
Tarheel Quilters Guild Standard Operating Procedures 

 

These Standard Operating Procedures (SOP) are intended to inform and be used in conjunction 

with the Tarheel Quilters Guild (TQG) Bylaws.  Should any SOP information unintentionally 

conflict with the Bylaws, the Bylaws will be used for clarification.  These SOPS are considered a 

dynamic document that is regularly updated by the TQG Board of Directors. 

Established in 1981, TQG is a non-profit organization [Tax Code 501(c)] with the objective of 

promoting and perpetuating the evolving art of quilting.  TQG serves the community primarily 

through providing quilts to the local Veteran’s Administration Hospital and the Neonatal 

Intensive Care Unit at Cape Fear Valley Health.  TQG also provides educational and enrichment 

activities to Guild members, and participates in local arts-related events. 

Membership 

Membership is open to anyone 16 years of age and older, and is not restricted to quilters.  

Guests and potential members are welcome at TQG meetings, and are asked to sign-in along 

with the members. 

1.​  Annual dues are $40 and payable in January.  Dues for anyone joining after the June 

meeting are $20 for the remainder of the calendar year.  Honorary lifetime membership 

is extended free of charge to members who are 80 or older. 

2.​ A guest may attend two (2) consecutive meetings before joining TQG. 

3.​ It is suggested that members wear nametags.  If new members are interested in a 

cross-stitch TQG nametag, a pattern is available with new member information.  

However, members may make a nametag in their own design/style. 

4.​ Members are strongly encouraged to make community service projects (see TQG 

Community Service Projects section in this document); however, participation in most 

activities are optional.  Participation could include Block of the Month, Secret Quilter,  

Challenges, Sew Days, Unfinished Objects (UFOs), Show and Tell, and TQG-sponsored 

workshops. 

5.​ TQG members are provided membership cards upon joining, as some Quilt Shops 

provide a discount for being a member of the Guild. 

6.​ New members are asked to complete a membership form including contact information 

needed for the TQG roster. 
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TQG Monthly Meetings 

The TQG meets on the third Sunday of the month, unless a holiday (e.g., Father’s Day, 

occasionally Easter) occurs on that date.  Typically, meetings on months with a third-Sunday 

conflict are moved to the fourth Sunday, subject to approval by the meeting venue.  Social time 

begins at 1:30; the meeting is 2 to 4 p.m.   

 

Newsletter 

Each member receives a monthly newsletter.  Newsletters are primarily distributed through 

email; if a member does not have email, they are asked to indicate this on their membership 

form, and may be asked to donate for postage.  Members who are 80 or older are exempt from 

any postage expense if the newsletter is received by mail.  

The newsletter typically includes meeting and Board meeting dates/times, information from 

Board members and committee chairs, special projects and other timely announcements.   

Merchants may choose to advertise in the newsletter and are charged advertisement fees as 

follows (first price is with Guild member discount/second price non-member) 

Full page (~10 inches x 7.5 inches) - $25/$30 

Half page (~5 inches x 7.5 inches) - $16/$20 

Quarter page (~3.5 inches x 5 inches) - $10/$15 

Business Card (~3.5 inches x 2 inches) - $5/$8 

Businesses may pay monthly or pay in advance for 11 months and receive the 12th month free. 

The Treasurer sends an invoice for advertising fees to the Guild advertising partners at the 

beginning of each calendar year. 

Members may advertise quilting-related items they are selling and/or their quilting/sewing 

related businesses free of charge using a maximum of 2 lines in the newsletter free of charge. 

Members who teach quilting classes may announce class schedules, time and place free of 

charge.   
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Workshops 

TQG’s goal is to have 3 workshops per year.  Workshops may include teachers for who travel and 

accommodations are required, regional teachers who don’t require an overnight stay, and TQG 

member-taught workshops. 

1.​  When overnight accommodations are required (typically nationally known teachers), 

workshop fees are $60 unless otherwise discussed with the Board and membership first. 

2.​ Regional teachers typically require mileage, but not overnight accommodations.  

Workshop fees are $50. 

3.​ TQG Member teachers are provided a $150 stipend if at least 10 members pay to 

participate.  Workshop fees are $30. 

4.​ Payment is due upon signing up for a workshop.  Additional fees such as the cost for kits, 

books, will be announced prior to sign up. 

5.​ Workshop fees are not refundable or transferrable except for illness, family/employment 

emergency (pending Workshop VP approval). 

6.​ Workshops are typically scheduled from 10am-4pm, unless otherwise noted.  The 

workshop venue will be open 30 minutes prior to the workshop to allow time to set up 

and be ready for instruction and sewing at 10am. 

7.​ At the end of the workshop, members are asked to tidy their area and assist (as able) 

with returning the venue to its original set-up. 

Quilt Shows (Please see separate Standard Operation Procedures for a guild-sponsored show) 
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Community Service Quilts [Baby and Veterans Administration (VA)] 

Donation of these quilts is the community service priority of TQG, but other community service 

projects as approved by the Board may occur. 

Four (4) quilt donations for the year are strongly encouraged. 

1.​  Baby quilt measurements were established by TQG members who are NICU nurses and 

quilters in consultation with the manager of the Cape Fear Valley Health (CFVH) NICU. 

a.​ Recommended size is 32 inches by 32 inches for placement on top of the isolettes.  

Quilts up between 32 inches x 32 inches and 36 inches x 36 inches will be accepted, 

however. 

b.​ Quilts may not be tied, but may be hand or machine quilted.  Quilting intervals 

should be no less than three (3) inches.  Panels are acceptable; whole cloth quilts 

(i.e., no piecing) are discouraged. All quilting stitches should be ¼ inch or smaller.  

Spray adhesives are flammable, and therefore should not be used on any hospital 

quilt. 

c.​ Please use good quality 100% cotton, or 80% cotton/20% polyester fabric.  Metallic, 

glittery or embellished quilts may not be used for the safety of the infant.  Bright, 

cheerful quilt tops, and darker backings are desirable as the darkness on the isolette 

simulates the mother’s womb. 

d.​ The Baby Quilt Chairperson coordinates delivery to the CFVH NICU. 

2.​ VA quilts are collected throughout the year and delivered to the VA in collaboration with 

Volunteer Services at the VA.  To ensure quilts are lap quilt size, but not so long to 

interfere with wheelchair spokes, quilts between 42 inches x 42 inches and 45 inches x 

45 inches are acceptable. 

a.​  Quilts are to be hand or machine quilted (but not tied) at intervals no greater than 

four (4) inches.  All quilting stitches should be ¼” or smaller.  Spray adhesives are 

flammable and therefore should not be used for hospital quilts. 

b.​ Please use good quality 100% cotton fabric, or 80% cotton/20% polyester fabric.  

Metallic, glittery or embellished fabric should be avoided for the hospital 

environment. 

3.​ Batting:  TQG provides high quality cotton batting to members to make the community 

service quilts, or members may choose to donate the same quality.  Batting must be at 

least 80% cotton.  We cannot accept quilts that contain more than 20% polyester 

batting. 

4.​ A Tarheel Quilters Guild label must be attached to the back of each quilt.  Please 

complete the label with your name and date and affix it to the bottom right corner of 

your quilt prior to providing it to the VA or Baby Quilt Chairperson. 
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Secret Quilter 

Participants in the Secret Quilter (SQ) program provide your secret quilter with a gift each 

month and at the end of the year (December) when the Secret Quilters are revealed.  In return, 

the SQ receives a gift each month.  Participation in this program requires that you complete the 

form providing information about your preferences, and you will receive the same for the 

person to whom you give gifts. 

1.​  The amount spent monthly should be a minimum of $20.  Handmade items are also   

acceptable and often appreciated. 

2.​ Gifts are brought to the Guild meeting.  Please check to see if your gift was received, and 

if not, take it home for another meeting.  If you do not receive a gift, please let the SQ 

Chairperson know. 

3.​ If you cannot attend the Guild meeting, it is your responsibility to make sure your gift is 

at the meeting.  

4.​ Please do not reveal your Secret Quilter. 

5.​ If you miss a month without notifying the SQ Chairperson, you may receive a form letter 

from the Board reminding you to bring an extra gift the following month.  If you miss 

two months without notice to the Secret Quilter Chairperson, the Board reserves the 

right to ask you to step aside for the remainder of the year so a replacement can be 

found. 

6.​ Suggestions for SQ items:  fabric, thread, needles, patterns, books/magazines, buttons, 

scissors, pincushions, Quilt Shop gift certificates, movie tickets, chocolate, candles, etc. 

 

Sunshine Committee 

Our Sunshine Chairperson ensures cards or small gifts are sent to Guild members who may be 

ill, have had a death in the family, or in need of encouragement.  Members are asked to inform 

the Sunshine Chairperson if they know of a fellow TQG member who may fit these categories. 

Small gifts (e.g. $25 gift card) may be provided to members who have been hospitalized and 

members who have lost immediate family members.  Birthday cards are provided to members 

at TQG meetings. 
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Scholarship Program Procedures 

TQG recognizes members who support the mission by making Community Quilts and giving 

back through guild activities.  Please see the Scholarship Form for further details about points 

awarded for different activities.  The Scholarship Form begins in December and continues 

through November of the following calendar year and is available on the TQG website.  

Scholarship Forms are submitted to the Scholarship Chair in November, and awards are 

presented at the December meeting.  Awards are determined by drawing a name from those 

who meet the requirements listed below. 

Scholarships: To be eligible for the drawing, the member must complete at least 4 community 

service quilts for the year, two of which must be baby quilts.  ALSO, the member must have at 

least forty-five (45) points for the year. 

There are a total of 7 awards:  3 scholarships (1-3) and 4 membership awards (4-7) 

1.​  The Scholarship for Higher Learning, a $400 stipend is awarded to a member to attend a 

quilt event intended to preserve, continue and advance their art of quilting such as a 

quilt class(es), quilt retreat, or a related activity.  Monies may not be used to purchase 

supplies, fabric or a sewing machine.  Receipts for attendance at a quilt related 

educational event must be submitted to the Treasurer for reimbursement.  Please note 

the scholarship is not transferrable and it should used by the end of the following 

calendar year after the stipend is awarded 

2.​ National or regional teacher scholarship sponsored by the Guild:  Free entry to a Guild 

workshop will be awarded to one (1) individual 

3.​ Workshop taught by a Guild member:  Free entry will be awarded to one (1) entry 

4.​ Free membership – One (1) free TQG membership for the following year is awarded to 

an individual who meets the criteria in the Scholarships paragraph above and wins the 

drawing. 

5.​ Busy Bee Award – One (1) free TQG membership for the following year is awarded to the 

individual who scored the most total points on the Scholarship Form. 

6.​ Baby Community Service Award – One (1) free TQG membership for the following year is 

awarded to the individual who donated the most baby quilts for the year. 

7.​ VA Community Service Award – One (1) free TQG membership for the following year is 

awarded to the individual who donated the most VA quilts for the year. 

(NOTE for Items 5-7) – The same member with the most points in more than one category may 

be named in each category. 
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Community Service Token of Appreciation – All members who met their community service 

commitment as outlined in the Scholarships section will be recognized with a token of 

appreciation approved by the Board. 

Kay Bryant Award 

The Board of Directors will select the recipient of the Kay Bryant Memorial Scholarship, a 

scholarship honoring our Guild founder, Mrs. Kay Bryant.  Potential recipients will be nominated 

in writing by a Guild member or members, and submitted to a member of the Board of 

Directors.  The winner receives a free membership for the following year.  All members in good 

standing are eligible, excluding elected officers (President, 1VP, 2VP, Secretary and Treasurer.  

The recipient should be a member who contributes in a noteworthy manner so that the Guild 

can be the best it can be.  Nominations will be solicited in October of each year, and the 

recipient will be announced in December of the same year. 

 

Quilt Challenges 

The Quilt Challenge Chairperson selects 2 to 3 challenges per year.  Challenges may or may not 

be part of community service projects.  The challenge quilts are voted on by the membership 

and three winners are given a small award for their efforts.  Categories for winning may vary 

based on the Challenge Chair’s preference. 

 

Communications Chairperson 

The Communication Chairperson contacts members or ensures that members are contacted 

who do not use email.  The primary intent of this position is to ensure time sensitive or other 

urgent communication is conveyed to those members when our typical means of 

communication (newsletter, Facebook, etc) may not be adequate.  It is the individual member’s 

responsibility to ensure his or her communication information is accurate and current, and that 

the Communication Chairperson is aware of any potential communication barriers. 

The Communications Chairperson also works with the Board and the membership to ensure 

pertinent information is posted at the meeting.  Information should be targeted towards 

welcoming new members, correspondence about quilting shows and workshops, quilting tips, 

and guild community project updates on greatest need for donations.  Please take a look at 

foam boards, easels, etc. prior to the meeting or during the break. 

 

 

TQG SOP Rev. 2025 - Page 7 
 



Social Media  

1.​  The Guild maintains a webpage https://www.tarheelquiltersguild.org which is used to 

share information about workshops, monthly newsletters, quilt shows or other quilting 

news. 

2.​ The TQG Public Facebook page is https://facebook.com/TarheelQuiltersGuild for quilt 

pictures and TQG announcements. 

TQG is evolving in its use of Social Media for community outreach, membership recruitment, 

announcements pertinent to the membership and Facebook followers, and provision of 

information about the TQG operations.  At this time, separating the Facebook pages to public 

and private information (the latter is members only), and ongoing alignment of the website with 

the latest standard operating procedures and contact information is planned. This will be 

revised if the Board approves the new Social Media Administrator job description ) 

 

Conduct 

All members are expected to treat one another with courtesy.  Understanding that differences 

occur, these differences should not impact TQG functioning.  Members and leaders are all 

volunteers, and suggestions are welcome by leadership, but courtesy in expression of 

suggestions, disagreements and/or frustrations to any member is required.  Members are 

certainly free to contact Board members with opinions at the appropriate time, but acceptance  

of Board decisions as permitted by by-laws and SOPs one may not agree with is part of Guild 

expectations. 

 Any member who threatens another member or guest verbally or physically (one occasion) as 

substantiated by the Board, or demonstrates a pattern of disruption in TQG meetings and/or 

Guild activities as substantiated by the Board is subject to revocation of TQG membership. 

 

TQG Quilt Shows 

The Standard Operating Procedures for TQG Quilt Shows is a separate document.  
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