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WESTERN DISTRICT WesternITE Managing Editor Duties

Roles and Responsibilities

The WesternITE Managing Editor is responsible for overseeing all aspects of publishing the District’s
official newsletters. The printed WesternITE newsletter is currently a 16 or 20-page technical and member
newsletter published twice a year (Fall and Spring). It generally includes technical articles,
announcements, section reports, International Director’s reports, meeting announcements and minutes,
positions available advertising, and a professional services directory. In addition, the District distributes
an electronic newsletter, also known as the Enews, typically once a month.

The major duties of the Managing Editor are outlined below.
Communications Oversight Committee Coordination

Coordinate with the Western District Communications Oversight Committee and the District Board to
project the desired image of the Western District. The Western District Communications Oversight
Committee consists of the Webmaster, the WesternITE Managing Editor, Public Relations Committee
Chair, International Director (typically the mid-term Director), and a District Officer (typically the
President). The District Officer will chair the Website Committee.

Editing Responsibilities for Printed Newsletters

The Managing Editor works to solicit, review, and edit technical articles for publication in WesternITE. The
Managing Editor edits the content of all articles, announcements, and reports printed in WesternITE to
ensure veracity of content and language. The Managing Editor reserves the right to edit or reject any
submission as s/he sees fit to maintain the integrity of WesternITE. If necessary, the Managing Editor will
work with an author to make appropriate changes to submitted articles prior to acceptance for
publication.

Publishing Process for Printed Newsletters

The current duties of the Managing Editor include article review and selection, assembling other
electronic files (section reports, announcements, positions available, changes in Products and Services
Directory). Once content for the newsletter is final, the Managing Editor prepares the layout (using
InDesign or similar desktop publishing software), incorporates graphics, and produces a draft for review.
The Managing Editor sends the draft to the District President for review, addresses any comments, and
produces a camera-ready original. Once a camera-ready original of WesternITE is produced, the Managing
Editor is responsible for coordinating production, printing, and mailing with the printer. Western District
mailing lists are available from ITE Headquarters and are requested for each issue to ensure that the lists
are up to date. Members, Fellows, and Honorary Members are currently sent WesternITE; student
members and any members who opted to “Go Green” do not receive the WesternITE
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Enews Responsiblities

The Managing Editor works to produce, solicit, review, and edit articles for distribution through the
District’s Enews. The Managing Editor edits the content of all articles, announcements, and reports to
ensure veracity of content and language. The Managing Editor reserves the right to edit or reject any
submission as s/he sees fit to maintain the integrity of the Enews. The Managing Editor should coordinate
with the Advertising Manager who will provide information and digital files for the Enews sponsors. In
addition, the Enews should contain summarized announcements, updates, articles, etc. with links to the
full information on the website to encourage website traffic. As such, the content of the Enews should be
coordinated with the Webmaster to ensure that content is posted in a timely manner on the website. The
Enews is typically distributed once a month near the end of the month.

Financial Responsibilities

The Western District Secretary-Treasurer is responsible for maintaining the accounting records associated
with WesternITE. The Managing Editor sets up accounts with frequently used vendors, such as print and
bulk mail providers. The Managing Editor must coordinate with the Secretary-Treasurer to process
payment for any invoices including replenishing the available balance in the District’s Constant Contact
account in August of each year. Other charges incurred are reimbursable with a copy of receipts upon
request to the Secretary-Treasurer. The District’s accounting system is set up with codes. The following
codes should be used for expenses associated with WesternITE.

= Printing - 801

=  Postage and mailing - 802

= Office supplies/expenses — 803

=  Web Internet Access (for Constant Contact) - 808

All receipts for reimbursement are coded before forwarding to the Secretary-Treasurer. If additional codes
are needed, the Managing Editor can make a request to the Secretary-Treasurer to add new codes.

WesternITE Awards

Each year the Western District presents an award to the section scribe who provides the best section
reports. The Wisest and Windiest Scribe award is presented to the section scribe who makes the most
regular contribution of section reports, written with good style, and providing news of interest to the
section and the District. This award is selected by the Managing Editor for each calendar year and
presented at the Annual Meeting

ITE HQ Awards Competition

Check the ITE HQ website at the beginning of February to get details regarding the District/Section
Communications Award. The Managing Editor assists the Public Relations Chair in completing the
necessary application and paper work for the competition. The Public Relations Chair is responsible
for submitting the application.

Participation at District Board Meetings

The WesternITE Managing Editor is required to attend the Mid-Year Board Meeting and the Annual
Board Meeting. The Managing Editor is responsible for presenting a report to the Board on the
activities associated with WesternITE, including awards, anticipated changes in costs, and other
relevant information. The report is provided to the President in advance of the meeting for inclusion
in the handout materials
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Coordination with the WesternITE Advertising Manager and Webmaster

The Managing Editor is responsible for coordinating with the Advertising Manager and Webmaster
for content inclusion in the ENews and WesternITE to ensure consistency across all media. The roles
and responsibilities of the Advertising Manager and Webmaster should be reviewed to ensure clarity
regarding which duties are delegated to each position.

Revised by Doug Smith, 6/4/08; Revised by Jenny Grote, 8/21/09; Revised by CL/JP 4/18/16;
Revised by MS 6/18/17; Revised during Communications Workshop 01/25/18
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