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POLICY:

The following policy describes the procedure by which the Oregon Academy newsletter will be developed.  The Oregon Academy will produce an online newsletter at least three times per year.
PROCEUDRES:

1. For each newsletter, the editor will:

A. Send e-mail request for submissions 2-3 weeks prior to deadline.

B. Send reminder e-mail about 1 weeks to 10 days prior to deadline.

C. Edit articles/submissions prior to sending to Oregon Academy office for HTML message placement and formatting.

D. The President’s message is always first.  Other articles may be prioritized by deadline, urgency or interest to the general membership.

2. The President and HOD Representative must include an article in each newsletter.

3. Other newsletter information:

A. Ad information is contained in the newsletter – prices and sizes.
B. See the annual editorial calendar for details on dates and topics, including but not limited to:
1. The winter newsletter should contain the Awards, Nominations for Board & Committee positions and information on the Annual Meeting.

C. All articles sent to the graphic designer should be a Word document.  

D. The newsletter is posted on the Oregon Academy website and notification is sent via email to all members.
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