Kansas Capital Quilters Guild

NEWSLETTER EDITOR – Job Description

1. Gather information for the monthly Newsletter. 

2. Prepare the Newsletter and email to all members with an email address at the first of the month, preferably the week prior to the monthly meeting. 

3. Email the Newsletter to other guilds, quilt shops and advertisers, as approved by the Board. 

4. Mail Newsletters to members who have requested mail instead of email delivery.  Mail Newsletters the same day the newsletter is distributed via email, or as close as possible.

5. Provide print copies of the Newsletter to the Vice-President to put in the “new member packets”, as requested. 

6. Keep membership mailing list current as members are updated by the Treasurer, preferably by the end of each month so you have a current list to email the Newsletter to. 

7. Update the notebook containing copies of each Newsletter (currently Janice Bennett is doing this) OR maintain a digital copy of each Newsletter for Guild records.

8. Solicit advertisers for Newsletter ads for the next calendar year by November 1 and maintain a list of current advertisers. Their business cards are always included in each month’s Newsletter. 

9. When the President or a guild member sends or provides the Newsletter Editor with a guild-related article or topic, email all members to let them know about it as soon as practical.
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