	NMQA Sunshine Committee Chairperson

Appointed 



	Primary Responsibilities
	Calendar of Activities
	Activity Detail

	Sends out cards and well wishes throughout the year
	Throughout the year
	When a member is sick or recovering, send a card wishing member well
Can send out birthday cards and congratulations cards as needed

Can call or email member to express well wishes

	Request card/envelope donations
Purchase cards/envelopes and stamps


	As needed throughout the year
	You can ask the membership for donations of cards/envelopes or other sources such as gift shops
If you purchase cards/envelopes and stamps throughout the year you can request a reimbursement from the NMQA Treasurer or request stamps from the Treasurer

	Committee chair could participate in Budget planning meetings


	Budget: November/December


	Can participate in budget planning meeting to determine if there are budget needs for the coming year.

	Can submit bi-monthly quill articles to NMQA Quill Editor


	Must be submitted by date indicated by Quill Editor
	Special announcements, member news, request for cards/envelopes can be posted in the Bi-Monthly Quill

	Maintains up-to-date file of job descriptions
	February
	

	Submits year-end report to President
	December
	Accomplishments, hours, suggest budget needs for following year and make recommendations to changes in inventory.
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