NMQA Corresponding Secretary – Job Description

	Primary Responsibilities
	Calendar of Activities
	Activity Detail

	Participates in:

1. All Board meetings

2. Membership meetings

3. Activities assigned by president
	Board: January, March, May, July, September, November, December

Budget: November/December
	Deliver all mail received to President and Committees.

	Pick up all NMQA mail from the P.O.

Distribute mail to Board and Committee as addressed

Information from other Guilds


	At least once a week, if possible, twice a week.

Monthly at Guild and Board Meetings
	Maintains accurate records of correspondence handled and stays within approved budget.

Contacts recipient of urgent mail and makes arrangement to deliver, as needed.

Pass on to the Quill editor for inclusion in the newsletter. 

	Prepay the yearly cost of the P.O. Box
	By end of December
	P. O. Box 37133 at Post Office on Prospect, south of Menaul NE

	Send all thank you letters and requests for donating quilts to charities 

Sends out notes acknowledging donations of materials to the Library

 
	When donations received 

As requested by Librarian
	

	Submits year-end report to President
	December
	Accomplishments, suggest budget needs for following year


2014

