SWE Baltimore – Washington

Internal Communications Secretary 

Committees and Responsibilities


Archives

The Baltimore-Washington Section keeps an archive.  Included in the archive are monthly newsletters, articles and newspaper clippings about SWE or a Section member, event photos, meeting minutes, Section reports, annual reports, etc.  This archive is maintained by a Section member and is periodically reviewed for articles of interest and facts about SWE and the Section for use in the monthly newsletter or at meetings.

July
Receive and catalog meeting minutes, newsletters, year-end and financial reports, etc from the previous fiscal year

Monthly
Receive and catalog new items that are submitted to the archive

Submit an article, paper, or “little known fact” for inclusion in the monthly newsletter

**
Each month the Archives 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 Internal 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.






E-Mail Distribution

The Baltimore Washington Section maintains a member e-mail list and an Executive Committee (EC) e-mail list.  The purpose of the member e-mail list is to provide Section members with announcements regarding upcoming meetings, events and activities.  Updates to the membership list should be made at least twice a year.  The purpose of the EC e-mail list is to provide the EC with information regarding EC meetings, electronic voting (when required) and deadline reminders.  The guidelines for e-mail are posted on the website and periodically listed in the newsletter.  Members and those interested in learning more about our Section can send e-mail to bws-info@swe.org. 

Retreat
Send the planning retreat announcement to the membership e-mail listing


Update the EC e-mail list

Weekly
Send Section meeting/event/activity announcements to the membership e-mail list

Send Region and National announcements to the membership e-mail list

Monthly
Send the newsletter link announcement to the membership e-mail list

Maintain the membership e-mail list


Receive updates from the membership committee


Send updates from subscribers to the membership committee

January
Coordinate with the membership committee and compile a list of subscribers that are to be removed, based on membership status.  Send these members an e-mail regarding their status and how their membership can be renewed.  (The membership committee will send formal written notification as well.)

As Needed
Send other organization/community announcements to the membership e-mail list

Send Section ‘call for volunteer’ announcements to the membership e-mail list

Maintain the membership e-mail list

**
Each month the E-mail Distribution 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 Internal 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.






Membership

The Membership Committee is responsible for maintaining the contact information for current, potential and corporate members.

Monthly
Update the membership database



Send new member e-mail addresses to the E-mail Distribution Chair



Send member e-mail address updates to the E-mail Distribution Chair



Send new member contact information to the NMI subcommittee Chair



Update ‘flag’ to indicate those members that only receive the newsletter via e-mail

November
Send letters to members whose membership has expired

January
Compile and publish a Section membership directory


Send the membership directory to current professional and corporate members


Compile and send list of unpaid members to the e-mail distribution chair

As Needed
Send Section information packet, including membership application, to potential members

**
Each month the Membership 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 Internal 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.

Member Recruiting

The Member Recruiting Subcommittee is responsible for increasing the section membership, and encouraging non-members to join through various member recruiting activities.

Retreat
Propose a member recruiting drive to be discussed and agreed upon by the EC at the retreat

Monthly
Provide SWE-BWS membership information packets to all non-members who attend BWS membership meetings and activities.  Packet should include membership application, BWS informational packet, a calendar of upcoming events and any other printed material deemed appropriate


Contact non-member attendees of all BWS membership meetings via either email or phone within one week of the activity to personally invite the non-member to become a member, and to answer any questions they might have.

Annually
Lead a member recruiting drive as agreed upon at the Retreat

As Needed
Interact with the Member Involvement Subcommittee and the Membership Committee to inform them of new members, confirm that new memberships are reflected in the member list received from National, and to have interested non-members added to our distribution lists for the appointed trial time frame.

**
Each month the Member Recruiting Subcommittee is responsible for preparing a status of the subcommittee’s activities for the past month even if the committee has been inactive.  This status report should be incorporated into the Membership Committee report and received by the External Communications Secretary prior to the monthly executive council meeting.  The subcommittee 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.

Member Involvement

The Member Involvement Subcommittee is responsible for welcoming new members into the section and encouraging members to become active on various committees.

Retreat
Propose two member involvement lunches (one in the fall; one in the spring)

September
Send personal invitations to new members (from February – August) to attend the lunch


Request attendance at the lunch by several officer and committee members

October
Hold lunch


Send committee interest forms to appropriate contacts

November
Submit member spotlight articles to the newsletter


Send the membership directory to current professional and corporate members


Compile and send list of unpaid members to the e-mail distribution chair

February
Send personal invitations to new members (from September - January) to attend the lunch


Request attendance at the lunch by several officer and committee members

March
Hold lunch


Send committee interest forms to appropriate contacts

April
Submit member spotlight articles to the newsletter

As Needed
Interact with the Member Recruiting Subcommittee and the Membership Committee to inform them of new members, confirm that new memberships are reflected in the member list received from National, and to have interested non-members added to our distribution lists for the appointed trial time frame.

**
Each month the Member Involvement Subcommittee 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 incorporated into the Membership Committee report and received by the External Communications Secretary prior to the monthly executive council meeting.  The subcommittee 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.

Mailing Coordinator

The mailing coordinator is responsible for distributing the monthly newsletter to the Section.

Monthly
Print and send mailing labels of members to the Newsletter Printer on the 2nd to last Monday of the month (to be received by printer no later than the 20th of the month (August 20 – May 20)



Labels should be printed only for those receiving hardcopy newsletters

Labels should also be printed for the archives committee chair and the President, as additional hardcopies are sent to those members

September 5
Print and send mailing labels of new members (from February – August) to the New Member Involvement subcommittee

February 5
Print and send mailing labels of new members (from September - January) to the New Member Involvement Subcommittee

April 20
Print and send labels of members in good standing to the Nominating Committee



Paid members only; do not include Student members



Include membership number on label

As Needed
Print and send mailing labels for members to appropriate committee

Send additional copies of the newsletter to the Section President

**
Each month the Mailing Coordinator 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 Internal 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.

Newsletter

The Baltimore Washington Section publishes a newsletter to its members (professional and corporate) each month, from September through June.  The newsletter provides Section members with announcements regarding upcoming meetings, events and activities.  Information regarding Region E and National activities and events is also published.  The deadline for submissions to the newsletter is the 1st of the month, from August through May.  (The deadline for the September newsletter August 1st.)

Monthly (1st)
Receive monthly articles from officers and committees



Calendar of Events



From the President’s Desk…



Monthly Membership Meeting (meeting announcement and speaker info)



From the Archives…



Social event article



Receive announcements for Region E and National activities/events (as available)



Non-BWS activities

Receive announcements for other Section activities/events from officers and committees

Update the points of contact information

Monthly (10th)
Complete the newsletter


Submit the newsletter to the Internal Communications Secretary and President (or designated member) for ‘proof reading’

Monthly (15th – 20th)
Complete any revisions to the newsletter

Provide the newsletter to printer

The printer should complete the newsletter printing and mail it to the membership by the 25th of the month

As Needed
Solicit articles/papers from Section members


Solicit personal announcements from members (new job, wedding, birth, etc.)

· Although not responsible for soliciting for advertisements, the Newsletter Committee is responsible for publishing the advertising rates and any advertisements that are requested.  If advertisers contact the newsletter committee directly, all of the pertinent information should be recorded and then copied to the Corporate Relations committee and Treasurer.

POCS @ Minuteman

sandyrada@yahoo.com 

mmpcatonsville@cavtel.net
**
Each month the Newsletter 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 Internal 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.

Tellers

The Tellers Committee is responsible for receiving and tabulating the ballots for Section elections and bylaw changes.  The tellers committee consists of at least two (2) members of the Section, in good standing.  All members of the committee must be present when tabulating the votes of an election.

May
Receive election ballots from Section members, postmarked by the 15th
Tabulate the votes of the election

Verify a valid ballot (envelope sealed with membership number and signature)

Tally the vote for each office


Announce results of the election at the June membership meeting

As Needed



Receive bylaw change ballots from Section members, postmarked by specified date

Tabulate the votes

Verify a valid ballot (envelope sealed with membership number and signature)

Tally the votes for and against


Announce results of the election at the next Executive Council or official membership meeting


Send article to e-mail coordinator and newsletter editor with the results of the vote


**
Each month the Tellers 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 Internal 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.
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