
Webmaster/Email Blasts 

The committee chair that assumes this position is responsible for the BTQG website and the email 

blasts. 

Webmaster 

According to the handbook, the “Webmaster shall make monthly updates to the website including but 

not limited to information about upcoming programs and workshops, photos of activities, and such 

information as needed to present the guild to the quilt world.”  Under policies it is stated that 

“Webmaster shall be responsible for maintaining current content of the website and updating said site 

as requested.  Webmaster shall provide timely online access to the monthly newsletter as available from 

the Newsletter Editor.” 

The webmaster needs to have knowledge of web editing to be able to maintain the website.  Currently 

the webmaster is using Dream Weaver to edit, update and create the pages that make up the BTQG 

website.  The guild owns a copy of this program. 

Each month, the webmaster uploads the newsletter in PDF format to the website.  Additional content 

that needs to be updated monthly includes the programs for the upcoming meetings and the minutes 

from the executive board meeting.  In July and August each year, the list of officers will need to be 

updated, the newsletters from the year moved to the archive area, the list of programs for the coming 

year updated and the new membership form published.  There is a link to a list of the books in the BTQG 

library, which should be updated when the Librarian requests.  Occasionally, the Historian will provide 

pictures taken at activities that can also be published.  The current webmaster has taken most of the 

pictures that are on the website. 

Backups of the web page content need to be done 2 or 3 times per year. 

A fairly fast internet connection is a big help in keeping the content of the website up to date.  Several 

years ago the DBRL quit offering web hosting, so we had to find another place for the website to live.  

We have a five year agreement with Go Daddy to provide web hosting.  We are currently in the third 

year of that agreement. 

Email Blasts 

BTQG Policy states that “Email blasts shall be quilt guild related only.”  The person assuming this 

responsibility will have to use their digression about what information to share with the guild.  My 

philosophy has been that if it is of interest to the membership, it is OK to send.  Everyone doesn’t always 

agree.  If you need a second opinion before sending an eBlast, ask a few Board members. 

There are two email lists that need to be maintained.  

One is for anyone that has an email address and indicates on their membership form that they want to 

receive eblasts.  This email list is used to provide additional information and reminders about upcoming 



programs and workshops.  These do not have to be just from our guild.  It is also used to share 

information about members when they are ill.  Sadly this extends to the death of a member. 

The second list is for members that want to receive their newsletter via email.  The Newsletter Editor 

sends the newsletter around the 3rd week of each month; the webmaster attaches this newsletter to a 

group email and sends it promptly to members on the list wishing to receive their newsletter by email.  

At this time, she should also post the newsletter on the guild website.  The information used to create 

the lists is provided by the Treasurer.  Since people join the guild throughout the year, you will need to 

update these two email lists periodically during the year when the treasurer emails updates to you 

containing new members or members wishing to change how they receive newsletters. 

Submitted by Willie Morris, 

Webmaster 2013-2014 


