified by the Treasurer and/or
Designated Person.
2. The quarterly report shall be signed by the Treasurer and copies

maintained by the Treasurer and the Secretary.
An annual financial report and annual financial statements shall be
prepared and maintained by the Treasurer and Secretary.
The completed fiscal year report (Profit and Loss Standard or equivalent,
Fund Report of Actuals) shall be published in the October newsletter.
The Treasurer shall submit a year-end, all-inclusive Treasurer’s Report
which includes opening and closing amounts in each account for the
reporting period of July 1 through June 30, as well as the amount of
income and expenditure for each account, if any. A written narrative
should accompany the year-end report detailing budgetary variances, if
any, and discussing any issues or recommendations that are appropriate.
When considering the proposed budget for the upcoming year, the Board
shall consider the reported expenses and budget variances to date for the
current year.
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VIl. Budget Development and Adjustments

A.

The annual budget development process shall provide for the Treasurer,
in consultation with the Finance Committee, utilizing input from Committee
chairs, officers, and others regarding cost and income estimates to draft a
proposed budget.

The Treasurer shall present the draft budget for the upcoming year (July

through June) for member and Director review prior to Board approval in

May of the current fiscal year.

Committee chairs and others responsible for income or expense items in

the budget shall provide timely best estimates of income and expenses

and other relevant information necessary for annual budget development,
including estimates for subcommittee functions.

Current fiscal year expense or income adjustments may be proposed to

the President and Treasurer, who shall present them to the Board for

approval.

1. Should total actual revenues not be sufficient to cover total
expenses outlined in the adopted budget, the Treasurer shall work
with the Finance Committee to develop a revised budget to be
presented to the Board for approval.

Operational Procedures

. Receiving and Handling Money

A.

Monies may be received in the form of coins, bills, checks, and credit card
charges.

1. Items shall be counted and recorded separately, with a final total
reflecting all types added together.
2. When accepting checks, examine the check to assure that the date

is current, that written and figure amounts are the same, and that
the check is signed.

Two individuals shall independently count each item, in the presence of

one another on the day that money is received. The count shall be

repeated until both totals agree.

1. It is preferred that one of the persons be the Committee Chair
submitting the deposit to the Treasurer and the second person be a
guild member.

2. If this is not possible at receipt, then count may occur at a later time
prior to the items being passed to the Treasurer.

Submit funds to the Treasurer along with a Cash Receipt and/or Count

sheet form filled out and signed by the Committee chair or designee, as

well as by one witness.
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Documentation (See Appendix A, Check/Cash Receipts and Appendix B,
Count Sheet)

Requesting Checks

A.

Check Request forms (Appendix C) must be completed and signed by the
chair of a committee and supported by documentation such as a receipt,
contract, invoice, or minutes of payment approval.

If the check request is for reimbursement to a committee chair, it must be
signed by the President.

Email requests will be honored; a copy of the email request must include a
Check Request form along with image of supporting receipts.

Checks requested for monies paid from multiple budget items should
specify the items and corresponding amounts on the Check Request form.
The Check Request Form should indicate to whom or where the check is
to be delivered and other pertinent information (for example, check is
confidential—to be given to Scholarship Chair for presentation at June
meeting.)

Account Reporting Process — Treasurer

A.

B.

C.

Using the electronic bank statement, reconcile all accounts, creating and
saving the Detailed Reconciliation reports as a PDF file.

By the second Friday of the month, send these files and the Profit and
Loss Detail Report to the Designated person for review.

Attach the cleared deposit and check requests to the appropriate
statements and retain these records.

Account Reporting Process — Designated Person

A.

B.

Print the relevant reports sent by the Treasurer. Log into the Guild bank
accounts.

Utilizing these reports, and the same reports from the previous month, if
indicated, verify the Profit and Loss Detail Report against bank account
balances and activities.

View each check image online.

Identify any discrepancies and discuss them with the Treasurer. If the
discrepancy cannot be resolved through discussion, the issue should be
forwarded to the Board of Directors no later than the next quarterly review
date.

Sign the statements and return them to the Treasurer.
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Appendix A
Cash Receipt

Olympia Weavers Guild S Sty icode
= Change Count
Check/Cash Receipts
Bill Count
(To be used when giving the Treasurer money) CASH TOTAL
Date: / /
Signature of Committee Chair:
Checks

Counter Signature:
Category Codes:

A—Membership Dues

B—Properties C—Library Fines

D—Puyallup Fair E—Raffle S2S

F—Sale of Donated Items/Donations G—Show and Sale

H—Workshops | —Yearbook Ads

J—Other Income ( )
|
! !
: For Treasurer’s Use Only: : CHECK TOTAL
I . : [
Date Received: Amount Received:
: —— - - : Total Amount:
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Appendix B
Count Sheet
Olympia Weavers Guild
Count Sheet
Date
1st Count: $ — 2nd Count: $ .
Program Chair
Counter Signature
Check
Name on Check Coiti Sl Amount

Codes: Total Deposit: $
A-Membership Dues B-Properties C-Library
D-Puyallup Fair E-Raffle 525 F-Donated Items
G-Show and Sale H-Workshops I-Yearbook Ads
J-Other Income
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Appendix C
Check Request Form

Olympia Weavers Guild - Check Request

Date: Amount:
— Category Amount Category Amount
Payable to:
Affiliations Newsletter
Address (if check to be mailed) Mail check: [:l
ANWG-Rep/Conference Programs
Computer hardware/software Properties
i Digital Samples Project Sheep to Shawl Exp
Give check to:
Authorization or reason for request: EducastiomOutraach SHow: BN Sele Exp
Gen Operating Exp—Pres/Sec Showcase
Gen Operating Exp—Treasurer Sunshine
Grant Committee Tea and Coffee
Signature: e "
= - w
Chairperson and/or President ol ke
e e e o ——— Holiday Party Workshop
| For Treasurer’s Use Only: !
I . ] Library Yearbook
| Date Paid: / / Check #: |
| Amount: I | Membership Exp Other
I
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Effective Date: 03/05/2023 | (General Committee Information

Purpose
The Guild’s goals are accomplished by the work of committees.

The purpose of this document is to define the different types of committees and detail
general guidelines for all committees, committee chairs, and committee work.

Definitions

ANWG — Association of Northwest Weaver’s Guilds
HGA — Handweavers Guild of America
BOD — Board of Directors

Authority/Relevant Documents

Policies & Operational Procedures: Board of Directors; Finances; Operational
Details; Individual Committee documents

Policies

l. General Guidelines for Committees

A. The size of all committees, unless otherwise prescribed, is at the
discretion of the committee chair.
B. Committees may persist from year to year, as their work is on-going, and

shall be referred to as Standing Committees. Standing Committees may
have subcommittees, which contribute to committee chair responsibilities.

C. Committees may be created for a specific purpose and their duration is
limited by the scope of their work. These shall be referred to as Ad Hoc
Committees.

D. Chair positions are voluntary and are not term limited. Chairs are expected

to indicate their desire to continue or to leave their position by March 15t
of each year. This notification is to be made to the Chair of the
Recruitment Committee.

E. Committees, subcommittees, and individual members’ actions are subject
to existing Guild Bylaws, Policies and Operational Procedures.
F. Existing Guild Policies and Operational Procedures for the receiving,

handling, counting, and management of funds shall be followed by all
committee chairs and members at all times. Additionally, Committee
chairs and others responsible for budgeted income and expenses shall
follow existing Guild POPs for budget development and adjustments. See
Finances document.
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Committee Chairs are expected to keep Guild membership and the Board
updated on committee activities through meeting reports, newsletter
articles, and social media updates.

Standing Committee Chairs should receive a notebook at the beginning of
their term from the outgoing Chair regarding activities, duties, etc. of the
chair and the committee.

Committee expenditures are monitored and submitted to the Treasurer by
Committee Chairs in accordance with existing Policies and Operational
Procedures.

Committee Chairs are expected to create an Annual Report detailing the
committee’s activities, budget, and goals for the next year. Annual Reports
are due at the end of each fiscal year. The report is prepared in duplicate;
one copy is given to the President and one copy remains in the committee
notebook.

Committee Chairs wishing to address the Board of Directors may do so at
any annual, regular, or special meeting at the discretion of the Board by
requesting time on the agenda or during a period set aside for this
purpose by the Board.

Committee Chairs shall assure the training of “backup” members for
critical functions.

Specific committee functions are listed in separate Policy and Operational
Procedure documents.
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Standing Committees and Their Subcommittees

Appendix A

Communications
Newsletter
Publicity
Social Media Management
Website Management
Zoom Scheduling
Member Education
Camel
Grants
Beginning Weavers
Showcase
Study Groups
Membership
Yearbook
Properties
Public Outreach
ANWG/HGA
Charitable Projects
Fair Events (includes Sheep to Shawl and 4 X 4)
Library Displays, community, and school activities
Resources
Digital Samples (ad hoc)
Historian
Library
Show and Sale
Social Events
Holiday Party
Picnic
Hospitality (Refreshments and Sunshine)
Director Chaired Committees
Finance
Recruitment
Policies & Operational Procedures
To be Determined
Programs
Workshops
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Effective Date: 03/05/2023 Communications Committee

Purpose

The purpose of this document is to describe the functions of the Communications
Committee and how they will operate to assure appropriate communications between
the Board of Directors and Guild members, within the Guild, and between the Guild and
members of the public.

Authority and Relevant Documents

Articles of Incorporation, Article
Policies and Operational Procedures: Finances, General Committee Information,
Membership, Organizational Details

Policies
. General Overview
A. The Communications Committee is a Standing Committee with

responsibility for planning and directing communication within the Guild
and between the Guild and members of the public.

B. Subcommittees include Newsletter, Publicity, Social Media Management,
Website Management, and Zoom Scheduling.
C. Existing Guild Policies and Operational Procedures for the receiving,

handling, counting, and management of funds shall be always followed by
all Committee chairs and members. Additionally, Committee chairs and
others responsible for budgeted income and expenses shall follow existing
Guild POPs for budget development and adjustments. See Finances
document.

Il Subcommittee Specifics

A. Newsletter

1. Published prior to each Guild meeting, the newsletter is mailed on
request or emailed to members and posted to the website at least
one week before membership meetings.

2. The newsletter includes news and information pertaining to the
previous meeting, the upcoming meeting, from members, Study
Groups, from the Board, and other items as appropriate.

3. The committee may determine the deadline for receiving
information prior to printing.
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4. Newsletters may be shared with other Guilds after financial
information is removed.

5. Committee retains a permanent copy of each newsletter with
committee information and files.

Publicity

1. Submit meeting and other pertinent information to the local news
media.

2. Solicit ads for the Newsletter, Yearbook, and Website and submit
them to the relevant individuals for publication in a timely manner.

3. Price charged for ads is determined by the Board of Directors.

4. Ensures that all advertisers pay their ad fees.

Social Media Management

Responsible for maintaining the Guild social media presence that provides
information to the public about the Guild and Guild activities and
information to members, while protecting member confidentiality.

Website Management

Responsible for maintaining the Guild website that provides information to
the public about the Guild and Guild activities and information to
members, while protecting member confidentiality.

Zoom Scheduling

Responsible for coordinating the scheduling of Zoom meetings for Guild
members and committees.
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Effective Date: 03/05/2023 | Mlember Education Committee

Purpose

The purpose of this document is to describe the ways in which the Guild provides
educational opportunities to members of the Guild.

Authority/Relevant Documents

Articles of Incorporation, Article I
Policies and Operational Procedures: Finances, General Committee Information,
Individual committee documents, Organizational Details

Policies

1. General Responsibilities

A.

This Standing Committee, as well as the Programs and Workshop
Committees, organizes, plans, directs, and supervises the provision of
educational opportunities to members of the Guild, consistent with Guild’s
stated purpose.

Subcommittees include the following: Beginning Weavers, Creative
Approach Mobile Education Loom (CAMEL), Grants and Scholarships,
Showcase, and Study Groups.

Existing Guild Policies and Operational Procedures for the receiving,
handling, counting and management of funds shall be always followed by
all Committee chairs and members. Additionally, Committee chairs and
others responsible for budgeted income and expenses shall follow existing
Guild POPs for budget development and adjustments. See Finances.

Il. Beginning Weavers Subcommittee

A.

B.

Consistent with the Guild’s Purpose, Beginning Weavers provides hands-

on instruction for members new to loom weaving.

Frequency of classes, duration of the class, scheduling of classes, and

class content are at the discretion of the instructor.

Beginning Weavers classes are supported by funding as follows:

1. Students are responsible for the cost of renting needed equipment
from the guild, for class materials, and for the cost of the
instructor’s time.

2. Guild is responsible for the cost of securing a venue, if a venue is
needed, subject to the existing budget for this purpose.
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D. Instructor is responsible for the following:
1. Scheduling classes and securing venues when needed.
2. Communicating with students.
3. Participating, with the Committee chair, in the budget process for
the Member Education Committee.
4. Following existing Policies and Operational Procedures when
handling money, requesting checks, or arranging for venues. See
Finances, Board of Directors documents.
5. Maintaining class records and evaluations.
CAMEL Subcommittee
A. Organized to acquaint members with different weave structures by

providing a portable warped loom and multiple lift plans, the project has
evolved over time and also participates in public outreach projects.

Grants and Scholarships Subcommittee

A. Grants and Scholarships (Hazel Pattison Memorial Grants)

1. Responsible for encouraging and processing applications for
Enrichment, Education, and Outreach Grants.

2. Receiving a grant is not dependent upon financial need.

3. Only those who have been members for at least one year are
eligible.

4. For the Enrichment Grant ($500-$1000), responsible for
administering the process, selecting the judge, preserving the
anonymity of the applicants and reporting results to the Board.

5. For the Educational and Outreach Grants ($50-$300 each for a
total of $600 per year), reviews the applications and submits them
to the Board for selection.

6. Aids in raising donations for the grant program, keeps membership

informed of grant availability and deadlines, and ensures that
current Grant information is posted on the website.

Showcase Subcommittee

A. Facilitates the Showcase activity at Guild membership meetings, where
members display and discuss items they have made.

B. Provides forms for members to describe articles on display.

C. Procures prizes and facilitates the year-end drawing of winning names for

annual prizes at the June picnic meeting.
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Study Groups Subcommittee

A. Study Groups are a subcommittee within the Member Education
Committee, the Chair of which will keep the Board informed as to current,
active study groups and assure they are formed and operate consistent
with the bylaws, policies, operational procedures and stated purpose of
the Guild.

B. A Study Group may be formed by any member who wishes to do so, by
simply announcing the intention to form the group and soliciting other
interested individuals to participate.

C. Group members need not be members of the Guild, although Guild
membership is encouraged.

D. Study Groups occur with no impact to the General Operating Budget of
the Guild but may self-fund group activities.

E. Study Groups may apply for scholarship monies, subject to scholarship
guidelines.
F. Group members will determine how often they will meet, the location, and

the scope of their exploration.

G. One individual within each Study Group has the responsibility to
disseminate meeting information within the group and within the guild.

1. The general purpose of the meetings and the responsible person
for the group should be noted in the Yearbook, the Newsletter, and
on the website.

2. Reminders about the group may occur at Membership Meetings
and/or in the Newsletter.
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Effective Date: 03/05/2023 Membershi p Committee

Purpose

The purpose of this document is to describe the functions of the Membership
Committee and how they will function to handle issues related to managing the
membership processes and preparing, publishing, and disseminating the Yearbook.

Authority/Relevant Documents

Bylaws

Policies and Operational Procedures: Finance, General Committee Details,
Membership, Organizational Details

Policies

1. General Overview

A. The Membership Committee is a Standing Committee with responsibility
for the following roles:

1.

Handling the membership and membership renewal process and
keeping records of Guild members in a form that permits
preparation of a list of names and addresses of all members, in
alphabetical order, while protecting the privacy of members’
personal information.

Updating the Membership Form as needed and publishing it to the
website.

Compiling, printing, and distributing the Yearbook to members and
advertisers yearly.

Existing Guild Policies and Operational Procedures for the
receiving, handling, counting and management of funds shall be
always followed by all Committee chairs and members.
Additionally, Committee chairs and others responsible for budgeted
income and expenses shall follow existing Guild POPs for budget
development and adjustments. See Finances.

Il Committee Specifics

A. Responsibilities include the following tasks:

1.
2.

3.

Keeping the records of membership.

Having member name tags in order and having them, attendance
signup sheets and guest book available at Membership meetings.
Greeting and introducing guests and new members to the Guild.
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4. Handling all details of new member applications, including passing
dues to the Treasurer and the name and contact information of new
members to Newsletter and Yearbook personnel following current
guidelines and confidentiality protection policies and operational

procedures.

5. Reporting the number in attendance at Guild meetings.

6. Assuring new members receive a current Yearbook and Resource
Guide.

Maintain membership information as required, assemble, and print the
Yearbook, a Guild resource, and distribute it to members and advertisers
in September of each year.

Page 31 of 50



Olympia Weavers Guild
Policies and Operational Procedures

Effective Date: 03/05/2023 Public Outreach Committee

Purpose

The purpose of this document is to describe the functions of the Public Outreach
Committee and how they will operate to fulfill the purpose of the Guild to share
members’ interests in weaving with members of the community by promoting
community education and participating in special events and services.

Authority/Relevant Documents

Bylaws
Policies and Operational Procedures: Finances, General Committee Information,
Organizational Details

Policies
1. General Overview

A. The Public Outreach Committee is a Standing Committee with
responsibility for organizing, planning, directing and supervising education
about weaving and other fiber activities to members of the community as
the need and opportunity arise.

B. Subcommittees may include but are not limited to the following activities
and are supported in the Guild budget: ANWG/HGA interface; fair events
(Sheep to Shawl, 4 X 4); charitable activities (such as the Harmony Hill
Project); library displays, community and school activities.

C. Existing Guild Policies and Operational Procedures for the receiving,
handling, counting and management of funds shall be always followed by
all Committee chairs and members. Additionally, Committee chairs and
others responsible for budgeted income and expenses shall follow existing
Guild POPs for budget development and adjustments. See Finances.

Il Subcommittee Specifics

A. ANWG/HGA Representative
1. Representing the Guild with both affiliated organizations, this
individual attends the annual meetings, being reimbursed for
mileage and other expenses not to exceed the current ANWG/HGA
Guild budget.
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2. Requests the formation of a Booth committee when necessary for
the purpose of planning and carrying out a booth for the ANWG
Conference.

3. Solicits the Guild to make a donation to the ANWG Conference
Committee to be used as a prize for an outstanding weaving in one
of the displays or special categories as approved by the Guild.

Fair Events

During the summer months, organizes Guild participation in local fair

events, most notably the Sheep to Shawl and 4 X 4 events at the Puyallup

Fair in September and the Thurston County Fair in August. Monies from

these events are deposited in the general fund.

Charitable Activities

While the Guild itself does not financially donate to charities and other

private organizations, organized charitable activities may be undertaken

by Guild members with the approval of the Board of Directors at the
request of the Public Outreach Committee Chair.

Library Displays, Community and School Activities

In support of the Guild’s Purpose, this subcommittee will respond to

requests and participate as resources and manpower allow.
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Effective Date: 03/05/2023 Resources Committee

Purpose

The purpose of this document is to describe the functions of the Resources committee
and how it will operate to manage the resources of the Guild in an appropriate manner,
maximizing resource availability to all members.

Authority/Relevant Documents

Articles of Incorporation, Article I
Policies and Operational Procedures: Finances, General Committee Information

Policies

1. General Responsibilities

A. This Committee oversees the storage and use of the Guild’s collection of
books, magazines, and weaving samples, historical documents and
photographs.

B. Subcommittees include the Library, Historian, and Digital Samples (an ad
hoc committee).

C. Existing Guild Policies and Operational Procedures for the receiving,

handling, counting and management of funds shall be always followed by
all Committee chairs and members. Additionally, Committee chairs and
others responsible for budgeted income and expenses shall follow existing
Guild POPs for budget development and adjustments. See Finances.

1. Subcommittees

A. Librarian
1. Supervise and oversee the storage and use of the Guild’s collection
of books, magazines and weaving samples.
2. It is recommended that the Librarian have an assistant, the

expectation being that individual will assume the duties of the
Librarian in the future.

3. The Librarian has the following duties:
a. Devising and using a circulation system to check books in
and out at each meeting or open library time.
b. Set and collect overdue and resource-replacement fines.
C. Compile and maintain an inventory and audit at the end of
each year.
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d. Handle new book purchases and magazine subscriptions
and renewals.

e. Purchase books in memory of deceased members using
money from the General Fund.

f. Acquisition, disposition and sale of donated books and
publications.

g. Assuring that books and samples are maintained and stored

in a manner that maximizes their expected life.
B. Historian

1. Documents relevant activities pertaining to Guild affairs and members
and maintains a scrapbook. These may be in the form of newspaper
articles, photos, etc.

2. The Historian encourages members to contribute to the scrapbook and
should bring it to Guild meetings at least once a year for viewing and
updating. Advance notice of viewing should be announced in the
newsletter.

C. Digital Samples

1. This group is charged with digitizing the Library’s collection of

weaving samples.
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Social Events Committee

The purpose of this document is to describe the functions of the Events committee and
how they will operate to assure that desired social events within the Guild occur in the
desired manner on a regular basis.

Policies

1. General Overview

A. The Events Committee is a Standing Committee with responsibility for
planning and directing social events that occur within the Guild on a

regular basis.

B. Subcommittees include, but are not limited to the following:

1. Holiday Party, an event occurring on the third Friday of December.

2. Guild Picnic, an event occurring on the third Friday of June.

3. Hospitality (formerly called Refreshments and Sunshine) occurring
regularly at all membership meetings and as needed throughout the
year.

a. Includes the sending of cards of condolence, get-well, or

congratulations to members as the occasion dictates.

b. Reports cards sent at meetings and requests information
from Guild members to facilitate the above.

C. Organizes the provision of refreshments by members for
membership meetings throughout the year, usually three
persons per meeting date.

d. Maintains and sets up tea and coffee makers and supplies,
including clean-up at membership meetings and Workshops.

e. Forwards names of hostesses each month to the Newsletter
Chair for publication.

C. Existing Guild Policies and Operational Procedures for the receiving,

handling, counting and management of funds shall be always followed by
all Committee chairs and members. Additionally, Committee chairs and
others responsible for budgeted income and expenses shall follow existing
Guild POPs for budget development and adjustments. See Finances.
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Effective Date: 03/05/2023 Membership

Purpose

The purpose of this document is to set forth the way in which persons become members
of the Guild, membership categories and how they are determined, and the privileges
and responsibilities of members within the organization. Defines a “member in good
standing”, speaks to how Honorary/Lifetime membership is conferred.

Authority/Relevant Documents

Articles of Incorporation: Article

Bylaws, Section 2.

Policies & Operational Procedures: Board of Directors, Finances, General
Committee Information, Properties, Workshops

Policy

. Membership Dues

A. Categories of membership and the amount of dues per category are
established by a vote of the Board of Directors.
B. Categories of membership and current dues for the fiscal year (July

through June) are as follows:

1. Individual membership: $40.00

2. Household membership (2 or more people who live in the same
house): $55.00

3. Scholarship membership (valid student ID required): $30.00

4. Hardship membership $30.00 following a private, confidential
conversation with the Membership Chair about relevant necessity.

5. New members joining between February first and the end of the
fiscal year (June 30) may deduct $15.00 from their annual
dues.

6. Honorary/Lifetime Members need not pay annual dues.

C. Members are asked to renew their membership by June 30" so their

information can be included in the Yearbook.

Il. Privileges and Responsibilities of Membership

A. Members are considered to be in “good standing” if dues are current, no
unpaid overdue library fines or fees are outstanding, and no equipment
rental fees or damage assessments are outstanding.
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Members in good standing shall be entitled to the following:

1. To participate in all guild activities subject to the Policies and

Operational Procedures for that activity, including contributing to

the newsletter and social media sites.

To check out library materials.

3. To rent Guild equipment, such as looms, rag cutters, drum carders,
etc. A list of available equipment is found in the Yearbook, under
“Properties”.

4. To first priority when registering for workshops. (See Workshop
Policy.)

5. To renewal of yearly membership. Renewal of membership is
contingent upon all fines and/or restitution for damages being paid
in full.

6. To sell fiber-related items such as equipment, yarn, hand knit,
woven, or crocheted products, books, or magazines at Guild
membership meetings or at the picnic. Member will set the prices
and will donate 10% of the total sales to the Guild treasury. The
Guild is not responsible for taxes, unsatisfied customers or any
other issues related to the sale of items.

7. To stand for election to the Board of Directors after one year’s
membership.

N

Honorary/Lifetime Membership

A.

C.

Members who have been recognized as rendering long and noteworthy
service to the Guild may be selected and approved to receive status as an
“Honorary/Lifetime member”.

Members in good standing may nominate an individual for recognition by
submitting a recommendation to the Board who will take action on the
nomination.

Members so honored will be noted in the Yearbook.

How to Join or Renew Membership

A.

B.

Prospective members are encouraged to attend up to three regular
meetings as guests of the Guild.

Membership Applications (see Appendix A) are available from the Guild
website or from the Membership Chair.

Completed Applications should be mailed to the individual listed on the
form with the membership fee, either in cash or personal check. Form and
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fee may also be delivered to the Membership Chair at a membership
meeting.

Individuals with questions regarding the membership process or privileges
are encouraged to contact the Membership Chair in person or via the
website.

Members who make donations to the Guild at the time they join or renew
are encouraged to designate how they want their donations used; for
Pattison grants, Standley awards, Erickson awards, or for the Guild’s
general expenses. If unspecified, donations will be deposited in the
General Fund and used for general expenses. (Choices are specified on
the Membership form.)
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Appendix A
Membership Form
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Effective Date: 03/05/2023 Organ izational Details

Purpose

The purpose of this document is to review the background of the Guild, describe it in
general terms, its affiliations, and publications and to speak to use of photographs and
members’ contact information.

Brief History Overview

The Olympia Weavers Guild first met in 1944 with nine members and has continued to
grow since then. The Guild gained IRS non-profit status, effective late 1992 and
incorporated as a Washington non-profit corporation that year as well.

In 2022, the Guild voted to change from a membership-managed organization to a
Director-managed organization.

Authority/Relevant Documents
Relevant documents are as follows:

Declaration of Non-Profit IRS status

Articles of Incorporation, Amendment, and Addendum

Policies and Operational Procedures: Finances, General Committee Information,
Individual committee documents

Policies
1. Purpose
A. The purpose of the Olympia Weavers Guild shall be to provide a safe and

welcoming forum where active weavers and fiber artists may share
information, knowledge, and techniques, and provide each other with
guidance, encouragement, inspiration, and Guild-financed grant support.

B. Guild members are encouraged to share their interests in weaving with
members of the community by promoting community education and
participating in special events and services.

C. Membership in the Guild is open to any individual interested in weaving
and related fiber arts.
D. Existing Guild Policies and Operational Procedures for the receiving,

handling, counting and management of funds shall be always followed by
all Committee chairs and members. Additionally, Committee chairs and
others responsible for budgeted income and expenses shall follow existing
Guild POPs for budget development and adjustments. See Finances.
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Affiliations

The Olympia Weavers Guild is affiliated with the Association of Northwest
Weavers’ Guilds (ANWG) and the Handweaver’'s Guild of America (HGA) and
pays dues annually to both organizations.

Publications The following are the Guild’s publications. For more detail, refer to
individual committee documents.

A.

Newsletter: The official publication shall be titled The Olympia Weavers
Guild Newsletter. It shall be published every month that the Guild meets
and members shall receive a copy.

Yearbook and Resource Guide: Published yearly in September, this
publication includes a list of Guild Directors and Officers, current
members, committee Chairs, programs and workshops for the current
year. Grant information, Show and Sale eligibility, Properties available for
rent, and sponsored advertising information are also included.

Website: Updated regularly, the Guild website
(www.olympiaweaversguild.org) provides the community and Guild
members with information regarding the Guild and Guild activities. See
Communications Committee document.

Bylaws, Policies and Operational Procedures are posted on the Guild
website. Copies are available in the library.

Responsibilities for publications are referenced in the relevant Committee
Document.

Confidentiality and Access

A.

Any individual with special needs is asked to contact the Membership
Chair or email via website information contact and efforts will be made to
accommodate them.

General photos or videorecording of Guild meetings is not permitted.
Anyone wanting to photograph specific artwork must have permission of
the artist.

Photographs may be taken at Guild meetings during Showcase and at
Guild sponsored events by the Historian. Members may express their wish
to not have their photographs taken or used by the Guild. See Procedure.
Member name, address, and contact information is published annually in
the Yearbook, which is distributed only to members and Yearbook
advertisers. Members may express their wish to exclude their address or
contact information from being published in the Yearbook. See Procedure.
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Books and records are made available to member request for inspection
and copying. Members may request to exclude their address or contact
information from these books and records. See Procedure.

Operational Procedures

. Member Photographs, Address and Contact Information Confidentiality

A.

On the Guild form used for new membership and for annual renewal of
membership, the following options are included so that members can
request confidentiality of their photographs or contact information:
1. Photographs:
“Photographs may be taken during Guild sponsored events. Please
choose one of the following:
__l agree that photos of me taken during guild events may be used
by the Guild.
____l'do not want my photo taken or used in any manner and agree
to wear a special name tag at all guild functions to let
photographers know | do not wish my photograph taken,”
2. Yearbook:
“Every year the Guild prints a yearbook, which is printed and mailed
to members and advertisers. The Yearbook includes addresses
and contact information. Please choose one of the following:
__l agree that the Guild may publish my contact information in the
yearbook.
__1 do not want the Guild to publish my contact information in the
yearbook.”
3. Inspection of Books and Records:
“Guild members may request to inspect and copy Guild books and
Records. Please choose one of the following:
__l agree that the Guild may include my contact information in
requests for books and records.
__| do not want the Guild to include my contact information in
requests for books and records.”
4. Special Needs Communication:
“If you have special needs and would like to request
accommodation, please contact the Membership Chair listed on
this form or contact us at info@olympiaweaversquild.org.”
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Appendix A
Membership Form
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Effective Date: 03/05/2023 Pro perties

Purpose

The purpose of this document is to set forth policies governing the management of
Guild owned property and the ways in which the property is to be received, managed,
and maintained.

Authority/Relevant Documents

Articles of Incorporation, Article
Policies & Operational Procedures: Finances, General Committee Information

Policies

. Acquisition of Iltems

A. With input from the Board and/or membership, the Chair and committee
are responsible for accepting donations and/or acquiring properties
suitable for use within the Guild, but not in infinite numbers, according to
the following criteria:

1. Item can be used for beginning weaver classes — e.g., table loom
and accessories; warping board; shuttles; hooks, etc.

2. Item can be used for experienced weaver workshops — e.g., multi-
shaft table looms; maraudai or inkle looms; card weaving tools.

3. Items can be used for weaving adjunctive activities — e.g., rag
cutters; carders.

4. Considered item requires acceptable level of work to make it
functional.

B. The Chair and committee are responsible for ensuring that equipment is

inspected, repaired, and maintained in reasonable working condition and
that an up-to-date inventory, including dollar value of items, is maintained.

1. Up-to-date records shall reflect the property usage and issues or
problems identified by the user.
2. Lost or damaged property will be replaced by the borrower, in an
amount equal to the cost of a suitable repair or replacement.
C. Existing Guild Policies and Operational Procedures for the receiving,

handling, counting and management of funds shall be always followed.
Additionally, those responsible for budgeted income and expenses shall
follow existing Guild POPs for budget development and adjustments. See
Finances document.
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Disposal of Iltems

A.

ltems donated and deemed not acceptable for Properties inventory (for
example: floor loom, requires unacceptable level of repair, not usable for
class/workshop) may be disposed of in the following manner:
1. Offer item to members for sale or donation.
a. If donation, member making donation must specify where
donation will go (general fund or grant fund). If not specified,
donation goes to the general fund.

b. If sold, advise Treasurer sales tax is due to be paid. This
may occur if it is a large item or sold on behalf of a
member/donor.
2. If not sold to members, item may be offered to other guilds or

advertised to the public at large.
a. For further details, refer to “Properties Job Duties” document or
Properties notebook.

Use of Property by Guild Members

A.

All usage of guild-owned equipment is subject to rental fees except for the
following:

1. Equipment used by a member for public demonstrations.

2. Equipment used by a Guild study group or as a traveling loom.
Rental fees are established by the Board of Directors. (See Operational
Procedures below for current rental fees.)

Use of Property by Non-Guild Members

Non-members from out of the area may be allowed to rent equipment if both
parties sign an agreement and a deposit ($100 or more) is required.

Other Items

A.

The Properties Committee is also responsible for the oversight and
storage of other items owned by the Guild, subject to available space.
Such items may include the following:

1. Historical Records
2. Show and Sale display props
3. Library materials
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Operational Procedures

Rental fees are as follows:

A.
B.

No fee for the use of raddles, stick shuttles, sleying hooks, or lease sticks.
Looms (4 and/or 8 shaft Woolhouse, Rasmussen, Mountain, Dorothy,
Bergman, and Louet) $25.00 for up to 60 days; $8/week thereafter.
Additional equipment (Mountain loom stand, supplemental warp beam;
Inkle looms; Marudai Stand; Drum Carder; Rag Cutter; Warping Board)
$10.00 for up to 60 days; $5.00/month thereafter.

Individual reed or temple $5.00 for up to 60 days; $2.00/month thereafter.
Fees are paid when items are checked out, any remainder is paid on
return.

Accepting Donations

When accepting donations, Committee Chair should issue receipts to donors for
tax purposes as appropriate.

Repair or Replacement of Damaged or Lost Property

A.

Review of the equipment both on leaving the facility and returning, as well
as input from the borrower, will document need for routine repair and
maintenance, which may be done by the Properties committee or Guild
volunteers.

Damage in excess of normal wear and tear should be discussed with the

borrower with the hope an agreement can be reached, repair affected, and

the Guild reimbursed for repair costs.

If the property is lost or damaged so badly that repair is not feasible, the

borrower shall reimburse the Guild for the cost of replacing the item.

If the Properties chair, making reasonable efforts, is unable to reach the

borrower in a reasonable amount of time and recovery of the item is not

deemed possible, the item will be deemed lost.

1. Chair will notify the Board.

2. If Board efforts do not yield results, the Board may direct
Membership to consider the individual a “member not in good
standing”, thus not allowed membership privileges until and unless
the issue is resolved.
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Effective Date: 03/05/2023 Show and Sale

Purpose

The purpose of this document is to detail the guidelines governing the Show and Sale
and the process by which the Show and Sale Committee will operate to ensure that the
event functions as desired.

The purpose of the Show and Sale is as follows:

1.

2.
3.

4.

To educate the public on the many aspects of the fiber arts and the guild
community.

To provide an environment for preserving and continuing these traditions.

To provide an opportunity for Guild artists to present quality handcrafted items for
sale to the local community.

To contribute to the Guild’s General Fund.

Authority/Relevant Documents

Policies

Articles of Incorporation
Policies & Operational Procedures: Finances, General Committee Information;
Operational Details

Acceptable Items

A.

OWG promotes all aspects of fiber arts and its members are involved in
many related activities. Handcrafted items accepted for the sale will
include one or more of these techniques: Woven, plaited, coiled, twined,
spun, knitted, crocheted, tatted, hooked, felted, braided, hand-dyed or
resist dyed, surface embellished or related historical/cultural fiber
techniques (e.g. Viking knitting, nalbinding, paper making).

These techniques will be shown, for example, in yarns, garments,
accessories for apparel, textiles, books, baskets, wall hangings, rugs,
other items for the home and fiber arts related equipment or materials.

Artist’s Eligibility Criteria

A.

B.

Entered items must be handmade by the guild member submitting them
for sale and meet the criteria stated above.

Artists will use the provided inventory sheets, with each item listed on an
individual line. Detailed instructions are provided before the Sale.
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Artists will tag their items with the provided tags. Individual tags may be
added to the item in addition to the guild tag. Prepared fibers sold by the
guild grower or dyer must be clearly labeled as such.

To be eligible to sell, one must be an active member in good standing of
the Olympia Weavers Guild by the most recent September meeting.
These policies will be reviewed annually by the Show and Sale committee,
approved by the Board, and published in the Yearbook.

1. Financial Detail

A.

Participants who volunteer to work any aspect of the show agree to
donate 18% of their sales to the guild. Non-working members donate 23%
of their sales. Members may choose to donate 100% of their sales.

The Show and Sale shall be self-funded, with any balance more than
expenses going to the Guild’'s General Fund.

Existing Guild Policies and Operational Procedures for the receiving,
handling, counting and management of funds and for budget development
and adjustments shall be followed. See Finances document.

Operational Procedures

. Summary of Areas of Responsibility

A.

The Show and Sale is a large event with a workload spread throughout
the Guild year. It is recommended that the Chair utilize co-chairs or job-
related sub-committee members to accomplish the tasks needed and to
distribute the workload with multiple members.

1. Areas of responsibility for the Committee Chair are as follows:

2. Reserve, and ensure contracting for the event space.

3. Determining date of sale.

4. Organizing all committee meetings.

5. Arranging for tables and other equipment, linens, advertising, staff
scheduling, printed flyers.

6. Ensuring the supply of tags and inventory sheets.

7. Procuring necessary tax papers.

8. Receiving Guild money for the cash box start-up.

9. Arranging overnight storage space and safekeeping for checks and

cash received.

10.  After the event they must deposit money, balance the financial
records, ensure payment of sales tax and disburse proceeds to the
sellers with a report.

Detailed procedures, specific timelines, suggestions, job assignments and

other significant information can be found in the committee notebook.
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Il. Determining the Eligibility of Items for Sale

A.

Participating artists are expected to determine that the items submitted for
the Show and Sale meet the guidelines listed in “Acceptable ltems” of this
document.

Questions regarding suitability may be submitted to Chair of the Show and
Sale Committee who will consult with members of the committee.

The Committee shall determine whether the items in question meet the
criteria and will convey the decision and the reasons for the decision to the
artist up to and including the time of the Show and Sale.
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