STC Phoenix Chapter
Position Descriptions
For the Board of Directors

Purpose of the Position Descriptions

This document contains lower-level tactical procedures for officers and committee managers of the Phoenix chapter.

Activities at the committee or officer level should be aligned with the 

(  Society goals, strategic plan, and bylaws
(  Chapter vision and mission statements
(  Bylaws and decision record
(  Chapter strategic plan

Chapter Handbook

All chapter officers, committee managers, and committee members should follow the STC Bylaws and the policies and procedures of the Society in carrying out their responsibilities.

It is important to develop written responsibilities for all chapter officers, committees, and committee managers. 
The Phoenix Chapter Board of Directors

The chapter board assists the administrative council in achieving the chapter’s goals. The board consists of the administrative council and the managers of each chapter committee. While the chapter committee managers are excluded from the administrative council responsibilities set forth in Article V, Section 5, their valued advice will be sought in all important chapter matters. All board participants serve without compensation. [The Phoenix Chapter Bylaws Article VI]
Committee Titles

People who lead a committee are referred to as managers instead of chairmen, chairwomen, or chairpersons. Director is a title that the Society prefers to be used at the Society level. In most cases a committee is assumed to exist even if only one person works on the committee. In some cases, the work done on a committee is extensive enough and/or independent enough to warrant special titles, for example, we have a Membership Committee manager and also a publisher of the Membership Directory; we have an Employment Committee and also a publisher of the Insider’s Guide; we have a program manager and a travelling exhibits manager.

Committee Formation and Purpose

Committees will be established at the request of the president or the administrative council to support chapter activities. The normal procedure is to appoint a manager or committee leader and then to appeal to the membership to fill the committee. [The Phoenix Chapter Bylaws Article VII, Section 1]
Committees help the administrative council fulfill their responsibilities to the membership. These committees may be inactive or additional committees may be established at the direction of the administrative council. [The Phoenix Chapter Bylaws Article VII, Section 2]
President

Bylaws Description of Duties and Responsibilities

Summary

· General supervision of the chapter affairs

· Presides at chapter and AC meetings

· Appoints committee manages and duties

· Is a member of all committees

· Authorizes expenditures

· Is the chapter rep outside STC

· Develops and implements a three-year plan

Bylaws Article I, Section 4

The chapter president is responsible for all operations of the chapter. The chapter president:

· Exercises general supervision over the affairs of the chapter and presides at meetings of the chapter and the administrative council 

· Appoints managers of committees, assigns duties thereto, and is an ex officio member of all chapter committees

· Authorizes expenditures approved by the administrative council and/or the chapter membership.

· Represents the chapter in conducting the chapter’s business with individuals and organizations outside STC, and as the chapter’s executive officer, keeps the director-sponsor informed of chapter activities and accomplishments

· Develop and implement a three-year plan that will be renewed and updated annually. This three-year plan will follow the guidelines set forth in STC’s five-year plan.

Finances

The chapter president shall have the power to authorize payment of debts contracted in the name of the chapter. Chapter funds may be withdrawn only over the signature of both the treasurer and either the president or the vice president. [The Phoenix Chapter Bylaws Article X]
Annual Report

During the second quarter, the chapter administrative council shall prepare an annual report of activities of the chapter during the current fiscal year, including the financial status at the time of writing. This report shall be submitted to the STC board of directors through the directors-sponsor prior to July 31. All books and records of the chapter shall be available for examination by the president and/or directors of STC at any time. [The Phoenix Chapter Bylaws Article XI]
Chapter Election

[Chapter Handbook]  One of your most important responsibilities comes toward the end of your administration—the election of your successors. The future success of the chapter depends on the caliber of those who are elected. With this in mind, observe and evaluate your members.

The procedures for chapter elections are covered in Article IX, Section 4, Subsection F, of the STC Bylaws. It is the president’s duty to see that these important functions are carried out properly. The results of the election should be reported to the STC office and the director-sponsor as early as possible so the new president can be invited to a special training session at the STC Annual Conference.

External Vice President

Bylaws Description of Duties and Responsibilities

Summary

· Assumes the duties of the president in his/her absence

· Undertakes the duties that the president directs

· Confers with the president on goals, policies, programs, and PR

Bylaws Article I, Section 4

The chapter external vice president 

· Assumes the duties of the chapter president in the absence of the president

· Undertakes such duties as the president may direct and confers with the president regarding chapter goals and policies, programs, and public relations outside the chapter

· Assumes the presidency for the remainder of the term of the president who resigns, becomes incapacitated, or otherwise is unable to perform properly the duties of the president

Succession to the Presidency

The succession of the external vice president to the office of president shall be effective either 

· At the request of the president and approval of the administrative council, or 

· Upon the president’s death, or 

· At the direction of the administrative council

Internal Vice President

Bylaws Description of Duties and Responsibilities

Summary

· Facilitates communication between the chapter and the members

· Oversees internal chapter communication

· Monitors chapter finances on a continuous basis

· Monitors the Telephone, Newsletter, and Hospitality Committees

Bylaws Article I, Section 4

The chapter internal vice president facilitates communication between the chapter and its members. The chapter internal vice president 

· Oversees internal chapter communications

· Monitors the chapter’s finances on a continuing basis

· Monitors the Telephone Committee

· Monitors the Newsletter Committee

· Monitors the Hospitality Committee

Responsibilities

[Write-up 2/98]

Position Purpose

The primary responsibilities of the internal vice president are to coordinate and communicate activities associated with monthly meetings. These activities include

· Researching and selecting a meeting location

· Negotiating with the location

· Establishing meal and program pricing

· Designing and distributing meeting notification and feedback cards

· Establishing menu and room setup with meeting site

· Providing meeting information to newsletter editor and PR manager

· Receiving RSVPs for meeting participation

· Summarizing and reporting on meeting feedback

Detailed Tasks

These are the tasks to be performed in calendar-year order, beginning with June.

June

· Research and identify monthly meeting site based on the following criteria:

· Location. Easily accessed (close to freeway, central to most meeting participants, safe) 

· Cost. Economical 

· Facilities. Meeting room large enough to accommodate meeting attendees, bar on site

· Food. Variety, tasty 

· Equipment. A/V equipment available including microphone(s), overhead projector, screen, riser, lectern, and phone access

· Negotiate pricing and meeting dates with site

July 

· Establish meal and program prices with board concurrence

August

· Notify membership in the newsletter of the meeting location and pricing.

· Design the layout of the meeting notification postcards, or arrange for it.

· Determine who will print the postcards.

· Determine who will label and stamp the postcards.

Every Month

Prior to the meeting

· Establish the menu with the meeting site (3 weeks prior to the meeting).

· Get the information about the program from the program manager (3 weeks prior to the meeting). Information should include the program description, name of the speaker(s), and the room setup requirements.

· Provide meeting information to the newsletter editor and the public relations manager (3 weeks prior to the meeting).

· Get address labels from the membership manager (3 weeks prior to the meeting). You need both the Society labels for the chapter membership and the temporary prospects list that the membership manager maintains.

· Develop and print meeting notification postcard original to have copies made, or produce an electronic copy for original copies. Have copies made, labeled, stamped, and distributed. (2 weeks prior to the meeting).

· Receive RSVPs for meal and program-only attendees, get speakers’ meal orders (if not phoned in). 

· Provide meal orders and room setup to the meeting site (Friday prior to the meeting) and to he hospitality manger for the name tags.
During Meetings
· Verify the room setup.

· Provide the meeting RSVP list to the hospitality manager for check-in.

· Distribute and collect feedback cards.

Following the Meeting

· Summarize meeting feedback and report on it to the Phoenix board (within one week following the meeting).

Occasional Newsletter Articles

· As appropriate and timely, write newsletter articles on the meeting feedback, the selection of the meeting site, and the meeting price justification.

Meeting notification postcard content

Meeting date, time, and location (optionally a map). Program topic and a short description. Menu selections. Pricing (with food, program only, with and without reservations). RSVP information, including phone number, email address, and date to call by. STC logo and address.

Meeting feedback card content

Ratings on various areas, including location, food, meeting room, prices, speaker(s), topic, networking, program. Space for comments. Optionally request name and date.

Treasurer

Bylaws Description of Duties and Responsibilities

Summary

· Prepares the chapter budget

· Maintains the chapter checking account 

· Makes available the chapter books and records for an annual audit

· Produces an annual report for the Society Office and AC

Bylaws Article I, Section 4

The chapter treasurer

· Prepares a budget of estimated expenses at the beginning of the Chapter year

· Maintains a checking account for current operations. The Treasurer will arrange for signature cards and other documents required by the bank.

· Deposits chapter funds and pays invoices

· Makes available to an independent auditor or auditing committee appointed by the administrative council all records necessary for an audit of the chapter’s books; this audit is to be included in the annual report to the administrative council

· Develops a detailed year-end report (as of June 30) of all financial transactions, grouping income and expenses for each major activity (such as publications competition, science writing contests, etc.) 

· Completes and signs a year-end report

· Mails the year-end report to the STC treasurer no later than July 31 to assure prompt dues refund to the chapter

Bylaws, Article X

· The Chapter President shall have the power to authorize payment of debts contracted in the name of the Chapter. 

· Chapter funds shall be deposited in a duly established bank account. Chapter funds are deposited in any banking institution that is a member of the Federal Deposit Insurance Corporation or in any savings and loan institution that is a member of the Federal Savings and Loan Insurance Corporation. 

· The chapter shall not own real estate. 

· Chapter funds may be withdrawn only over the signature of both the treasurer and either the president or the vice president. 

· No chapter member shall contract debts in the name of the chapter without authorization from the administrative council. 

· The chapter shall not levy any dues or assessments upon the membership without express permission of the board of directors of STC. 

· The financial records of the chapter shall be audited annually. 

Annual Report

During the second quarter, the chapter administrative council shall prepare an annual report of activities of the chapter during the current fiscal year, including the financial status at the time of writing. This report shall be submitted to the STC board of directors through the directors-sponsor prior to July 31. All books and records of the chapter shall be available for examination by the president and/or directors of STC at any time. [The Phoenix Chapter Bylaws Article XI]
Secretary

Bylaws Description of Duties and Responsibilities

Summary

· Takes minutes at meetings or arranges for a substitute

· Distributes minutes within 10 days to the AC

· [Arranges for an attendance log sheet at meetings]

· Maintains the board contact list

· Corresponds on chapter business as directed by the president and AC
Bylaws Article I, Section 4

The chapter secretary

· Takes minutes at meetings, or arranges to have a substitute (meeting minutes are distributed to administrative council members within ten days)

· Arranges for an attendance log sheet at each chapter meeting with name and telephone number, and membership status

· Maintains lists of administrative council members and committees each year for the records, including home and office addresses and phone numbers

· Handles correspondence pertaining to chapter business and other special correspondence as directed by the president and the members of the administrative council

Position Description

[Write-up 3/25/97]  The primary responsibilities of the chapter secretary are to 

· Assist the board in governing the chapter

· Attend board meetings and vote on issues

· Keep board members and others informed of board actions by preparing and distributing the minutes of board meetings

· Inform the membership of program developments

· Maintain stationery supplies.

Detailed Tasks

· Attend board meetings.

Record minutes of board meetings, including: names of all persons in attendance, action items, and decisions.

· Vote on board issues.

· Distribute minutes to board members, committee directors, and other interested parties.

· Attend chapter meetings.

Write newsletter articles on meeting programs.

· Maintain stationary and other supplies.

Distribute supplies as appropriate.

Immediate Past President

Bylaws Description of Duties and Responsibilities

Summary

· Attends council meetings

· Advises the council as required

· Performs duties directed by the president

Bylaws Article I, Section 4

The immediate past president

· Attends all council meetings

· Advises the council as required

· Performs such other duties as the president may assign

Bylaws Committee

Bylaws Description of Duties and Responsibilities

The Bylaws Committee’s primary responsibility is to maintain the chapter’s bylaws. The Bylaws Committee formulates all proposed resolutions to the chapter bylaws and submits formulated amendments to the manager of the STC Bylaws Committee and to the chapter membership, respectively, for approval. [The Phoenix Chapter Bylaws Article VII, Section 2]
CARSEF Committee

Bylaws Description of Duties and Responsibilities

No mention

Competitions Committee

Bylaws Description of Duties and Responsibilities

No mention

Responsibilities

[Chapter Handbook]  The competition committee is responsible for competitions, which can include publications, art, video, online communication, and student writing.

The competition committee:

· Publicizes the competition

· Selects judges

· Conducts the competition

· Displays winning entries

· Presents awards at the annual banquet

· Submits local winning entries to the international competitions

· Informs the chapter of any international winners

To fulfill these responsibilities, the committee must have the support of chapter officers and other chapter committees.

Publicity. The publicity committee issues the press releases and competition brochures.

Chapter secretary. The chapter secretary provides mailing lists for related professional organizations, technical societies, and other STC chapters in the region.

Membership. The membership committee supplies the current chapter mailing list.

Program. The program committee assists with plans for the program at the awards banquet.

Arrangements. The arrangements committee handles banquet details.
Competition Publicity Coordinator

Position Purpose

[Write-up 4/9/98]  The primary responsibility of the Competition Publicity coordinator is to communicate news about the chapter Technical Communication Competition to the chapter members, community sponsors, and to the STC International Office.

Specific tasks include:

· Writing and producing the Call for Judges
· Writing and producing the Judges’ Application
· Writing the official press release announcing the competition to the local business community

· Writing the invitation to distinguished former judges, which asks them to participate in the upcoming competition

· Writing a monthly newsletter article to update the chapter as to the Competition progress

· Writing the results of the Competition for publication in the chapter’s newsletter

· Coordinating with the Competition manager(s) to produce any additional communications, as needed.

Education Committee

Bylaws Description of Duties and Responsibilities

The Education Committee’s primary responsibility is to publicize educational and professional development opportunities. The Education Committee will design and guide at least one innovative educational activity each term for the chapter membership. [The Phoenix Chapter Bylaws Article VII, Section 2]
Responsibilities

[Chapter Handbook]  The education committee manager:

· Serves as chapter liaison to related STC international committees 

· Designs, arranges, publicizes, and conducts at least one seminar or workshop aimed at improving technical communication competencies of chapter members and others (workshop or seminar programs are approved by the administrative council)

· Publicizes educational and professional development opportunities in the newsletter and professional meetings, communication courses, and surveys related to education and training

· Reviews books about education in technical communication, reports on them for the chapter newsletter, and offers this service to Intercom and Technical Communication
· Helps with the science writing competition for high school students, if the chapter sponsors this competition

· Designs and coordinates at least one innovative educational activity for members
Employment Committee

Bylaws Description of Duties and Responsibilities

The Employment Committee’s primary responsibility is to reduce the unemployment rate of the chapter membership. The Employment Committee will maintain records that contain summaries of seekers’ job qualifications and opportunities’ needs for skills and traits. The Employment Committee will make no representation about the qualifications of a job seeker for a specific job opportunity, thereby avoiding any responsibility for the outcome of any seeker the opportunity contact. [The Phoenix Chapter Bylaws Article VII, Section 2]
General Responsibilities

[Chapter Handbook]  The employment committee serves as a technical communication clearinghouse. Both prospective employers and STC members looking for jobs can register with this committee, which coordinates the information. The committee functions primarily as a service to local members, but its efforts serve as a valuable public relations tool in promoting the image and growth of the professional technical communicator.

Note: The executive director of STC has explained that chapters cannot limit access to this service to members only. However, a small reasonable fee can be charged for the service.
Responsibilities

[Write-up 12/09/97]  The following are the tasks performed by the Employment Committee:

· Receive [edit] distribute job leads by e-mail and self-addressed stamped envelopes (SASEs). Let people know: SASEs are still an option, when you are using their last envelope and where to send more envelopes. (Many people who do not have personal e-mail need to use envelopes, at least at the beginning of their job search.)

Try to get the SASEs out before or at the same time as e-mail distribution.

· Brief presentation at meetings. 

Who you are, what you do in your STC position, current leads, etc.

· Confirm current leads before meeting. John Brinegar johnbri@primenet.com has volunteered to do this.

· Print and distribute current job list at meetings.

· Forward leads for Tucson, other states and countries to appropriate people in other chapters (employment manager or president)

· Answer requests for STC contacts in other states and countries.

· Answer requests for other information. People e-mail from practically everywhere wanting membership info and who knows what (this has slowed down lately). Delegate and follow up or reply yourself and send mail to other board members if appropriate.

· Maintain distribution mailing list 

· Confirm membership before distributing. 

Ask for membership number. It is on their STC mailing labels. Look them up in the International Directory. However, they are often new members and not in the directories. So send the membership manager e-mail for confirmation. (Sometimes if they aren’t a member I’ll send them a couple of leads and a description of the Insider’s Guide to give them an example of what they get if they become a member.) This is subject to change if we put the leads on our Web site.

· Keep people that want confidentiality confidential. Hopefully your e-mail software supports large groups and blind copies. Otherwise, there are some members who want the leads sent to them individually.

· Do NOT let headhunters, other members or anyone talk you into giving them the distribution list I’ve often been asked this, sometimes by close friends. The distribution list is not a list for general mailing. It is confidential. If you know people personally who are on the list and you are SURE they wouldn’t mind, you can pass on their name(s) but show no favoritism (including yourself).

· Maintain Employment section of the chapter Web site. Many changes could be made here but must be discussed and approved by the board. Greg Goodrich volunteered to work on this but needs input and from the committee and the board.

· Check out Web sites with job info and include the site and sometimes the job info with the leads. Job hotlines and newspaper can be included here also.

· Network to get more leads. 

· Go to job fairs.

· Get business cards printed. 

· Attend STC and related organizations’ meetings. 

· Talk about it, yak, yak, yak.

· Ethics and confidentiality are of utmost importance. You will hear a lot of gossip. Good and bad. Keep it to yourself. If you must discuss it, keep the names out of the conversation. Be positive in all discussions. You often become a counselor. Be supportive but don’t let them get to you or take advantage of you. You will hear inside information, don’t spill the beans! Remember you are representing STC as well as yourself.

· Annual mailing to contract firms and possibly other companies in Insider's Guide. Update employment information: who (what URL) to contact for what and how. How the employment committee works. Etc. (There is a lot of turn over here, we need to keep them informed and remind them of our services.)

· Answer requests for Insider's Guides (where to send money and how much money to send). We charge $0.00 to members, $15.00 to members of other STC Chapters, $25.00 to nonmembers this often entails discussion of the local job market and the area in general.

· Update, collect funds, and distribute Insider’s Guide. Last but far from least The person distributing the job leads should not be the same person that coordinates and enters the changes for the Insider’s Guide! We did this in the past but that was before we were distributing by e-mail. I found every time I sat down to work on the Insider’s Guide I’d open my mail and need to do most of the above tasks which didn’t leave much time for the Insider’s Guide. However, the job lead distributor needs to provide information for updating the Insider’s Guide. This is a whole other group of job tasks which I have documented separately. I (Loretta) will continue with the responsibility of the Insider’s Guide if others can help with the prior tasks.

Hospitality Committee

Bylaws Description of Duties and Responsibilities

The Hospitality Committee’s primary responsibility is to meet and greet new members and guests at regular meetings and obtain pertinent information from guests so that membership information and the chapter newsletter may be sent to them. [The Phoenix Chapter Bylaws Article VII, Section 2]
Librarian

Bylaws Description of Duties and Responsibilities

No mention

Generally, the librarian stores copies of all STC mailings as a reference source for the chapter.

Membership Committee

Bylaws Description of Duties and Responsibilities

The Membership Committee’s primary goal is to increase the membership of the chapter. The Membership Committee organizes and directs an active membership recruiting campaign, maintains a complete up-to-date membership file and mailing list, and notifies STC of any changes. [The Phoenix Chapter Bylaws Article VII, Section 2]
Position Purpose

[Write-up March 1997]  The primary responsibilities of the membership manager are to promote and increase membership, maintain a complete and up‑to‑date information file of prospects, manage the mailing labels of members and prospective members, oversee the yearly survey, and work with the directory committee to prepare and publish a membership directory each year. These activities include:

· Contacting and welcoming new members

· Maintain a complete and up-to-date set of mailing labels of members on a monthly basis

· Maintain a complete and up-to-date set of mailing list of prospective members on a monthly basis 

· Operate a system for producing mailing labels for members and prospective members and send a set to the internal vice president for meeting invitations, the newsletter, and other functions during the year submit membership information to the newsletter editor and Web editor create and distribute packets of information and an application to prospective members

· Organize and direct an active membership recruiting campaign, especially during the October‑December period

· Prepare the database of the current membership information (name, employer’s name, address, phone numbers and email address) for a yearly membership directory 

· Recruit a volunteer to create the yearly survey information

· Process membership applications and forward membership changes from members to the Society office

· Welcome new members within a week of receiving their application by sending them a welcome letter, membership directory, and Insider’s Guide
· Maintain a database for membership of changes to names and addresses from September to June. Insert copies of this information in the Membership Directory to keep it current.

Detailed Tasks

The following tasks are to be performed:

· Send membership packets to prospective members and enter their information (name, employer name, address, phone numbers, email address) in the Prospect database.

· You will receive a status report from headquarters a week before the monthly chapter meeting. Check the new members list with the names in the Prospect database and add their membership date and number to the list. Make a note on the status report of new members who were on the prospect list for inventory of packets that have been sent and received a good response. Present a welcome packet ( welcome letter, membership directory and Insider’s Guide) to new members at meeting or send the packet to them after the meeting.

· Create a query in Access for the last three months of names and addresses for a mailing list from the Prospect database

· Create a mailing list report in Access of the Prospect Archive created from the query

· Print two copies and give one copy to the internal vice president for meeting invitations and a copy to the newsletter editor when you see them at the monthly meeting

· On the status report you will find a list of new members, members transferring into our chapter and former members who are reinstating. Print copies of the welcome letter, sign them and put them in a large envelope with a copy of the membership directory and Insider’s Guide. Insert a copy of current monthly changes (member’s name, employer name, address, phone numbers, email address) from the status report into the membership directory. Take the welcome packets to the monthly meeting to distribute them, if possible. The Hospitality manager will have a record of attending members. Mail welcome packets to new members who were not at meeting as soon as possible.

· Call members with undeliverable address from status report. They should email address changes to membership@stc‑va.org or snail mail (address in membership directory).

· Make five reduced copies (8.5 ( 11) of the status report and give copies to the president, newsletter editor, [Southern Arizona employment manager] and Webmaster. I always keep an extra copy.

· Fill out a Expense Reimbursement request for postage, copies and supplies. Attach receipts to it and make a copy of everything. This information should be recorded as expenses for the yearly budget report. Take the request and receipts to the monthly meeting or mail them to the treasurer for reimbursement.

The tasks above normally take two to three hours a month to perform

Membership packets will take 4 hours to create 25. Update and print the welcome letter and chapter brochure. Copy the welcome letter and brochure on our stationary. Make copies of the ASU/CIT Information Sheet. Package all mentioned with the About STC brochure (which includes an application) and put in an STC envelope. Postage is approximately 55 cents.

· At the meeting, announce the membership growth. Let people know they can receive a membership packet, invitations to upcoming meetings and copies of the Rough Draft newsletter for three months if they leave a business card with you. From January to February, announce that members need to get their dues in by February 28th so they can vote on next year’s board members and to keep receiving STC publications. They need to get their dues paid as soon as possible so their name and information may be added to the membership directory for the coming year.

· At the meeting, distribute the following:

President

Status report
Webmaster 
Status report
Newsletter editor
Status report, prospect mailing 


list
Internal VP
Prospect and membership 



mailing list
New members
Welcome packets
Prospects

Membership packets
Table

STC Brochures, Chapter 



Brochures, “I have a Friend...” 


forms
Seminar announcements, etc.

· Once every three months, request a full printout of our membership from the Society membership manager. Make eight copies and distribute to the president, hospitality manager and treasurer, newsletter editor, and nomination committee.

· You will receive a list of the currently paid members by May from the Society office. This information needs to be processed to fit into a Membership Directory by September. Someone will need to create the artwork for the front cover by end of June. Two volunteers and the membership manager should edit a hardcopy of the directory by the end of June. The second edit should be completed by the end of July. Send it to print by end of July. All members should receive a membership guide and insiders guide at the September meeting.

Committee Manager Responsibilities

[Chapter Handbook] Each chapter handles its membership responsibilities in its own special fashion. In general, the following responsibilities apply.

· Forwards all original membership applications (along with payment) to the Society office for processing

· Receives and updates chapter roster and copy of membership applications, changes of address, and so forth, and maintains the membership records

· Forwards changes received directly from members to the STC office for processing through official channels

· Contacts and welcomes new members and mails them the most recent issue of the chapter newsletter

· Maintains a complete, up-to-date mailing list; adding, deleting, and changing information in accordance with information received from the STC office (the STC office furnishes a monthly listing of chapter members)

· If labels are not requested from the STC office, operates a system for producing mailing labels based on the mailing list

· Submits membership material (additions, deletions, changes) to the newsletter editor on a regular basis

· Works with the directory committee to prepare and publish a membership directory each year Organizes and directs an active membership recruiting campaign, especially during the October through December period (membership recruiting brochures may be obtained from the STC office)
Membership Committee Responsibilities

[Chapter Handbook]  The membership committee’s primary responsibility is to increase the chapter membership. Obviously, this is a fertile field for an innovative, ambitious committee.

The membership committee:

· Receives and forwards membership applications to the Society office notifies the chapter president and editor of new members and sends appropriate notification to the Society office

· Provides membership information to nonmembers and organizations with a legitimate request, and only on approval by the administrative council 

· Maintains membership files

· Transmits address and telephone changes to the Society office 

· Regularly updates and issues membership rosters to chapter members
Newsletter Committee

Bylaws Description of Duties and Responsibilities

The Newsletter Committee’s primary responsibility is to write, edit, produce, and mail an attractive, professional newsletter once a month, September through May. The newsletter should reach members at least five days before chapter meetings. The Newsletter Committee assumes full responsibility for the quality and content of the newsletter. [The Phoenix Chapter Bylaws Article VII, Section 2]

Newsletter Editor Versus Manager

The duties of producing the chapter newsletter were split at the end of 1996. In summary, the newsletter editor is responsible for putting the newsletter together electronically. The manager is responsible for production, mailing, and newsletter exchanges.

General Responsibilities of the Newsletter

[Chapter Handbook]  The purpose of the newsletter

· Produce and mail monthly issues that reach members at least five days before meetings. (The chapter goal is to reach members with the newsletter one week before the RSVP deadline.)
· Work with the president to communicate chapter plans, objectives, goals, and progress.

· Provide opportunities for input from other members.

· Understand and comply with standard guidelines for the ethical and responsible reporting of information.

· Submit news about chapter meetings, conferences, or other items of interest to the STC membership to the Intercom/Tieline editors

· Exchange newsletters with other chapters

· Assist in gathering and preparing material for the STC Newsletter Competition, if the president so desires

· Receives columns written by the director-sponsor and includes items in the chapter newsletter as appropriate
Newsletter Editor

The newsletter editor is responsible for the following:

· Writes and edits an attractive, professional, accurate, and informative monthly newsletter [Chapter Handbook]. Although your main function is not to act as chapter reporter, often to get the information into the newsletter that needs to be in there, you will have to do some writing.
· Recruit chapter members to write articles and contribute information for the content of the newsletter.

· Plan each issue and perform page layout and desktop publishing. The design of the layout has always been the responsibility of the newsletter editor, and this has never been influenced by any other board member.

· Select and produce graphics that are appropriate for each issue. If you need assistance with this, seek out members who have this skill.

· Acquire proofreaders or copyeditors to ensure the finished product is of high quality. Experience has shown that the quality of the editing goes up with each additional set of eyes that looks at an issue. People tend to find different things.

· Coordinate with newsletter manager regarding the chapter’s entry into the annual Newsletter Competition. This is a great source of feedback.

Newsletter Manager

The newsletter manager has the following responsibilities: 

· At the start of the year, typically at the turnover meeting, ask officers and committee managers what contact information for them they want to appear on page 2 of the newsletter, or verify for those repeating that they want that same information.

· Send any notices that the Society office wants published in chapter newsletters to the newsletter editor.

· Two weeks before the deadline for an issue, send out a note to remind people that the deadline is on the horizon and if they have information that needs to go into that issue to start planning to get it in to the editor. Send the reminder note to all board members and to regular contributors.

· One week before the deadline for an issue, send out a second reminder note.

· Obtain print services. The cost of printing and mailing the newsletter is one of the biggest expenses that the chapter incurs each year. When you can obtain a corporate sponsor to do the printing for the newsletter, either covering the total cost or giving us a below-market price, the chapter can do many more things during the year.

· Arrange for the paper used for the production. You can purchase the paper from a paper supply company or have your printer do that. 

· Arrange for shells to be printed. The shells are the outer cover of the newsletter with the preprinted burgundy ink. This can be done once a year if the printer or you can store the shells. Otherwise this may have to be done several times per year. Keep tabs of the stock on hand, because if you go to print and find you’re too low on shells, it can take several days to a week to have new ones printed.

· Arrange for any special inserts from other board members that may have to be printed and inserted into an issue. We use staples to keep the newsletter whole. The addition of loose inserts requires a type of tape tab to keep the newsletter closed during mailing.

· Manage the newsletter exchange program. If you use electronic labels, you can also request labels for all the newsletter editors in Region 5. Additionally, we have had a history of sending copies of the newsletter to the Southern Arizona chapter and they appreciate that. The Phoenix chapter has always participated in the newsletter exchange program with other chapters. You’ll get some requests from other chapter newsletter editors from around the country to do this. You can also initiate exchanges with other chapters if you want. You’ll find that if the newsletter does well in the annual competition, more requests will come your way.

· Get labels

· For the Phoenix chapter membership, physical labels should be sent to the chapter for the newsletter each month from the Society membership manager. To get electronic labels that can be barcoded (saves postage), only the chapter president can request them, and these must be requested every month.

· For prospective members, have the chapter membership manager send you labels each month. If you want to add them to the electronic file received from the Society office, the chapter membership labels must be copied from that file and pasted into a new file before the prospective members can be added. Addresses of editors in the newsletter exchange program can also be added. Note that the Society officers in the physical labels haven’t been showing up in the electronic files, and since we’re supposed to send copies to those people (in particular the Society office), you can add those to your electronic file. If the Society office gets a copy, they may want to publish some articles in the Tieline or Intercom, which is great thing for the authors of those articles.

· Calculate the number of copies needed in production. When doing this computation include the Phoenix chapter membership, Southern Arizona chapter membership, newsletter editors in the exchange program, prospective members, any special requests for the issue (some authors want additional copies, and the program manager may want copies for the speakers), add a quantity for your records and the newsletter editor (five each is usually plenty). 

· When the newsletter editor has completed their work on the newsletter, you should receive an electronic print file. Send this on to the printer.

· Using Adobe Acrobat, convert the electronic print file to a PDF file. If you don’t own a copy of the program, you’ll need to find someone who is willing to do this for you (the task only takes a minute). Distribute this PDF file to the chapter Webmaster and to the Voice and E-mail manager for distribution through their media. For chapter members who wish to receive the PDF file sent by email attachment, they must subscribe to receive it.

· Newsletter exchange copies potentially contain some good articles that the newsletter editor my want to reprint in our newsletter. Also, some chapters may have interesting and innovative ways of doing things. This could be a great source of ideas for the chapter board. Distribute this information if you can.

· Coordinate with newsletter manager regarding the chapter’s entry into the annual Newsletter Competition. This is a great source of feedback.

· Conduct the annual Fern Rook Writer’s Award competition. This takes place in April or early May. You’ll have to remind the administrative council and the newsletter staff that they are the judges for this event.

Nominations Committee

Bylaws Description of Duties and Responsibilities

The Nominating Committee’s primary goal is to guide the election process—from seeing that a ballot is prepared and mailed well before the final chapter meeting of the year to overseeing the collecting and counting of ballots. [The Phoenix Chapter Bylaws Article VII, Section 2]
Elections

The annual election shall be held within the second quarter of the calendar year, the specific day to be established by the Administrative Council. [The Phoenix Chapter Bylaws Article VIII, Section 1]
Nominations shall be made by the Nominating Committee, or by members of the Chapter as outlined in this section. The Nominating Committee shall, by March 1, submit the names of at least two candidates for each elective office except President to the current President of the Chapter. These must be accompanied by the willingness of each candidate to accept office. No member shall be nominated for more than one office in the same election. The President shall direct that these nominations be announced to the Chapter membership prior to April l, either through the Chapter publication or by special mailing together with an announcement of the date of the annual election and a brief statement of the methods of nominating and voting for candidates. [The Phoenix Chapter Bylaws Article VIII, Section 2]
Nominations may also be submitted to the Chapter President by members of the Chapter. Such additional nominations must be made in writing and must be signed by at least five voting members of the Chapter. They shall reach the Chapter President at least four weeks prior to the annual election to be valid. [The Phoenix Chapter Bylaws Article VIII, Section 2]
Officers shall be elected by a plurality of votes cast by the voting members of the chapter. [The Phoenix Chapter Bylaws Article VIII, Section 3]
The Nominating Committee shall prepare a ballot containing the names of all candidates for each elective office. The ballot shall be accompanied by a statement containing the date by which the ballot must be postmarked to be valid, as well as any other invalidation conditions. The ballot, together with the accompanying statement and mailing instructions, shall be mailed to each voting member of the chapter no later than two weeks prior to the ballot invalidation date. [The Phoenix Chapter Bylaws Article VIII, Section 3]
The tellers, which may be members of the Nominating Committee, shall be responsible for determining the validity of votes, counting the votes, and announcing the results of the election. [The Phoenix Chapter Bylaws Article VIII, Section 3]
Responsibilities

[Chapter Handbook]  The nominating committee manager:

· Directs a committee of three to five members who preferably have a wide circle of acquaintances in the chapter

· Conducts a preliminary planning session to assign responsibilities, establish deadlines, and distribute copies of the membership roster

· Invites members, through the newsletter and announcements at chapter meetings, to run for office or to suggest possible candidates

· Assembles the committee, as needed, to evaluate the qualifications of possible candidates proposed by chapter members, as well as by committee members

· Assigns committee members to approach possible candidates who are qualified to run for office to determine their willingness to stand for election

· Advises the administrative council of potential candidates who are willing to run, and announces the slate in the newsletter and at a chapter meeting 

· Guides the election process from preparation of a ballot and holding the election to overseeing the collection and counting of ballots (the election should be held well before the final chapter meeting of the year, preferably in March or early April)

· Reports results to the administrative council and the candidates as soon as they are known 

· Gives results to the newsletter editor for publication before the installation ceremonies 

· Gives the chapter treasurer the names and addresses of the elected officers for inclusion in the chapter’s financial report to the Society 

· Reminds the president to notify the STC office and director-sponsor of new officers

· May be assigned to identify candidates for other purposes, such as local recognition, Distinguished Chapter Service Award, associate fellows, or candidates for Society-level office
Program Committee

Bylaws Description of Duties and Responsibilities

The Program Committee’s primary responsibility is to develop programs for the chapter meetings and provide for such other activities as are deemed appropriate by the administrative council. [The Phoenix Chapter Bylaws Article VII, Section 2]
Responsibilities

[Chapter Handbook]  The program committee plans, schedules, and coordinates programs for chapter meetings. These programs should meet the professional growth needs of the chapter. A survey of the chapter membership will help identify these needs.

The manager of the program committee serves as a member of the seminar committee, maintaining a link vital to the operation of both committees.

The program committee is responsible for:

· Contacting speakers

· Securing biographical and presentation data from each speaker

· Providing copy for chapter/seminar publications

· Keeping open and active lines of communication between the committee and each speaker from initial contact through the presentation
Public Relations Committee

Bylaws Description of Duties and Responsibilities

The Public Relations Committee’s primary responsibility is to publicize STC and chapter goals, programs, and services—to reach new members and prospective members and to increase business and public recognition and awareness. [The Phoenix Chapter Bylaws Article VII, Section 2]
Responsibilities

[Chapter Handbook]  The public relations committee manager: 

· Works to increase business and public recognition of the chapter and the Society publicizes STC goals, programs, and services to members, prospective members, and their management

· Obtains details of each monthly meeting and publicizes the meeting well in advance, through the newsletter, flyers, and outside media 

· Publicizes special seminars and workshops held by the chapter 

· Establishes a liaison with other STC chapters

· Establishes a liaison with chapters and branches of other communication organizations

· Assists in gathering and preparing material for the STC Public Relations Competition 

· Helps prepare brochures and fliers as needed for the chapter’s projects and events

Region 5 Conference Committee

Bylaws Description of Duties and Responsibilities

No mention

Regional Conference Handbook

Conference Manager

Conference manager is a person who oversees the entire conference. The manager must meet the challenges of soliciting and working effectively with volunteers, coordinating with other chapters, and planning and scheduling conference tasks.

The conference manager should not have other substantial chapter or society duties that might interfere with the orderly planning and execution of the conference. The conference manager has overall responsibility and authority for the conference. This person should be well known, well organized, and well respected.

The conference manager selects the committee managers. The Arrangements (Facilities) Committee manager must be recruited from the ranks of the Host Chapter. Whenever possible, the Planning Committee manager must also be from the Host Chapter.

Committee managers must have attended a previous regional conference.

The conference manager must ensure that at least two of the committee managers have served on past regional conference committees.

The Regional Conference Committee will use the organizational structure recommended in the STC Regional Conferences Handbook:
· Arrangements Committee. Deals with determining a location, negotiating for meeting and sleeping rooms, planning meals and breaks, planning social events, and arranging for audiovisual equipment.

· Finance Committee. Deals with money matters—how to estimate costs; set prices; establish a budget; collect, disburse, and account for the income and expenses; and obtain grants and loans from STC and other sources.

· Program Committee. Plans effective technical sessions for attendees by determining a theme and format, recruiting speakers, evaluating proposals, and scheduling sessions.

· Registration Committee. Handles both advance and onsite registration of attendees, and prepares the forms and processes the preregistration and registrations.

· Publicity Committee. Promotes your conference by targeting an audience for direct mailings, targeting publications for advertising, designing flyers and advertisements, and making mailing arrangements.

· Publications Committee. Creates and publishes types of printed materials required for a conference (promotional brochures designed by the Publicity Committee, forms, programs, proceedings, etc.), determining cost-effective methods of producing them, and locating sources of necessary services.
· Hospitality Committee. Makes your guests—especially out-of-towners—feel at home while they are attending the conference.
Accountability Framework

The Regional Conference manager reports jointly to the Director-Sponsor and the President of the Host Chapter.

If a conference manager fails to meet the commitments essential to managing the conference, the Director-Sponsor and President of the Host Chapter may replace the conference manager and, if necessary, cancel the conference.

The Director-Sponsor and Host Chapter President will be copied on all committee-wide e-mails and correspondence. From time to time, they may ask the conference manager to submit a written progress report. Their evaluation of the conference manager’s performance will be based in part on whether the conference manager meets the following milestones:

· Develops an effective project plan and conference budget by the end of February.

· Communicates at least biweekly via email from January to April with committee managers, and weekly via email from May to October.

· Has a call for papers in the mail by May 1.

· Has the program finalized by June 15.
· Has the registration brochure in the mail by July 15.
Committee Operating Policies

The Regional Conference Committee must abide by these policies:

1. The conference manager must develop and publish a conference project plan by February 28.

2. The conference manager must develop and publish a conference budget by February 28. This budget must be submitted to the STC Regional Conference Committee for approval.

3. The conference manager must develop and manage a communication strategy to ensure healthy, effective sharing of information within the committee. This strategy must include biweekly email communication from January to April, and weekly email from May to October. It may optionally include one or more committee conference calls.

4. The conference manager and conference committee managers must attend the regional conference at the start of their year (for example, the committee responsible for the 1999 conference must attend the 1998 conference). At this conference, they must attend a four-hour leadership and team-building workshop to help them form the relationships and plans needed for a successful year.
5. The Regional Conference Committee will use this STC Regional Conferences Handbook as its guideline. All committee managers are required to obtain a copy of the handbook, and to read it before the end of January.
Key to Success

The key to a successfully planned and executed conference is working effectively and amicably with others. Don’t hesitate to ask your director-sponsor or the Chapter and Regional Conference Committee for help in identifying others who are willing to offer their insights and experience.

Recruit Volunteer Help

A large number of volunteers are required to run a successful conference. The larger the conference, the greater number of volunteers needed. Recruit volunteers from your chapter, neighboring chapters, and student chapters. For a regional conference, at least two chapters should share the responsibilities.

Volunteers are solicited by demonstrating how conference-related activities promote the volunteer's self-interest. These activities provide opportunities for volunteers to:

· Hone skills they might not have the opportunity to develop otherwise

· Receive recognition for those skills from STC peers

· Gain experience in leadership roles

· Help those less experienced

· Develop new friendships and professional connections
· Enhance future employment opportunities
Planning Meetings

Meetings should be held monthly or more often. By about four to six weeks before the conference, these status meetings should be held weekly. Before adjourning a meeting, make sure the time and location for the next regular meeting is established. The following meeting strategies help make best use of limited meeting time:

· Set a standard day, time, and location for meetings.

· Mail a formal agenda approximately one week in advance of each meeting.

· Ensure that each meeting starts and ends on time.

· Hold each committee manager accountable for the actions and work of that committee.

· Ask for cooperation from committees regarding concise reports and taking some topics “off-line” for discussion.

· Ask each committee representative to provide a timely report on latest efforts and to identify potential problems before they become critical.

· Work out contingency plans and backups for those who cannot complete the tasks they have agreed to perform.
Secure Adequate Conference Staff

Conferences need volunteers to serve as room monitors, registration clerks, information dispensers, and errand runners. If volunteers are in short supply, consider approaching students to act as room monitors and giving them scholarships to attend the conference in exchange for monitoring meeting rooms and helping cover the registration table. Again, the budget must cover their meals, or they must volunteer to attend sessions and monitor without participating in meals. Hiring staff is a possibility that must be budgeted for in advance and approved by the conference manager.
Scholarship Committee

Bylaws Description of Duties and Responsibilities

No mention

Voice Mail and E-mail Committee

Bylaws Description of Duties and Responsibilities

The [Telephone] Committee’s primary responsibility is to inform members of upcoming meetings and pertinent chapter issues as directed by the chapter president, internal vice president, or administrative council, and to maintain personal contact with the chapter membership. [The Phoenix Chapter Bylaws Article VII, Section 2]
Volunteer Database Committee

Mission

The mission of the Volunteers Database (VD) Committee is to maintain a database of chapter volunteerism that can be used to enhance the selection process for nominating members for the Distinguished Chapter Service Award. Maintaining a database of volunteerism gives the decision making more objectivity and frees the chapter administrative council from relying on the collective fallible memories of board members.

Web Site Committee

Bylaws Description of Duties and Responsibilities

No mention

Appendix A: Phoenix Chapter Mailing Labels

The following information and procedures may be used to maintain the chapter’s mailing label lists. Procedures for this task, like most chapter procedures, have a great deal of flexibility and can be adapted as needed. This document reflects the status quo as of February 26, 2000.

Physical Labels

The Phoenix chapter gets two sets of mailing labels every month. One set goes to the membership manager and one set goes to the newsletter. If these are used, it is generally for a special type of mailing, such as a flyer (all mailings can use the electronic labels if it is desired). Unless the organization processing the mail has machinery to put the physical labels on, these labels are typically placed on the mail by hand (cost factor).

Electronic Labels

Currently, the chapter is using electronic labels from which barcodes can be generated. Barcodes speed processing and are requested by the Post Office, which gives a price break for their use. Using electronic labels also allows us to more easily combine lists or subtract lists for mailings. The same may occur for individual names—they are easy to add or remove from the label files.

Who Receives Chapter Mailings

· Chapter members should generally receive all mailings from the chapter. 

· Prospective chapter members should receive all mailings except those that are member specific, such as ballots and surveys.

· Southern Arizona chapter members have, since the beginning of the 1990s, received mailings from the Phoenix chapter on par with those for prospective members. The reasons we want to do this include: It give STC members in the entire state the opportunity to benefit from our educational activities, it allows Phoenix chapter members the possibility of networking with the southern region of the state, and it is thought that bringing chapter events to the attention of the Southern Arizona chapter may encourage their participation in Phoenix chapter events (result: possibly lower costs and a better educated Arizona technical communication community). Our Mission Statement encourages our chapter to go beyond its boundaries: “As . . . an informational forum for Arizona . . .”

· Society officers and the executive director of STC should receive the newsletter. This includes president, first and second vice president, secretary, and treasurer. Any other chapter mailings that could be of interest to the Society board may be sent to them (this may be limited to such things as a regional conference held in Phoenix).

· The Society encourages chapters to exchange newsletters with other chapters, which may help spread and generate ideas about chapter management and activities. Editors of other newsletters may receive our newsletter in an informal agreement to exchange newsletters. Typically we try to accommodate all requests. Sometimes if we feel like the exchange is one-sided, we may later drop the exchange chapter. Sending newsletters to all editors of the chapter’s STC region is thought to be a worthy and commendable activity, and it should be done even without reciprocation.

· The manager of the Society’s Newsletter Competition should receive a copy of the newsletter.

· Former chapter members sometimes request to be included on the newsletter distribution list. Since there is typically only a handful, this is usually accommodated.

Types of Mailings

The Phoenix chapter typically uses three types of mailing label “sets” for its mailings. With electronic label files, these sets are composite files built from appropriate lists. One set of labels is used for the newsletter mailings, one set is used for special member-only mailings, and one set of labels is used for the other chapter mailings.


Newsletter

· Phoenix chapter members

· Prospective Phoenix chapter members

· Southern Arizona chapter members

· Newsletter editors for Region 5

· Newsletter editors from outside Region 5

· Society board members (executive director, president, first VP, second VP, secretary, treasurer

· Former chapter members wishing to receive the newsletter (e.g., Ellen Fenwick)


Member-Only Mailings

· Phoenix chapter members; used for

· Ballots for the Phoenix chapter elections

· Annual Phoenix chapter Membership Survey 


Postcards, Flyers, and so on

· Phoenix chapter members

· Prospective chapter members

· Southern Arizona chapter members


Requesting, Building, and Maintaining the Lists

The following procedures describe the process of producing electronic label files for the mailings.

1. Request labels for the Society office. Once a month, the chapter president must request an electronic “label” file that includes Phoenix chapter members, Southern Arizona chapter members, the newsletter editors for Region 5, and (if not included with the Phoenix chapter members) the Society officers. This request toes to the Society’s membership director (Chris Ruck, 703-522-4114  x214, chris@stc-va.org). There is a special email request form that is used. This 

file can be sent directly to the person managing the mailing lists or forwarded from the chapter president.


2. Build and maintain the prospects list. The chapter membership manager maintains the prospective members list (the “prospects list”). A prospective member stays on the prospects list for 2 or 3 months, or until the person becomes a member. If they don’t become a member after this period, the chapter membership manager removes them from the list.


3. Build and maintain other lists. The list of chapter newsletter editors that the Phoenix chapter is exchanging newsletters with, outside of Region 5, can be kept as a separate file or as semi-permanent part of another list. The same goes for the former chapter members requesting the newsletter.


4. Build a master list for mailing. The prospects list, the list from the Society office, the newsletter exchange list, and the former chapter members list are combined into an appropriate master list (see Types of Mailings to see which lists are combined for the different types of chapter mailings). This combined file can be used for all general mailings

Timing and the Lists

These are some general guidelines for when printing and mailing of the chapter newsletter and postcards, and the mailing label activities, are done.

	S
	M
	T
	W
	T
	F
	S

	
	A. Request labels
	4 wk before
	B. Postcard file
	
	
	

	
	C. NL file
	3 wk before
	
	
	D. PC in mailboxes
	

	
	
	2 wk before
	
	
	E. NL in mailboxes
	

	
	
	1 wk before
	
	
	F. RSVP deadline
	

	
	
	G. Chapter Mtg
	
	
	
	


A. Request an electronic label file from the Society office. Build a list for the postcard mailing and a list for the newsletter mailing.

· The quantity of the postcards to print is determined from the appropriate label file. Therefore, the label file for the postcards must be ready by the time the postcard print file gets to the print shop (B).

· The quantity of the newsletter to print is determined from the appropriate label file. Therefore, the label file for the newsletters must be ready by the time the newsletter print file gets to the print shop (C).

B. The target date for getting the postcard file to the print shop is the Wednesday 9 days before the postcard deliver target. Note: Postcards are typically fast to print and cut, so they move through the print shop faster than the newsletter.

C. The target date for getting the newsletter file to the print shop is the Monday 3 weeks before the chapter meeting. That usually gives plenty of slack time for the multitude of problems that can occur.

D. The postcard reminder target date for delivery to mailboxes is the Friday 2 weeks before the RSVP deadline. 

E. The newsletter target date for delivery to mailboxes is the Friday one week before the RSVP deadline.

F. The RSVP deadline for the chapter meetings is the Friday prior to the meetings.

G. Chapter meetings are held on the second Tuesday of the month.

Chapter Bylaws Comments

Article VII, Section 2.

A. The Membership Committee
The Membership Committee’s primary goal is to increase the membership of the chapter. The Membership Committee organizes and directs an active membership recruiting campaign, maintains a complete up-to-date membership file and mailing list, and notifies STC of any changes.

Chapter Handbook Comments

The Society’s Chapter Handbook, STC document AD 49-99, makes several statements about labels, and these are listed below. This document is available in PDF form from the Society Web site at http://www.stc-va.org/PDF_Files/chapbook.pdf.

Monthly Planner, July–August

p. 1-7 and 1-8

Your mailing list should include the newsletter competition manager, your director-sponsor, the Society second vice president, and the STC office. Upon request, the office will send membership labels to chapter managers at the end of each month. You may prefer to have an expanded list that includes potential members and newsletter editors of other chapters in your region.

Labels

p. 5-7

Your chapter can request the STC office to send it up to two sets of mailing labels each month. (Many chapters maintain their own membership databases and so decline the labels.) The labels are sent with the monthly report. Mailing labels for the five STC international officers, your director-sponsor, and the STC office are included. 

These allow you to send newsletters or other mailings to the STC leadership. In addition, each chapter president can designate a member to receive one extra set of labels. For example, your chapter might designate the newsletter editor to receive the additional labels. The extra sets of labels are mailed on or near the 15th of each month. Labels in addition to the three sets described in this section are available at a nominal cost. Contact the STC office for more information.

Mailing the Newsletter

p. 7-14

Your labels may come from the Society office, from your chapter membership manager, or from your database manager. If they come from the Society office, they may be mailed each month to the chapter membership manager, who uses them to update the chapter database. If you have a database manager, he or she may send out the labels. Make sure you receive the labels at least a few days before you go to print. Check the labels to make sure they’re printed in zip-code order; call the Society office immediately for a new set if they aren’t. This order is important when the newsletters are sorted for mailing.

On your next trip to the post office, pick up a copy of the Domestic Mail Manual. This book contains the Postal Service guidelines for first-class through

fourth-class mail. This book will help you to understand the types of mail, the requirements for each, and, more to the point, will help you to decide how you will mail your newsletter. 

Get any necessary mailing permits. If you decide to go the bulk-mail route, you will need to apply for a permit (which has application and annual renewal fees). Hint: If your print shop has a bulk-mail permit, you may be able to use their permit for mailing and avoid the associated fees. 

Weigh a mock-up of your newsletter on the stock you’ve selected. Since this weight directly affects the cost of postage, keep the weight of the mockup in mind when you’re selecting the type of mailing for your newsletter. Know where the break is in the postage costs. If you add a page to this issue, will it cost you more to mail?

Investigate nonprofit status. Postage for nonprofit organizations costs significantly less than postage for profit organizations. The guidelines for nonprofit status vary from state to state. In addition, the Postal Service has its own requirements. Refer to page 2-7 in this handbook, or contact the postal service in your state for further information.

Look into alternatives for labeling and mailing your newsletter. If your chapter can afford it, have your print shop or a mailing service label, sort, and deliver the newsletter to the post office. Many print shops offer this service.

Membership Committee Manager’s Responsibilities

p. 1-13

Each chapter handles its membership responsibilities in its own special fashion. In general, the following responsibilities apply:


· Forwards all original membership applications (along with payment) to the Society office for processing

· Receives and updates chapter roster and copy of membership applications, changes of address, and so forth, and maintains the membership records

· Forwards changes received directly from members to the STC office for processing through official channels

· Contacts and welcomes new members and mails them the most recent issue of the chapter newsletter

· Maintains a complete, up-to-date mailing list; adding, deleting, and changing information in accordance with information received from the STC office (the STC office furnishes a monthly listing of chapter members)

· If labels are not requested from the STC office, operates a system for producing mailing labels based on the mailing list 

· Submits membership material (additions, deletions, changes) to the newsletter editor on a regular basis

· Works with the directory committee to prepare and publish a membership directory each year

· Organizes and directs an active membership recruiting campaign, especially during the October through December period (membership recruiting brochures may be obtained from the STC office)

Things to Keep in Mind

When printing and mailing the newsletter and other chapter materials, timing can be very important to the success of either activity. Printing and mailing vendors, and certainly corporate sponsors, typically have scheduled projects to process. Unscheduled jobs are common in this business, but it is helpful for them and for the STC project to schedule and forewarn the parties involved that an STC job is coming. Also, knowing a company’s good days and bad days can be very useful.

Another factor that can impact an STC project is paper. Always know what paper you want, if it has to be ordered, if shells with color print are required, and so on.
Example: Newsletter Printed at SRP

The SRP print shop can accommodate the newsletter very well if they get the print files early on Monday—they can get it done and sent to the mail room or mail service by Tuesday. That ability declines the later on Monday that they receive it because work requests start to increase. 

Getting the newsletter on Friday is equivalent to getting it early on Monday.

If the print shop receives the newsletter for printing on Tuesday or Wednesday, they can’t get to it usually until early Thursday because they print a huge corporate-wide newsletter on Wednesdays. This other print job ties up their folding equipment.

Getting the newsletter early on Thursday allows the print shop to get it done and to the mailroom or mail service by late Friday. That could push the mailing a day or so.

The SRP mailroom likes to have the newsletter 5 working days to work it into their schedule. Notifying them 5 days before it hits them can often allow immediate processing.
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