NEWSLETTER COMMITTEE

JOB DESCRIPTION COMMITTEE CHAIRMAN

I        OBJECTIVE SUMMARY
To compile, publish, and distribute a monthly newsletter for the sole purpose of disseminating information about the Tarrant County Master Gardener Association.
II       DUTIES OF CHAIRMAN
1. Serve as the editor.
2. Select a committee, with a co-chairman, composed of not less than five members.
3. Coordinate news gathering and writing.
4. Coordinate proofreading and printing.
5. Ensure the newsletter is mailed and distributed on time.
6. Attend monthly Advisory Board meetings
III       RESPONSIBILITIES
1. Ensure that all articles are appropriate, timely and edited for typographical and grammatical only.
2. Ensure that the newsletter meets all deadlines and is distributed in a timely manner.
3. Publish guidelines for submitting articles for publication.
4. Ensure that Garden related events of other organizations are limited to 1 or 2 lines.
IV       TARGET DATES

1. The deadline for all material is the 10th day of each month.
2. The mailing date should ensure that the newsletter reaches each member one week before monthly meetings.
V.      QUALIFICATIONS
1. Master Gardener for a minimum of one year.
2. Have an aptitude for writing.
3. Possess good leadership skills and ability to delegate responsibility.
VI     TME REQUIRED
1. Twenty to thirty hours per month to compile, organize, and distribute newsletter.
2. Five to ten hours per month for committee meetings during publication.
VII      REPORT TO President

