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oo ARTISAN COMMITTEES

MEMBERSHIP [6]
Responsible for soliciting and onboarding new members, maintaining membership
data, and dues status.

CHAIRS:

Rosen/Steele/Elsea

Enlist members into the Artisans Association.

Collect and document membership associated data including dues, fees description of art.
Maintain a master membership database of Artisans.

Assist with update and distribution of membership related forms.

Assist in planning social/orientation events for members

Develop and review procedures for a step-by-step process for onboarding new members,
from application to Gallery and Retail-only training.

Coordinate with other Committees to facilitate SKU, SQUARE POS, and Gallery
orientation/training for new members.

Assign SKU Coaches and Mentors as needed.

Distribute up-to-date membership data to the Gallery and Committees on a regular basis.

ARTISTIC INTEGRITY [13]
Responsible for maintaining established artistic integrity standards.

CHAIRS:

Young/Walters

Conduct jurying for all items submitted for sale.

Ensure that the items in the Gallery and at retail events meet quality standards.

Develop and review policies and procedures and jurying standards.

Initiate a review process for items in the gallery and at retail events including comparison
to other gallery items.

RETAIL [21]
Responsible for planning and operating periodic Artisan sales events outside of the

Gallery.
CHAIRS:

Mackerer/Thornton

Plan and organize non-Gallery sales events for all Artisans (Spring/Summer Festivals and
Holiday Boutique), solicit artists and assign shifts/jobs of those participating.

Manage storage collaboratively with Gallery directors.

Ensure all participants are active Artisans in good standing and have submitted paid
membership dues for the current calendar year.

Develop and review Policies and Procedures.

Organize change-out of Community Center artwork as scheduled.

Explore new/alternative venues for Artisan sales events.
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GALLERY [25]
Responsible for operation and maintenance of the Gallery

CHAIRS:

Scaccianoce/Paisley

Develop and maintain Gallery operating policies and procedures.

Manage 2D Hanging Team for displaying_2D artwork in the Gallery; manage the scheduled
change-out.

Manage 3D Distribution Team which is responsible for placement of 3D items in the Gallery;

manage a periodic “refresh” process to maintain fresh and balanced displays.
Coordinate and conduct Gallery training for new members

Coordinate First Friday events: set calendar, buy supplies, contact musicians, etc.
Coordinate Art-On-The-Porch: set up and take down.

Coordinate Featured Artists: set up and take down.

Coordinate update of Gallery decor.

Review Gallery hours and manpower needs periodically.

Coordinate with the Scheduling Manager to ensure needs are met.

Distribute sales analysis to members on a periodic basis

Organize and manage Gallery clean-up, repairs, upkeep.

PUBLICITY / COMMUNICATION [10]

Responsible for promoting the Artisans in the community through brand development,
marketing, advertising and social media, and for maintaining communication between
the Steering Committee and Artisans.

CHAIRS:

Peyton/Dorsey

Send communications and announcements to members.

Send announcements of Artisan and SUFA events to the community.

Set up and implement advertising campaigns (with Budget) for the Gallery and retail
events.

Update signage for the events and strategically place signs.

Advertise in local media such as STJ, SPT and Brunswick County magazines / websites /
newspapers, etc.

Maintain the Association’s Website and Facebook pages.

Develop and review policies and procedures.

Support marketing efforts as needed.

Work with the Chamber of Commerce.

Serve as interface to Southport Art Gallery Guild.
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FINANCE [8]
Responsible for managing the finances of the Artisans Association

CHAIRS:

Bruce/Eldridge

Become proficient in Square POS Technology and work with cashiers to resolve problems.
Balance QuickBooks to Square daily.

Provide for Gallery cash needs; provide change for cash drawer, deposit
cash daily, confirm settlement sheets.

Pay monthly bills as needed.

Track credit card transactions in QuickBooks.

Calculate and pay Monthly Sales Use Tax and Quarterly Estimated
Calculate and generate monthly Artisan checks for gallery and retail; place checks and
signature page in gallery.

Notify Artisans of their Monthly personal sales.

Track and prepare monthly budget and sales reports and present to the
steering committee.

Prepare and send weekly and monthly reports.

Upload inventory requests in Square, generate barcodes for Artisans,
place in gallery.

Create a backup report of Square Inventory of all Artisans inventory
monthly.

For sales events ensure adequate cash, set up registers and cash boxes.
Provide SKU training as required.

Develop and review policies, procedures and forms.

MARKETING (Special) [6]
Responsible for developing and executing plans and actions to enhance the image and

viability of the Artisans Association
CHAIR: Ceresi

Investigate who our customers are and find ways to collect data from people who come into
the gallery or retail event for marketing opportunities.

Develop ideas to bring customers into the gallery or retail events.

Create a program designed to teach artists working in the gallery to approach and talk to
customers.

Collect, analyze, and present data, findings, and provide recommendations to continue
improving sales.



May 2026

SUFA (Standing Up For Arts) [10]
Support education and outreach efforts to enhance appreciation of the arts in the

community.
CHAIR: T. Middleton

Fundraising
e Plan, implement, and administer events to meet annual fundraising goals. Present list to
SC for approval.

e Manage Holiday Boutique Raffle (or other fundraising projects). .

Educational Workshops

e Set up and coordinate educational opportunities for the community which includes bringing
in outside instructors several times a year and managing finances for workshops within
budgetary guidelines.

e Work with the communications committee to advertise the classes.

e Bring in an outside instructor several times a year.

e Manage finances for workshops to include refreshments, salaries, materials, etc. ensuring
that all workshops profit SUFA (or break even).

Donations/Giving
Scholarships
¢ Assist with budget recommendations to the Steering Committee.
e Send updated applications to key education leaders such as guidance counselors,
teachers, and directors of fine arts.
e Coordinate with the Communication Committee to post applications to the website.
¢ Review all applications and recommend applicants to the Steering Committee for
approval.
¢ Award students and send check to colleges.
e Celebrate awardees.
Grant Giving
e Assist with budget recommendations to the Steering Committee.
e Send letters and applications to art teachers and attend beginning of school Teacher
Professional Development Day to advertise.
¢ Review applications and recommend applicants to the Steering Committee.
e Send award checks to teachers.
e Maintain and publish photos of projects.
¢ Attend the Professional Development Day meeting for teachers (August).
Financial Reports
e PayPal Account - Donations / Registrations

[Numbers] are number of Members Needed



