



Cabarrus Quilters Guild – Job Description Newsletter Editor
Term:  Minimum of one year
Purpose: The Newsletter Editor is responsible for preparing and editing the newsletter, with the following qualifications:  No copyrighted material will be used without the specific permission of the owner of the copyright.  All the material is included at the discretion of the Editor.  The Editor may correct grammar or improve on sentence structure in contributed articles. Any other changes, deletions or additions are to be done with the permission of the author of the article.
· Work within the annual budget
· Establish deadlines for newsletter articles
· Solicit articles from committee chairs on past month and upcoming events (President, Membership, Raffle Quilt, New Members, Quilt Show, Activities, Programs, etc.)
· Seek other quilting-related information that would be of interest to guild members (Quilt Shows, Shop Hops, Retreats, etc)
· Submit a copy of the newsletter to the Web Administrator to post on the website and email a copy to the membership.  Mail a copy of the Newsletter to the members without email (for an additional fee)
· Send a copy of the newsletter to the Guild Secretary to post on Google Drive
· Solicit ads for the newsletter and prepare a list of advertisers for the newsletter
· Submit a budget to the Treasurer for the upcoming year in November which is approved by the board
· The newsletter should be sent the first week of the month
· Complete an expense reimbursement form within 30 day of incurred expense, give completed form to Treasurer for reimbursement
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