
Pinecrest Women’s Golf Association 
Directory Chair 

Duties and Responsibilities 
2012 

 
The Directory chair is responsible for creating and distributing printed copies of the PWGA Directory 
each year to the members. 
 
The following duties apply: 
 Each year the chair shall update the directory which is in a Microsoft Word file with 

a The new PWGA officers and Chair 
b   Changes to by-laws 
c  changes to Competition, Course, and Local/Winter Rules 
d   changes to tournaments and awards information 
e list of paid members for the year 
f tournament schedule (dates) for the year. 

   
The list of member information shall include name, address, phone number, and email 
address, if applicable, in alphabetical order by last name. 

 Chair shall make printed copy of the directory before going to the printer (eg Kinkos/FedEx 
office) so that the Printer has a sample to follow 

 Chair shall save a copy of the final directory file for the year on her PC’s hard disk and save 
additional backup file on CD. 

 Chair shall take the sample print3ed copy, copy of the file on CD and cover page with PWGA 
logo file to the Printer before the distribution date and have it printed.  The number of copies 
printed should be equal to the number of paid members for the year plus 10 extra copies for 
any new members that join after distribution date. (ask Membership chair for number of new 
members joining at March meeting to determine number of extra copies to print) 

 Distribute the directories on the distribution date determined by the Board.  This can be after 
the March meeting to enable inclusion of all new and current members who pay their dues at 
this meeting. 

 After distribution, store any directories that haven’t been picked up in the PWGA computer 
cabinet at Pinecrest Golf Course along with extra directories for new members who may join 
later and will notify members y email, using the PWGA group email address, that anyone who 
didn’t pick up their directory can get it from the computer cabinet. 

 After distribution, she shall notify any new members that they can get their directory in the 
PWGA computer cabinet. 

 
Printing guidelines 

1. Leave the back sheet on the cover page blank so the Printer doesn’t have to copy the backside 
(this reduces the total number of copies printed) 

2. Use regular, instead of higher grade paper for the booklet pages to save money 
3. If the cost of printing the directory becomes too expensive, you could use regular paper for both 

cover page and inside pages since the manual intervention would be much less. (However, 
members tend to like the cover page a different color on a higher grade of paper) 

 
 
 



 
 


