SWE Baltimore – Washington

External Communications Secretary

Committees and Responsibilities


Community Relations

The Baltimore-Washington Section's community relations program fosters networking with women engineering professionals in an informal and relaxed setting. Specific activities include PBS pledge drives, Toys for Tots campaign, canned goods drive, women’s shelter collection, etc.  Collection drop off points should be available at Section meetings and activities.  Whenever possible, activities should be scheduled in both Maryland and Virginia.  A minimum of three community outreach activities should be planned.

Retreat
Compile list of community outreach activities

Monthly (Aug – May)
Organize the next monthly community outreach event (date, location, directions, deadlines, etc.)

Submit announcement for the next community outreach event to the newsletter editor by newsletter deadline, and send e-mail to the electronic communications chair to distribute to general membership.  Send same information to the webmaster for inclusion on the web page.

Monthly (Sep – June)
Prior to the community outreach event



Collect RSVPs (note members, guests, students)



Verify details with outreach group



If you cannot attend, designate someone to be the outreach leader at the event

Day of the event



Sign in attendees; act as outreach leader for the organization

After the event


Submit article regarding the event to the newsletter editor by the newsletter deadline

**
Each month the Community Outreach Chair is responsible for preparing a status of the committee’s activities for the past month even if the committee has been inactive.  This status report should be received by the Professional Development VP at least a week prior to the monthly executive council meeting.  The committee chair is encouraged to attend the executive council meetings when that committee is especially busy and needs input from the council.

***
Be sure to send any expense receipts to the Treasurer in a timely fashion.  All receipts should be submitted to the Treasurer by June 1.  When submitting receipts, be sure to fill out an Expense Reimbursement Form and include the Expense Line Item Name.

****
Be sure to have sign in sheet or know volunteers and committee members so they can be recognized at the end of the year June meeting.  Send volunteer list to the President.

Corporate Relations

The Baltimore-Washington Section continually works to establish and maintain partnerships with local corporations.  Support by local corporations allows our Section to provide mentoring and guidance to young women as well as our student and professional members.  This support is not only financial, but in-kind support.

Retreat
Identify fund raising goals for the year


Compile list of local corporations and points of contact

Monthly
Contact/solicit local corporations regarding support for our Section 



Donations for Section activities (scholarships, career guidance, monthly meetings, etc)



In-Kind donations (meeting space, speakers, printing and/or postage, special events)



Newsletter advertising



Employee membership

As Needed
On-site presentation of SWE to corporations

**
Each month the Corporate Relations Committee Chair is responsible for preparing a status of the committee’s activities for the past month even if the committee has been inactive.  This status report should be received by the Treasurer prior to the monthly executive council meeting.  The committee chair is encouraged to attend the executive council meetings when that committee is especially busy and needs input from the council.

***
Be sure to send any expense receipts to the Treasurer in a timely fashion.  All receipts should be submitted to the Treasurer by June 1.  When submitting receipts, be sure to fill out an Expense Reimbursement Form and include the Expense Line Item Name.

****
Be sure to have sign in sheet or know volunteers and committee members so they can be recognized at the end of the year June meeting.  Send volunteer list to the President.

Public Relations

The Public Relations Committee is responsible for providing external publicity to advance the Society’s objectives and Section goals.  

Monthly

Send Section meeting and activity announcements to other Societies, newspapers, and publications

As Needed
Send news accounts of Section and individual awards presented to members to other Societies, newspapers, and publications

Send news accounts of Section activities to SWE: The Magazine of the Society of Women Engineers and other publications as requested by the Executive Committee.

**
Each month the Public Relations Committee Chair is responsible for preparing a status of the committee’s activities for the past month even if the committee has been inactive.  This status report should be received by the External Communications Secretary prior to the monthly executive council meeting.  The committee chair is encouraged to attend the executive council meetings when that committee is especially busy and needs input from the council.

***
Be sure to send any expense receipts to the Treasurer in a timely fashion.  All receipts should be submitted to the Treasurer by June 1.  When submitting receipts, be sure to fill out an Expense Reimbursement Form and include the Expense Line Item Name.

****
Be sure to have sign in sheet or know volunteers and committee members so they can be recognized at the end of the year June meeting.  Send volunteer list to the President.

Website

The Baltimore Washington Section maintains a website.  The address is www.swe-bws.org.  The purpose of the website is to provide Section members with announcements regarding upcoming meetings, events and activities.  It also provides non-members with information regarding the goals of the Section, our organizational structure, points of contact, and membership.  Information regarding National and Regional activities as well as the activities of related societies in the Baltimore Washington area is also posted.

Retreat
Archive obsolete Section, Region E and National information

Update the Section goals, organizational structure, points of contact (officer and committee chairs)


Post the Executive Council meeting dates, location, and directions


Post the September membership meeting information

Monthly
Post the membership meeting information

Post the next Executive Council meeting announcement

Post the newsletter (on-line and downloadable formats)

Send the URL for the newsletter to the e-mail distribution chair

Archive old announcements

As Needed
Post Section activity/event announcements 

Post Section ‘call for volunteer’ announcements 

Post Region and National announcements

Post announcements for other societies as approved by President or External Communications Secretary

**
Each month the Website Chair is responsible for preparing a status of the committee’s activities for the past month even if the committee has been inactive.  This status report should be received by the External Communications Secretary prior to the monthly executive council meeting.  The committee chair is encouraged to attend all the executive council meetings.

***
Be sure to send any expense receipts to the Treasurer in a timely fashion.  All receipts should be submitted to the Treasurer by June 1.  When submitting receipts, be sure to fill out an Expense Reimbursement Form and include the Expense Line Item Name.

****
Be sure to have sign in sheet or know volunteers and committee members so they can be recognized at the end of the year June meeting.  Send volunteer list to the President.
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