Newsletter Committee

Committee Description

The Newsletter committee publishes the chapter’s newsletter.

Roles and Responsibilities

	Role
	Responsibilities

	Managing Editor
	Specific Responsibilities
· Publish the chapter’s newsletter each month, September through June. Schedule delivery of each issue to recipients at least one week before each chapter meeting.
· Consult the STC handbook Guidelines for the STC Newsletter Competition for ideas on types of articles. Decide by September if you will enter the Newsletter Competition. Other local competitions in which the newsletter is eligible are the International Association of Business Communicators (IABC) Bronze Quill and Public Relations Society of America (PRSA) Excalibur competitions.
· Schedule delivery of each issue to recipients at least one week before each chapter meeting.
· Decide by September if you will enter the Newsletter Competition.
· Include the following types of articles in the newsletter:
Feature article about monthly program topic
SIG articles
Employment information and salary surveys
Training opportunities, seminars, workshops
News and announcements from other committees
Chapter President’s and Director-Sponsor’s columns
Volunteer recognition
Chapter and Society awards won by chapter members
Scholarship and student internship information
Meeting information of local professional organizations
Reprints from other chapter and Society newsletters
How to obtain the membership directory and report changes
Letters to the editor
Advertisements
· Recruit chapter members to
Write or gather material
Edit articles and proofread the final draft
Arrange for the web display of the newsletter
· Using email, distribute announcements about newsletter availability to
Chapter members
Other chapter newsletter editors
STC international office, executive council, and director-sponsors
Local related professional organizations
Speakers at chapter meetings
Guests at chapter and SIG meetings
Advertisers
Other people interested in STC
General Responsibilities

· Acknowledge team for their work.

· Coach team on resolving issues

· Give the Volunteer Name Collector information about your committees’ volunteers for recognition, Society awards and nominations, and for future chapter officer candidates. If you can, assist in the write-up of recognition articles and award/nomination forms.

· Prepare a budget of expenses and income.

· Provide monthly activity updates to the Director.

· Serve team by eliminating barriers to productivity.

	Coordinating Editor
	Specific Responsibilities

· Move newsletter articles into and out of the various stages of production:
- receive articles from submitters
- send to copy editors
- receive edited articles back from copy editors
- return articles to submitters for updates
- receive second draft of articles from submitters
- send finished articles to the HTML layout editor
- receive laid out newsletter from layout editor
- send draft of newsletter to managing editor for approval and publishing

· Recruit chapter members to
Write or gather material
Edit articles and proofread the final draft
Arrange for the web display of the newsletter

· Work with the photographers to obtain photographs of chapter events for the newsletter. 

	Submissions Editor
	Specific Responsibilities
· Two weeks before each submission deadline, send email notices to submitters; follow up with submitters at regular intervals to make sure articles are on track and will be received on time
· Print information about each month’s program meeting.  Also publish information about upcoming SIG and satellite group meetings and print information about the next chapter program meeting.
· Recruit chapter members to
Write or gather material
Edit articles and proofread the final draft
Arrange for the web display of the newsletter

	HTML Layout Editor
	Specific Responsibilities
· Receive final copy of articles from coordinating editor

· Insert articles into newsletter template for publishing

	Copy Editors
	Specific Responsibilities

· Edit newsletter articles for appropriate content, spelling, grammar, and punctuation.

	Advertising Manager
	Specific Responsibilities

· Work with the Corporate Sponsors committee to obtain advertisements for the newsletter.

· Solicit advertisements for the newsletter from local and national companies with interests in technical communication.

· Negotiate pricing for advertising space.

· Receive advertising copy from vendors.

· Receive payment from advertisers.

· Submit payments received to chapter treasurer.

General Responsibilities

· Acknowledge team for their work.

· Coach team on resolving issues

· Give the Volunteer Name Collector information about your committees’ volunteers for recognition, Society awards and nominations, and for future chapter officer candidates. If you can, assist in the write-up of recognition articles and award/nomination forms.

· Prepare a budget of expenses and income.

· Provide monthly activity updates to the Director.

· Serve team by eliminating barriers to productivity.


Resources Needed and Meeting Availability by Role

	Role
	Resources Needed and Meeting Availability

	Managing Editor
	Resources Needed
· Committee members: coordinating editor, submissions editor, HTML layout editor, copy editors, advertising manager, article authors

· Copy of STC Guidelines for the STC Newsletter Competition.
Meeting Availability

· Newsletter committee meetings as necessary

· As many regular program meetings as possible

· First Board meetings during budget discussion and approval; half of all Board meetings thereafter, to learn about future chapter activities

· Board meetings whenever the agenda includes topics relating to your committee.

	Coordinating Editor
	Resources Needed

· Access to a computer, the Internet, and email

Meeting Availability
· Newsletter committee meetings as necessary

	Submissions Editor
	Resources Needed
· Writers to submit articles to the newsletter
· Access to a computer, the Internet, and email

Meeting Availability
· Newsletter committee meetings as necessary

	HTML Layout Editor
	Resources Needed
· Access to web publishing software, a computer, the Internet, and email
Meeting Availability
· Newsletter committee meetings as necessary

	Copy Editor
	Resources Needed

· Access to web publishing software, a computer, the Internet, and email

· Access to The STC Houston Style Guide

Meeting Availability

· Newsletter committee meetings as necessary

	Advertising Manager
	Resources Needed

· Access to the company names and contact people of current advertisers

· Access to chapter guidelines for newsletter ads

· Ability to maintain accurate records of the companies that request ads, a copy of each ad, and a record of each payment

· Ability to forward payments to the Treasurer as soon as you receive them

· Chapter stationery

Meeting Availability

· Newsletter committee meetings as necessary 

· As many regular program meetings as possible

· First Board meetings during budget discussion and approval

· Board meetings whenever the agenda includes topics relating to your committee

· Meetings with potential advertisers, as necessary


Deliverables by Role

	Role
	Deliverables
	Due Date
	Receiver

	Managing Editor
	Preliminary budget
	July Board meeting
	Administrative Council

	
	Final budget
	Aug Board meeting
	Treasurer, V-P, President

	
	Team status report
	Monthly Board meetings
	Administrative Council

	
	Editorial Schedule
	TBD
	Newsletter Committee, Admin Council

	
	Newsletter final copy
	Two weeks prior to monthly meeting
	Chapter

	Coordinating Editor
	Articles to copy editors
	TBD
	Copy Editor

	
	Articles to authors
	TBD
	Author

	
	Articles to HTML layout editor
	TBD
	HTML Layout Editor

	
	Newsletter to Managing Editor
	TBD
	Managing Editor

	Submissions Editor
	???
	TBD
	???

	HTML Layout Editor
	Newsletter draft
	TBD
	Coordinating Editor

	
	Newsletter final copy
	TBD
	Coordinating Editor

	Copy Editors
	Edited articles
	One week prior to publication
	Coordinating Editor

	
	Team status report
	Monthly Board meetings
	Administrative Council

	Advertising Manager
	Advertising contract
	As needed
	Advertiser

	
	Advertising copy
	TBD
	Coordinating Editor

	
	Preliminary Budget
	July Board meeting
	Admin Council

	
	Final Budget
	Aug Board meeting
	Treasurer, V-P, President

	
	Team status report
	Monthly Board meetings
	Administrative Council


Receivables by Role

	Role
	Receivable
	Due Date
	Sender

	Managing Editor
	Newsletter draft
	TBD
	Coordinating Editor

	
	Newsletter final copy
	TBD
	Coordinating Editor

	Coordinating Editor
	Editorial Schedule
	TBD
	Managing Editor

	
	Newsletter articles
	TBD
	Article authors

	
	Advertising copy
	TBD
	Advertising Manager

	
	Edited articles
	TBD
	Copy Editors

	Submissions Editor
	Editorial schedule
	TBD
	Managing Editor

	HTML Layout Editor
	Editorial schedule
	TBD
	Managing Editor

	
	Newsletter articles
	TBD
	Coordinating Editor

	
	Advertising copy
	TBD
	Coordinating Editor

	Copy Editors
	Editorial schedule
	TBD
	Managing Editor

	
	Newsletter articles
	TBD
	Coordinating Editor

	Advertising Manager
	Editorial Schedule
	TBD
	Managing Editor

	
	Advertising copy
	???
	Advertisers

	
	Advertising payment
	Accompany ad
	Advertisers
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