Newsletter Procedure
Black Text is policy
Blue Text is explanation / logic

Publication Policy / Schedule Outline

1. The SVAS Newsletter will be published on a bi-monthly (once every other month) basis.

2. Content submission deadlines will be set by and published by the newsletter committee.
3. Total quantity of newsletters to print is number of database recipients + 10 newsletters

3.1. This is flexible for special events etc.
Publication Procedure Flow

1) Preparation by newsletter staff.
a) Editing for content

i) Newsletter staff will work with authors on edits etc..

b) Formatting for publication
c) Internal proofing

2)  Preview of the newsletter will be sent by email to the board & authors
a)  This will begin a 24 Hour Proof period.  Silence is considered consent for “correctness”.
i) This is to add extra eyes to the proofing process for major errors and omissions.  Not intended for suggestions on formatting etc.

3) In response to the preview event, the Secretary will provide, to the Newsletter Staff, the current updated total quantity of newsletter recipients in order to calculate the total quantity of newsletters to print.
4) After the 24-hour proof period, the Newsletter Staff may send the final version of the Newsletter to the printer.
a) In conjunction with submission to the printer the Newsletter Staff will provide the Webmaster and the Secretary with the final version of the newsletter on the same day that it is sent to the printer, provided there were changes.  Otherwise a simple notification that the version, as previewed, was sent to the printer.
i) This allows for publication to the web in a timely manner.

ii) This allows the secretary time to make any last minute additions to the database and generate mailing labels for the newsletter.
5) In response to the submission to printer event the Secretary will generate the mailing labels, or data file for printing labels, and transmit or deliver to the newsletter staff. 
Content

1) The Newsletter Staff will solicit the membership and other sources for articles or permission to print existing works suitable for the SVAS newsletter.
2) Content text and photo submission format and resolution and point of contact for submission shall be set and published by the Newsletter Staff.

a) In the event that an author does not have the ability to submit in the current required format, the Newsletter Staff or designee shall provide assistance in conversion to the correct format.

3) Order of precedence for inclusion in the current issue will be given to material as such:

a) First, official organization business.

b) Second, time sensitive announcements and articles.

c) Third, articles submitted by SVAS members.
d) Fourth, all other articles and informational material

e) Last, ad space.
4) In the event that content cannot be included in the current issue, and it will still be pertinent to print in the next issue, it will be “date stamped” and all over flow material will be given precedence in the next issue in a First-In-First-Out-order.
5) “Overflow” content that IS time sensitive and cannot be run in the current issue will be transmitted to the Secretary or current designee for electronic distribution via electronic addendum “ENEWS”.
