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Appointed Positions- Duties/Responsibilities

Procedure # 3.4

Newsletter Editor





Original Date: 2/1/2006








Revision Date:

Section III: Appointed Positions

Newsletter Editor

1. Term of appointment is one year.

2. Duties/Responsibilities

A. Coordinate with the Executive Committee to create the San Jose District California Physical Therapy Association Newsletter Thereafter referred to as the “District Newsletter”).

B. Contact interested advertisers and gather the text/graphics they wish to present in the District Newsletter.

C. Ensure Treasurer receives information for all advertisers for invoicing and receipts.

D. Create the newsletter.

E. Send request to Chapter Office for address labels or database as indicated.

F. Have the newsletter reproduced/mailed in the amount equal to the number of anticipated mail recipients.  A bulk mail service may be used for duplicating/mailing.
G. Send one copy of the newsletter to each advertiser in that issue, electronically preferred, but in the mail if necessary.
H. Send the newsletter in an appropriate electronic format to the website manager for on-line archiving.

I. Send advertisement information for physical therapist and/or physical therapist assistant work opportunities to the website manager for on-line posting.
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