Editor -- Indiana District Good News
July 2008                                                Section 4 B    
Bylaws:
Article VIII Section 1 -  
The Editor of the Indiana District Good News shall be appointed by the LWML Executive Committee 
A. serve a term of four (4) years, or until a successor is appointed; and be eligible for reappointment;
B. be a voting member of the LWML Board of Directors.

Section 5 - The Editor of the Indiana District Good News shall:
A. be a member of the Editorial Staff; (See Article XV, Section 1);
B. solicit and gather stories and information, including district, zone and society news, reports of officers and committees, and inspirational human-interest stories; and progress of current mission grants:
C. make final selection on content of publication;
D. edit all copy;

E. prepare publication for printing;

F. present a report to each meeting of the district LWML Board of Directors and district LWML convention; keep notes and operational material pertinent to the responsibilities of the office and forward to the successor of this office within thirty (30) days.
G. maintain officer guidelines

Standing Rules:
  1.  The mileage allowance shall be $0.30 per mile, effective 4/01/01 (2/23/02)
  6.  Expenses shall be paid for an authorized meeting of the Vice-President -- Conventions and

       Communications, the Good News Editor, the Public Relations Director, the Circulation

       Manager, and the Webservant at the beginning of the biennium to review the overall picture

       of the district publications. (10/13/90) (7/25/08) (7/30/10)
  9.  The district shall pay lodging for district LWML Board of Directors and committee members
       on the basis of four (4) per room for all authorized meetings. (10/25/86)
14.  Elected and appointed officers of the Indiana District LWML may submit vouchers for the

       registration fee to attend the LWML convention.  (2/27/10)

Meetings:
A. Attend Board of Directors meetings.

B. Prepare report and send to the recording secretary in advance of the meeting, as instructed.

C. Attend meetings of the Editorial Staff.

Conventions:
A. Obtain pictures of the convention for use in the Indiana District Good News.

B. Coordinate the advance publicity in the Indiana District Good News with the convention committee, Executive Committee, and SRD committees.

C. Prepare a report for the convention manual.

D. Prepare an oral report to the convention body of the Editor’s work during the biennium if requested to do so.
Publication — Indiana District Good News:

A. Prepare the Good News 

1. Send e-mail reminder notices to officers and appointed officers of the publication deadline for Good News one month prior to the editor’s deadline.  Indicate themes provided by national LWML Quarterly. 
2. Deadlines

	Deadlines
	Winter
	Spring
	Summer
	Fall

	SRD Committee Chairmen to receive articles from Committee Members
	December 10
	March 10
	June 10
	September 10

	Deadline for VP SRD, President, Counselor and Editor to receive articles 
	December 15
	March 15
	June 15
	September 15

	Final Deadline for Editor
	December 25
	March 25
	June 25
	September 25

	Publish/Print
	January 10
	April 10
	July 10
	October 10


3. Edit copy (limit 12 pages), except for issue prior to convention (limit 16 pages).
4. Write headlines and captions for photos.

5. Design and prepare layout for issue using Microsoft Publisher or a similar software
6. Ensure all articles have been approved by the appropriate VP (SRD, Conventions, Mission Grants), district president and counselor. 
7. Work closely with the Roster Coordinator to obtain and coordinate mailing lists (e-mail/USPS).
8. E-mail a “test copy” to the district president,  VP Conventions and Communications, and a person appointed by the president. 
B. E-mail copies of the Indiana District Good News to other district editors, district presidents, district public relations officers, LWML officers and committee chairman, LCMS offices and officers, Indiana District LCMS Office, all churches in the Indiana district, and all Indiana individuals for whom there is an e-mail address.
C. Prepare and mail hard copies of Good News to churches that do not receive e-mail and individuals who request a hard copy by mail. Six sheets can be folded in half, sealed on three sides and mailed using one first class stamp.
.
Publication — SRD Express:

A. Prepare SRD Express
1.  Receive copy ready SRD articles from SRD Committee Chairmen/VP-SRD.
2.  Place headings on committee sections and add clip art as appropriate.
B. Ensure all articles have been approved by the VP-SRD, district president and counselor.
C. Send a final draft to VP-SRD and district president for approval prior to distribution.
D. E-mail a “test copy” to the district president, VP-SRD, and a person appointed by the president prior to distribution.
E. Use the same process for e-mail and mailing lists used for the distribution of Good News.
F. SRD Express will be published twice a year, in fall (November) and spring (April).
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