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The Woolwrights Rug Hooking Guild 
Chapter 110 

 
 

Chapter Handbook 
 
 
 

Organization - ATHA and regions 
 
In the United States and Canada ATHA is divided into fourteen 
(14) regions. A fifteenth Region includes Great Britain and the rest 
of the world. There is also a Representative in Japan. Regions 
are determined as membership grows. The Regions are headed 
by elected Regional Representatives who, with the governing 
Board, are installed at the Biennial Meeting. 
    
The ATHA Regional Coordinator is the officer who communicates 
with the Regional Reps and with the Chapter presidents. The 
Woolwrights Chapter is organized within Region 2.  In an effort to 
make the affiliation with ATHA as easy as possible, there are only 
a few things asked of a chapter. One requirement is to submit the 
Chapter Update Form accompanied by a complete membership 
list each year by March 1st. The second is to submit the Officer 
Change Form as soon as an election is held in order to update 
the website. The third requirement is to complete the IRS Filing 
Form 990-N E filing by March 15. All three forms should be sent 
as soon as possible to Regional Representative, Regional 
Coordinator and ATHA’s Treasurer. 
 
What Chapters Need to Know 
 
REGIONAL REPRESENTATIVE—This ATHA elected officer acts 
as the liaison between the Regional Coordinator and the Chapters 
and members within the Region.  
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MEMBERSHIP IN CHAPTERS—All members in a chapter must 
belong to national ATHA and must be members in good standing. 
 
MEMBERSHIP FOR OFFICERS—All officers of a chapter MUST 
be members in good standing of ATHA. 
 
MAGAZINE ARTICLES—Please encourage your members to 
contribute their photos, free patterns and articles to the magazine. 
ATHA’s goal is not only to promote interest in rug hooking, but to 
maintain standards and encourage creativity, provide a forum for 
exchange of ideas and information and to promote education. 
Articles on design, color planning, dyeing techniques, finishing, 
etc, support and encourage our members as they plan their next 
project. 
 
CHAPTER UPDATE FORM—This form is due from each chapter 
by March 1st each year. The one page form requests officer 
information, meeting and event info, election frequency and date, 
etc. One function of this form is to record your meeting dates so 
there is insurance coverage for your members. Send this form by 
mail or email to Regional Coordinator, Regional Representative 
and ATHA Treasurer. 
 
OFFICER REPORT FORM—When an election is held by your 
chapter the officer report form must be sent promptly to your 
Regional Coordinator, your Regional Representative and ATHA 
Treasurer. The website and directory can be updated with the 
new information in a timely manner. Request forms from Regional 
Coordinator or Regional Representative. 
 
ELECTIONS—It is requested that chapters hold elections in the 
spring of the year with installation of new officers in May or June. 
This unification of election times aids the Regional Coordinator in 
effectively managing the constantly changing list of presidents. 
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INSURANCE—ATHA provides liability insurance to its 
membership when attending a regularly scheduled chapter 
meeting. If a chapter holds a special event a Certificate of 
Insurance must be requested at least one week before the event 
from the Insurance Liaison who is listed on website and in each 
issue of ATHA magazine. Information required includes date, 
location and description of event. Certificate will be issued to the 
chapter. 
 
TAX EXEMPT STATUS—ATHA has enjoyed tax exempt status 
with IRS since 1981. We are a 501(c) 3 entity which is the IRS 
Regulation which describes our activities as an educational 
organization. 
 
In 2003 ATHA applied for a Group Exemption Number (GEN) 
which would make it as effortless as possible for Regions and 
chapters to apply under ATHA’s umbrellas for the desired status. 
Each chapter must apply for their own EIN number and file each 
year. Request more information from the Regional Coordinator or 
Regional Representative. 
 
MENTORING PROGRAM—A program is being developed 
whereby ATHA works to help individuals receive training and/or 
support from ATHA volunteers. The Education Chair is the person 
to contact with questions or suggestions. 
 
MAGAZINE ADVERTISING—Each Region and chapter is allowed 
a 1/6 b/w page ad of free advertising annually in the ATHA 
magazine. Ad can be used to promote and exhibit, workshop or 
other special event. 
 
SPONSORING A BIENNIAL MEETING—A Region and its 
chapters or a neighboring Region may apply to host a Biennial 
Meeting. A Handbook is available for those interested. ATHA’s 
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vice-president acts as liaison for the event. Profits realized are 
shared by chapters participating. 
 
 
Woolwrights Executive Board Roles and Committee Chair 
Responsibilities 
 

• President 
 

• The President shall preside at all meetings of the Guild 
Chapter and also the Executive Board. 

• An agenda is to be sent to attendees prior to each Board 
meeting 

• The President will complete and submit each Liability 
Certificate as previously described.  

• In addition, the President will complete and send the 
current ATHA Chapter Update, (currently before March 1) 
Membership List; and the Notice of Change of Guild 
Officers  

• Approves Membership and Communications Chairs. 
 

• Vice President  
 

• The Vice President will run the Board or Guild meetings in 
the absence of the President 

• The Vice President will act as a Program Committee Chair 
recruiting members to assist with the following: 

• Workshops and Classes 

• All special events and programs including the Yard 
Sale, Christmas Party, and Summer Picnic, Hook-in 
etc. 

 

• Secretary 
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• The Secretary shall keep minutes of the Board Meetings 
and of the Guild Meetings. 

• Minutes are to be recorded and sent to the President for 
approval/accuracy not more than two (2) weeks after 
meeting occurs. After approval, the minutes shall be 
forwarded to Guild members for their review before the 
next meeting. 

• The Secretary will keep official copies of the Woolwrights 
Guild Constitution, By-Laws and Constitution. 

• The Secretary will be responsible for outgoing and 
incoming correspondence, including greeting cards. 

• The Secretary will take attendance at Guild meetings, 
noting any visitors, and collect and record donations in the 
minutes. 

 

• Treasurer 
 

• The Treasurer will collect, track, deposit and report on all 
monies received.  

• A report of all transactions, deposits, withdrawals, and 
account balances will be submitted to the Executive 
Board. The balance will be reported at monthly Guild 
meetings. 

• The Treasurer will give reimbursements for approved 
expenditures and will also be authorized to purchase 
approved items. 

• Each year the Treasurer will submit an approved form 
990N. 

• Each year the Treasurer oversees the filing of taxes. 
 

• Communications Chair 
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• The Communications Chair will be included in Executive 
Board meetings as an ex-officio member. 

• The Communications Chair will oversee all 
communications pertaining to the Guild,  including: 

• management and maintenance of the Woolwrights 
website.  

• maintenance of postings on the Guild’s FaceBook page 

• Send reminder notices for meetings 

• Sending informational emails for scheduled classes, 
programs or events. 

• Any correspondence that is to be communicated to Guild 
members.     

 

• Membership Chair  
 

• The Membership Chair will be included in Executive Board 
meetings as an ex-officio member. 

• The Membership Chair will maintain a current list of 
members which will include their ATHA Membership 
month and year and the date when the member joined 
Woolwrights. 

• A current list of members will be distributed to the Board 
members on a quarterly basis and the Guild members in 
October. The Membership Chair will forward the list to the 
Communication Chair for electronic distribution to the 
members 

• The Membership Chair will collect and record member 
dues and deposit the monies, reporting the deposit 
amounts to the Treasurer. 

 

• Education Chair 
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• The Education Chair will be included in Executive Board 
meetings as an e-officio member. 

• The Education Chair will design classes for new Hookers, 
promote the classes, determine class hooking needs and 
costs to be charged for the class.  

• The Education Chair will request Woolwrights member 
volunteers needed for each class. 

• The Education Chair will collect and report income and 
expenses to the Board and Treasurer. 

  
     
 
 
Insurance 
 

• An ‘Insurance Certificate of Liability’ must be obtained as 
follows: 

• One that covers all General meetings 

• One for each class or event held by the Guild 

• Requests for Certificates of Liability are made by 
contacting the ATHA Insurance Representative 

• When the Certificate is received from ATHA, the President 
will forward a copy to the Secretary to keep in the files. 

• Visitors to Guild meetings may attend two (2) meetings. 
After that they must join ATHA and Woolwrights if they 
want to continue to attend, so they are covered by 
insurance. 

 
 
Woolwrights Membership and Dues 
 

• Per the ATHA by-laws, individuals from anywhere, nationally 
and internationally, can be a member of the Guild. 
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• The deadline for paying dues is September 30 of each year. 

• Dues for new members joining after July, 1 will be credited of 
the    following year as well. 

• A late fee of $5.00 will be charged after September 30. 
 
 
Dissolution of Chapter 
 
When a Chapter and its members decide it is time to dissolve, 
there are certain steps to take: 
 

• Either at a regularly scheduled Chapter meeting or a Special 
Meeting in which all members have ample notification time, 
there must be a majority vote of the members present to 
dissolve the chapter. 

• The secretary of the Chapter or one appointed for the meeting 
must have each member sign in.  

• The sign in sheet along with the official minutes from the 
meeting must be submitted to the Regional Coordinator and the 
ATHA Treasurer in a timely manner. It is suggested at this 
meeting to decide how the remaining funds in the Chapter’s 
Treasury will be disbursed and have it recorded as well. Some 
choose non-profit organization while some donate to ATHA 
treasury. 

• The Chapter’s final bank statement is to be submitted to the 
Regional Coordinator and the ATHA Treasurer indicating the 
remaining funds and the checks for the approved disbursement 
to National ATHA or another 501 (3) C nonprofit organization of 
the Chapter’s choice. 
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