Communications

OBJECTIVE:

To prepare and issue the monthly newsletter, Disclosures.
DUTIES:
A good first step is to become familiar with the newsletter portion of the chapter recognition program.  Based on the normal number of issues and attention to the AGA criteria, the chapter usually achieves maximum chapter recognition points in this category.  Another suggestion is to review issues for the past two or three years to see the pattern of context at the start, middle, and end of each program year.  The national AGA website also has a communication section that you can refer to for information on publishing a newsletter.
It is important to reach a clear understanding with each of the board members about expectations regarding the content, format and deadlines.  Articles should be submitted in a print-ready format.  This will result in less editing on the part of the Communications Director(s).  However, the newsletter function is more than assembling a series of articles through a cut-and-paste process.  For example, some editing for space considerations and consistency of format will usually be necessary to make each issue fit a particular length.  Also, there may be interrelationships or differences among the various articles that would not be apparent to the individual contributors.

One step that needs to be completed early in the program year is submission of a budget request to the Treasurer. Since we are no longer printing a hard copy edition, budget items that should be considered each year would include promotion and public relations costs, to be determined at the end of the previous budget year.

Software

We use Word to develop the newsletter.   The software used really depends on the experience of the Communications Chair and their desire to get really sophisticated.  Generally, for AGA purposes MS Word works fine.
Distribution Services
Prior to March 2005, the printing of the newsletter was obtained from the Office of the Auditor General.  Starting in March 2005 the newsletter became exclusively electronic.  Generally the director is responsible for compiling the newsletter and getting it distributed.  .

Once the newsletter is proofed and ready for distribution it should be posted to the website by the newsletter chairperson.    The newsletter editor then prepares an email with the website address specific to that month’s edition of the newsletter is then copied and pasted into the email.  The email will include an introduction and some highlights from the newsletter.  Specific highlights in the past have been CPE related since education as it is one of our primary missions of AGA.  The email should also contain a standard unsubscribe notice so that recipients can opt out of receiving it.

There is a mass email list of recipients already established.  Many of the names on the email list are non-members.  We will occasionally receive requests from these non-members to unsubscribe to the monthly newsletter.  Those requests should be honored promptly.  The updated list of email addresses need to be coordinated with the membership director.  

Number of Pages
The newsletter can be any length that suits the content for a given month.

Page Numbers
The page numbers should be centered with an approximately 1" (or slightly less) margin from the bottom.  The size of the page number should be in the small font as compared with the normal font. 

Distribution
As noted above, distribution is made via email.  Newsletters will be mailed to those members that request them.  Currently there are no members who have requested a hard copy.  If there is a need in the future for hard copy newsletters the first option should be to ID mail them if it is going to someone in State government. We should not be mailing hardcopies to non-members since it adds cost.  If a non-member wants to view the newsletter simply point them to our website.
One last note on distribution, as a courtesy the Regional Vice President and RVP-Elect should be included on the newsletter email.
NOTE:  The chapter historian can print off a copy of the Disclosures newsletter for their purposes directly from the Chapter website.

Deadlines
There is a certain pattern to the monthly cycle and deadlines need to be set to facilitate an even flow to the process.  Ideally, the email announcing the newsletter and the link to our website is sent out in the 1st couple days of the month.  This provides ample notice for luncheon meetings.  

Typically, the deadline is set as the 20th of the month preceding the publication date.  This gives almost 2 weeks to prepare and proof the document.  At the beginning of the year it may be a good idea to send out an email notice with monthly recurring dates to ALL Board members so that the deadlines are on their calendar for the whole year.  Also, each month a couple days after the deadline send out a reminder to the Board and remind ALL that newsletter submissions are due.  This does two things, first it reminds those that forgot and it may elicit an article from a Board member that does not have a regular submission.
Details for the monthly luncheons (or seminars) are the responsibility of the respective Programs or Education Directors. 

Newsletter Layout

Face Sheet
The Table of Contents lists the newsletter sections and the page number of each section.  It is on face sheet of the newsletter.  The month of the issue needs to be added to the top right corner.

President's Letter
The President's letter is the also on the first page (face sheet) of each issue and obviously the President is responsible for preparing a letter for each issue.  This letter must be at least 100 words to count for recognition points.  If the letter can’t fit on page one you can continue it on page 2.  It appears opposite the table of Contents
Calendar
A calendar of events is updated and presented each month.  Minimum items for chapter recognition purposes include information on the next luncheon meeting, the following luncheon meeting, and national AGA events such as the PDC and the Audio, State & Local Conferences. 

As a service to members, the calendar usually includes meetings and seminars sponsored by similar organizations, especially those that are offering CPE.  The Lansing Chapter of the Institute of Internal Auditors usually sets its schedule before the start of the program year and information can be obtained directly from the IIA Lansing Chapter website – http://www.theiia.org/chapters/Lansing - or the website will have contact names from whom you can obtain information.  

The State Association of Accountants, Auditors and Business Administrators (SAAABA) tends to use a rolling schedule under which topics and speakers are identified shortly before each luncheon.

In addition to a listing on the calendar, seminars may warrant an article in the body of the newsletter. Examples of events that might be of interest to members are events sponsored by the AGA Detroit chapter, AGA West Michigan chapter or by the Midwest Intergovernmental Audit Forum (especially for the sessions held in Lansing). This latter group presents seminars every six months that rotate among the six states in its region (contact Stephanie Roach at the OAG for information/details).

Chapter Recognition Report
Another standard feature is a quarterly update on the chapter recognition report submitted to the national office.  This information is prepared by the President-Elect and usually is presented at the previous board meeting.  Because the format is brief, this item can be used as filler material anywhere in the newsletter.

Membership
Whenever the chapter adopts a recruitment campaign (such as free lunches for new members), the newsletter needs to include an appropriate article to advertise the promotion.  Also, every month, the newsletter usually includes a listing prepared by the Membership Director of the new members and their sponsors, with a mention of the total chapter membership. In addition, each month the newsletter also publishes a member anniversary list (names and anniversary date).  Since a newsletter isn’t published during the summer months the June newsletter should publish membership anniversaries that fall in June and July.  The September newsletter should publish membership anniversaries that fall in August and September.  If the July anniversaries weren’t included in the June newsletter, include them with the August and September anniversaries.
Under National's recognition program, the chapter receives credits for news about members such as promotions, degree completions, etc.  This area is a responsibility of the entire board and chapter membership.  

Programs
The Program Director is responsible for preparing a summary of the speaker presentation at the previous monthly meeting.  If there is room this article should be included on the face sheet (page 1)
Awards and Nominations
The arrangements for the annual awards presentation are a collaborative effort of the President, and the Awards and Nominations Director.  Articles regarding request for nomination will be solicited in the newsletter before the event as well as articles on the specifics of time, place, speaker, etc.

The slate of Officers and Directors for the next program year is published a month or two before the awards presentation or the meeting at which the formal election is conducted.  The next newsletter following the Awards Presentations should contain a summary of the event including award winners, the names of the Board for the upcoming year, entertainment, and other pertinent details.

Seminars
The Education Director generally provides information for the newsletter articles on chapter seminars.  Typically, a brief article is included when the event date and location have been set.  A more detailed presentation on speakers and topics with a registration form is then published when the brochure is complete.  Afterwards, an article presents the results of the success of the seminar.

As a service to members, the newsletter includes information on similar seminars by other organizations such as SAAABA, IIA, AGA Detroit chapter, MACPA, etc.  The Communications Director usually compiles this information from various sources.

Community Service
There are usually several activities coordinated by the Community Service Director that generate newsletter articles, including, scholarships, food drives, Capital Area Humane Society (CATA), and Volunteer Income Tax Assistance (VITA).    Generally, each of these activities has an associated article, which acts as advertising prior to the event.  Also, a follow-up article reports on the outcome/accomplishments of the event.  The largest program is VITA, which has solicitations for volunteers in November/December and publication of the training dates in December/January.

Treasurer's Report
A standard feature is a Financial Update, which is basically the Schedule of Net Assets.  In the past, the data has been for the end of the month just ended (e.g., April 30th for the May issue).  Instead, to provide more workable time frames for the Treasurer, the suggested method is to use a one-month time lag.  This approach also allows the data to be approved by the board at the intervening meeting.

Other articles that come under the general responsibility of the Treasurer are publication of the chapter budget after approval by the board.
Board Minutes
In the past, Board minutes were published two months after the fact because Board approval was needed prior to publishing, which could not take place until the next Board meeting.  Now, with the use of email, the Board minutes are prepared by the Secretary and are published, in summary form, in the next newsletter after email approval by the board.  The Secretary maintains minutes in a more detailed format that need to be condensed for newsletter purposes, usually by the Communications Director.

Regardless if the news is hardcopy or emailed, a basic guideline is that the published minutes should include items of interest to the general membership and conversely avoid minutia of administrative activities among Board members.  In particular, the minutes should note the formal motions approved by the Board.  They should specifically avoid disclosure of information that is of a private nature (e.g., the names of folks comprising the Accounts Receivable balance in the Financial Update).

Other Items

The web-based newsletter now makes it feasible to include color pictures from chapter events – community service, luncheons, seminars, etc.  
