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CMRTA PROCEDURES

Revenews Editor

1) General Information

a) Frequency:
i) The newsletter is to be published bi-annually at the following approximate times. 
(1) March (Winter or Spring Issue)
(2) September (Fall Issue published 3-6 weeks prior to the annual conference)
b) Distribution
i) Each issue will be published electronically in PDF format and made available:
(1) Online at the CMRTA website
(2) Distributed as an attachment via the CMRTA list-serv
ii) Copies of the Fall issue will be made and brought by the Revenews Editor to the annual conference for distribution. 
(1) Copies are done in black/white, unless the state board approves the additional cost for color copies. 
(2) If the Revenews Editor is unable attend or bring the publications to the conference, arrangements will be made with another member who can deliver the copies to the State 2nd VP.
2) Content
a) The purpose of the Revenews is to:
i) Promote CMRTA and inform members on pertinent news, topics, and events.
b) The State President will publish an article or letter in each issue to communicate with membership.
c) Each Division should provide the editor information related to their quarterly meetings and present officers.
d) Other State officers will assist with written articles as needed.
e) Any member of CMRTA can submit an article to the Revenews editor.
3) Publication and Methodology
a) The editor will communicate with state and division officers to gather written material 45 or more days before the next issue with submittal of article to be at least 15 days before publication.
b) The editor will compile the articles and edit for content, punctuation, and appearance.
c) Contact information for the Revenews editor will be on the back page of each issue.
d) The software used for preparing the newsletter is Microsoft Publisher. This is presently the most universally used software for newsletter publications. The editor may propose an upgrade or a change in software to the state board with an explanation of the need.
4) Miscellaneous
a) The Revenews editor will attend state board meetings twice a year to receive feedback from board members and convey any concerns the editor has.
b) Upon a change in editors, the outgoing editor will be available to the new editor to ensure a smooth transition.
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