The purpose of this notebook is to serve as a guide for the Chairperson of

Door Prizes

Although the role may seem obvious in some ways, documentation of the responsibilities will ensure consistency from year to year and promote a smooth flow of events during the meetings.

Please read the guidelines thoroughly and make note of any outdated statements for future edits.

DO NOT misplace this notebook.

Add your name to the bottom of the list on the “Previous Chairpersons” page.

Complete the end of year report page in October.

Turn this notebook in to the President no later than the October guild meeting.

Thank you for your participation in the guild!

Previous Chairpersons

For

Door Prize Committee

	2005-2006
	Pat Gramling
	

	2006-2007
	Jessica Duke
	

	2007-2008
	Karen Kunz
	

	2008-2009
	Gail Chase
	Barbara Ahlbrandt

	2009-2010
	Gail Chase
	Barbara Ahlbrandt

	2010-1011
	Lillian Anthamatten
	Jeannie Billings

	2011-2012
	Louie Tope
	Viola Bodrero

	2012-2013
	Emily Telfair
	Joan Simpson

	2013-2014
	Linda Brooks
	Pam Doffek

	2015
	Miriam Baldwin
	Kristine Kolb

	
	
	


Guidelines

The role of the Door Prize Chairperson is to coordinate the selection of door prize gifts, submission of names during the half hour before each guild meeting, and drawing of names during the Door Prize segment of the business meeting. This is a fun position and can be accomplished in a variety of ways that are only limited to the Chairperson’s imagination. The most recent method is outlined below.

Selection of gifts:

Gifts for door prizes can either be purchased or donated. The Door Prize chairperson has a budget of $500.00 for this purpose. Donated items should be current, clean and in a usable or presentable condition. Examples of door prizes include: fat quarters, notions, small quilt patterns, thread, quilt books, etc.

You should plan on having one-to-three regular door prizes and one grand prize to give away at each guild meeting.

A “Grand Prize” door prize is a more substantial gift and is usually a donation by a quilt store or a sit and stitch group. Examples are a quilt kit or a basket of fat quarters, thread and implements. No dollar value is assigned to the grand prize. At the beginning of your tenure as Chairperson, announce to the guild that you have a sign-up list for grand prize months that Sit & Stitch groups can choose from. Contact the quilt shops in the surrounding regionand ask if they would like to provide an item or items for the grand prize gift. Be prepared to offer examples of what they could donate. 

To Wrap or Not to Wrap:

You can choose to wrap the gifts in paper, conceal them in gift bags or just lay them on a table for members to select from. Both methods have been popular with guild members. 

Signing up for Door Prize:

You will need to establish a spot to sit at each guild meeting that is easily accessible to guild members. Generally, this has been along the Chairman’s tables that are in front of the kitchen wall. Be consistent with your location. Arrive to the meeting site no later than 6:15 to set up your area.  Sign up time is between 6:30 -7:00 p.m. At each meeting, have available, small pieces of paper or paper punch cutouts as desired, for each member to use to sign their name for a door prize drawing. Also, have several pens or pencils and a basket or small gift bag to collect the entered names. 

Rules for Door Prizes:

· Only guild members and signed-in guests may sign up for a door prize. 

· A guild member may only drop their name in the basket one time at each meeting.

Drawing the Winning Names:

During the business portion of the guild meeting, after 7:00 p.m., the President will announce that it is time for the door prize drawings. When this is announced, approach the podium with your basket or bag of names. Ask individuals sitting in the front of the room to draw a name for you and then you will read the winner’s name out loud. Repeat this process for the number of regular door prizes that you plan to give away. The last drawing will be for the Grand Prize. Be sure to announce who donated the grand prize gift for that month. 

Publicly Thanking Donators:

Following each guild meeting, submit a notice to the newsletter announcing a thank you to the store or sit & stitch group who donated the grand prize at the most recent guild meeting. Also mention the winner of the prize. For example:

“Thank you to the Pricked Fingers Sit & Stitch group for donating the beautiful grand prize gift basket at the June meeting that was won by Zelda Zipper.”

Newsletter submissions: Note that all submissions to the newsletter must be written exactly as they will be printed. Do not ask the newsletter editor to mention something about a certain topic. Newsletter deadlines are posted in every newsletter  (generally around the 25th of each month) and can be viewed at www.quilttallahassee.com.

Website Submissions

Website articles or dates are submitted to the website coordinator at webcoord@quilttallahassee.com  Like newsletter articles, these written exactly as they will be posted.  Website postings can be made at any time, but expect a delay in the submittal of your item until its actual appearance on the website.  
Guild Property:  

You will be provided with: 
The QU Door PrizeGuidelines notebook.

Frequently Asked Questions

1. Do I have to attend every guild meeting to be the Door Prize Chairperson?

Yes, your attendance is required at every meeting to fulfill this role. If you find that a meeting conflicts with your personal schedule, simply make arrangements for someone to fill in for you. Provide ample notice and detailed instructions to that individual. 

2. Do I have to attend the steering committee meetings?
You should plan on attending most of the steering committee meetings to support the governing body of the guild. The President may occasionally call a mandatory meeting for all steering committee members. In this situation, input and votes are needed from as many chairpersons as possible and your opinions would be greatly valued. 

3. What if a member donates an item or items for door prizes that are not useable?

You have the option of declining the item(s) or simply discarding them. 

4. What if I run out of money for door prizes?

It is important to keep an accurate list of expenditures and gauge your budget allowance to cover the twelve months that you will serve as chairperson. The previous chairperson may have leftover gifts that she will pass along to you. In October, complete the year-end report and note if you recommend any changes to the door prize budget. 

5. How do I get reimbursed for money spent on door prizes?

Follow the Reimbursement Guidelines page in this notebook and use the Reimbursement Expenditure Form.

End of Year Report



Committee_______________
Complete this report in the month of October

The information that you document will be helpful to future chairpersons to know what has been done, what was successful, etc. It will also help with possible decisions about revising the role and budgetary adjustments. Use additional paper if needed. File this report on top of the previous year end report. 

Describe the year and anything unique that you did in this role:

Did you perform this role by yourself or did you enlist support from others?___________

How many other people helped you? _____________________

Explain how you needed help:_____________________________________________

______________________________________________________________________

Budget allotted: __________________             Did you exceed your budget? ________ 

Where there unusual expenditures?_____         Explain:_________________________

Recommend increase in budget? _______        How much?______________________

What obstacles did you encounter?

Helpful Hints for future chairpersons:

Recommendations for change:

Your name ______________________________         Date ______________________
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