
Monthly Committee Checklist 
 
All Months 
 
___ The chairperson is indicated with an asterisk by your name on our calendar and the 
chairperson is listed in our directory. 
 
___  The chairperson is responsible for coordinating all needed arrangements for your 
group’s month. 
 
___  Make arrangements to display your art work in our City Hall for your month. 
 
___  Light snacks for free paint Fridays. (just whatever have around the house, very low 
volume) 
 
___   Make sure the sign in book is out. 
 
___  Make sure the room is left clean and picked up. 
 
Non Guest Artist Months 
 
___  As a group decide if there will be any Friday activities. Example:  Someone in your 
group share a method or technique learned in a workshop they have attended. 
 
___  As soon as your group has your month planned, inform the Secretary so she can get 
it on the calendar. 
 
___  Contact the secretary with  

1. the dates of any shared Friday activities,  
2. the description of the activity and the materials needed by our members  
3. decide if the activity will last past lunch so members can be told to bring a 

sack lunch if desired   
4. Our secretary will then send out an email informing every one of your plans.  

 
___  For a shared Friday activity by one of our members in your group, you will be 
responsible for the set up of tables and making sure the tables are covered with our table 
cloths.   
 
___  Set up all the tables the night before any shared Friday activity so we can begin on 
time. 
 
___  Find out the total cost of materials purchased by your presenter. 
 
___  Divide the amount spent by the number of people attending.  
 
___  Let everyone know how much to put in the bowl. 
 
___  Set out a bowl to collect money for cost of  materials to presenter. 
 



Guest Artist Months 
 
___  Check your calendar or directory to see if your committee is suppose to be getting 
an artist for your month.  
 
___  Chairperson is responsible in contacting our Vice President to coordinate details 
such as who the guest artist will be, the date(s), the contract, area of focus, materials 
needed etc. 
 
___  As soon as possible let our Secretary and Treasurer know who the guest artist is and 
the dates so they can:    

1. let our members know about your plans 
2. slate the event on our calendar 
3. set dates for collecting money and cancelations deadlines 
4.  

___  Contact the treasurer to find out how many to expect for the workshop and the list of 
people attending. 
 
___  Divide the people attending up into groups for food lists.  
 
___  Contact people attending workshop of what they are to bring and when. 
 
___  Call City Hall @ 903.489.0091 to reserve the new room and to have the mirror set 
up if needed.   
 
___  Contact the Treasurer to pay the city $30 for the set up and take down of the mirror. 
 
___  Contact the Treasurer to get the number of participants and their names. 
 
___  Food list: 

1. divide the number of participants up for each day needed 
2. assign members food and date to bring 
3. contact members of their assignments 

 
___  Contact Vice President to see if  arrangements are needed for our guest artist to be 
picked up and taken back to the airport, housing etc. 
 
___  Set up all the tables (with table cloths and name tags) the night before the first day 
of the workshop in order for us to be ready to start on time that first day. 
 
___  Check the rooms and kitchen to make sure that everything is put away and left clean. 
 
 
**Note:  Any member of  your committee that can not participate during your month is 
responsible for finding a member to trade with them.  Inform our Secretary of any 
changes asap. 


