Publicity Committee

Committee Description

The Publicity committee works with all of the other committees and managers to publicize chapter events to both the Society membership and the technical communication community outside of our chapter.
Decide if the chapter will enter the STC Chapter Public Relations Competition. If so, follow the guidelines and enter before the designated deadline (usually in January or February).
Roles and Responsibilities

	Role
	Responsibilities

	Flyers Manager
	Specific Responsibilities
· Coordinate with the incoming President and Vice-president to create or update and print a chapter brochure. The brochure should be available for the September monthly chapter meeting. 
· As requested, provide copies of the chapter brochure to committee managers.
· Keep a copy of STC Guidelines for the Use of the Society Symbol and Logotype. The STC logo is available in camera-ready sheets from the STC office and in TIF format from the STC Internet site. Give to other committees as needed.
· Create flyers about upcoming meetings and events. Make sure they are set out at monthly chapter program meetings and other meetings.
· Obtain chapter members’ mailing labels and mail flyers out as requested.
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.

	Brochures/Postcards Manager
	Specific Responsibilities

· Create brochures or postcards for seminars, STKs, or other events sponsored by the chapter. Work with the event manager to gather all the necessary details. Send the brochure to the chapter manager for review. If possible, send the brochure to an editor within the chapter for editing.

· Obtain chapter members’ mailing labels and mail brochures or postcards as requested.

· Create a postcard that lists the programs meetings for the year; include the date and topic of each meeting, as well as the date of the awards banquet. Send the postcard to the programs committee for review. If possible, send the postcard to an editor within the chapter for editing.

· Keep a copy of STC Guidelines for the Use of the Society Symbol and Logotype. The STC logo is available in camera-ready sheets from the STC office and in TIF format from the STC Internet site. Give to other committees as needed.
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.

	Press Releases Manager
	Specific Responsibilities
· Create and maintain a list of local media contacts.

· Write press releases about chapter activities and send to local media.  Chapter activities include: chapter program meetings; Special interest group (SIG) meetings; Satellite group meetings; Share-the-Knowledge (STK) presentations; Chapter workshops, seminars, and training; Community service activities; Student committee presentations; Technical Art, Publications, and Online competition submission; Competition judging; Competition Awards banquet/reception; Judging of High School Science & Engineering Fair Writing Contest; $500 scholarship to the winner of the senior division of the High School Science & Engineering Fair Writing Contest; annual elections
· Mail press releases to local media at least one month (preferably two months) before the events.  Periodically, call media contacts and remind them of our activities. With each press release, list yourself as the media contact and include standard information about the chapter and STC.
· Attend monthly Admin Council meetings to stay informed, or read monthly committee update reports, Admin Council meeting agendas, and meeting minutes to stay informed.
· Develop a process or form for committee managers to use to submit information about chapter events. Write a newsletter article about the process or form.
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.

	External News Articles Manager
	Specific Responsibilities
· Create and maintain a list of local media contacts.

· Coordinate requests from local media for interviews or information about STC and technical communication with the President, Vice-president, and appropriate committee managers.

· Attend monthly Admin Council meetings to stay informed, or read monthly committee update reports, Admin Council meeting agendas, and meeting minutes to stay informed.
· Develop a process or form for members to use to request that articles be written about STC and technical communication. Write a newsletter article about this process.
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.

	Internal Articles Manager
	Specific Responsibilities
· Write a newsletter article about each activity, including monthly chapter meetings.
· Write an article for the Events page of the chapter’s web site for each activity. Either post the event or send an email to the webmaster to post the event. The article should include the topic, speaker, date, time, location, map, address, and RSVP information.

· Write a summary of the event and send it to the webmaster and have the information posted on the chapter’s home page. Include a link to the detailed information on the Events page.
· Attend monthly Admin Council meetings to stay informed, or read monthly committee update reports, Admin Council meeting agendas, and meeting minutes to stay informed.
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.

	Special Events Publicity Manager
	Specific Responsibilities
· Create and maintain a list of local media contacts.

· Coordinate requests from local media for interviews or information about the events with the President, Vice-president, and appropriate committee managers.

· Help other committees publicize their committee activities and special events.
· Attend monthly Admin Council meetings to stay informed, or read monthly committee update reports, Admin Council meeting agendas, and meeting minutes to stay informed.
· Write a newsletter article explaining the services offered by your committee. Include information about how to obtain your committee’s services.
· Keep a copy of STC Guidelines for the Use of the Society Symbol and Logotype. The STC logo is available in camera-ready sheets from the STC office and in TIF format from the STC Internet site. Give to other committees as needed.

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.

	Photographers
	Specific Responsibilities
· Take photographs at chapter functions including each monthly chapter meeting, SIG meetings, satellite meetings, STK presentations, seminars, workshops, the banquet, and other activities. 
· Download the pictures to a CD or other computer media and send to the webmaster or newsletter editor.

· Set up a system for storing all of the pictures and write up the process.
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

	Flyers Manager
	Resources Needed

· Committee Members

· Chapter stationery

· Access to word-processing or desktop publishing software, a computer, and printer

· Access to fax machine and/or email
· Chapter membership mailing labels
Meeting Availability

· First Board meetings during budget discussion and approval.

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

	Brochures/Postcards Manager
	Resources Needed

· Committee Members

· Access to word processing or desktop publishing software, a computer, and printer
· Access to fax machine and/or email

· Chapter membership mailing labels
Meeting Availability

· First Board meetings during budget discussion and approval.
· Board meetings whenever the agenda includes topics relating to your committee.

	Press Releases Manager
	Resources Needed
· Access to word processing software, a computer, and printer

· Access to fax machine and/or email

Meeting Availability
· First Admin Council meetings during budget discussion and approval

· Admin Council meetings whenever the agenda includes topics relating to your committee

	External News Articles Manager
	Resources Needed
· Committee members

· Access to word processing software, a computer, and printer

· Access to fax machine and/or email

Meeting Availability
· First Admin Council meetings during budget discussion and approval

· Admin Council meetings whenever the agenda includes topics relating to your committee

	Special Events Publicity Manager
	Resources Needed
· Committee members

· Access to word processing software, a computer, and printer

· Access to fax machine and/or email

Meeting Availability
· First Admin Council meetings during budget discussion and approval

· Admin Council meetings whenever the agenda includes topics relating to your committee

	Photographers
	Resources Needed
· Access to a digital camera

· Access to a computer and/or a CD burner and printer

· Access to email

Meeting Availability
· First Admin Council meetings during budget discussion and approval

· Admin Council meetings whenever the agenda includes topics relating to your committee


Deliverables by Role

	Role
	Deliverables
	Due Date
	Receiver

	Flyers Manager
	Preliminary budget
	August Board meeting
	Administrative Council

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

	
	Team status report
	Monthly Board meetings
	Administrative Council

	
	Event Flyers
	As needed
	Event Manager

	Brochures/Postcards Manager
	Preliminary budget
	August Board meeting
	Admin Council

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

	
	Team status report
	Monthly Board meetings
	Administrative Council

	
	Program Meeting Postcard
	Middle of August
	Chapter Members

	
	Chapter Brochure
	As needed
	Chapter Members and Nonmembers

	Press Releases Manager
	Meeting Press Releases
	Prior to monthly meeting
	Local Newspapers

	
	STK Press Releases
	As needed
	Local Newspapers

	
	Seminar Press Releases
	As needed
	Local Newspapers

	
	Elections Press Release
	May 1st
	Local Newspapers

	
	Preliminary budget
	August Admin Council meeting
	Administrative Council

	
	Final budget
	September Admin Council Meeting
	Treasurer, VP, President

	
	Team status report
	Monthly Admin Council Meeting
	Admin Council

	External News Articles Manager
	Preliminary budget
	August Admin Council Meeting
	Admin Council

	
	Final budget
	September Admin Council Meeting
	Treasurer, VP, President

	
	Team status report
	Monthly Admin Council Meeting
	Admin Council

	
	STC Newspaper Article
	Negotiable
	Local Newspapers

	Special Events Publicity Manager
	Special Event Press Releases
	As needed
	Local Newpapers

	
	Special Event Flyer
	As needed
	Chapter Members and Nonmembers

	
	Preliminary budget
	August Admin Council Meeting
	Admin Council

	
	Final budget
	September Admin Council Meeting
	Admin Council

	
	Team status report
	Monthly Admin Council Meeting
	Admin Council

	Photographers
	Meeting photographs
	Middle of month after meeting
	Webmaster, Newsletter Editor

	
	STK photographs
	Two weeks after STK
	Webmaster, Newsletter Editor

	
	Seminar photographs
	Two weeks after seminar
	Webmaster, Newsletter Editor

	
	Banquet photographs
	Two weeks after banquet
	Webmaster, Newsletter Editor

	
	Other event photographs
	Two weeks after event
	Webmaster, Newsletter Editor

	
	Preliminary budget
	August Admin Council Meeting
	Admin Council

	
	Final budget
	September Admin Council Meeting
	Admin Council

	
	Team status report
	Monthly Admin Council Meeting
	Admin Council


Receivables by Role

	Role
	Receivable
	Due Date
	Sender

	Flyers Manager
	Chapter Member mailing labels
	One month prior to mailing
	Directory Manager

	
	Event information
	Two months prior to event
	Event Manager

	Brochures/Postcards Manager
	Chapter Member mailing labels
	One month prior to mailing
	Directory Manager

	
	Meeting information
	Two months prior to mailing
	Programs Manager

	
	Chapter brochure updates
	Two months prior to distribution
	President, Admin Council

	Press Releases Manager
	Meeting information
	One month prior to meeting
	Programs Manager

	
	STK information
	One month prior to STK
	STK Manager

	
	Seminar information
	One month prior to seminar
	Seminar Manager

	
	Election Results
	Immediately following elections
	Tellers Committee

	Special Events Publicity Manager
	Event information
	One to two months prior to event
	Event Manager

	Photographers
	Event or meeting time
	Prior to meeting
	Programs Manager

	
	Photograph List
	Prior to event
	Event Manager, Programs Manager
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