ASQ Middle Tennessee Section 1118

Publicity Chair

Responsibilities Specific to Section 1118:

· Distribute The Paradigm Newsletter eVersion
· Promptly after ASQ updates database Sep. through May to email members

· Purchase eStamps from Bondware, as necessary

· Distribute Postcards in August, November, February, and May to non-email members

· Monthly speakers and tours:

· Advertise monthly speakers & tours in Tennessean newspaper

· Inform ASQ headquarters of monthly speakers and tours

· Publish monthly speakers & attendees

· ASQ Section 1118’s digital camera:

· Maintain camera for section

· Take photos during meetings/tours

· Take photo of attendance sheet at meetings/tours

Instructions:

1. Enter Bondware administration site going to asq-middletn.org, selecting Leadership and Admin Login and by entering username and password (both are case sensitive)
2. Create and upload membership email address list by following instructions in 3 Creating Mailing Lists and 4 Uploading eMail List

3. Distribute The Paradigm Newsletter after email list is updated by Membership Chair by following instructions in 5 Mailing a Newsletter

4. Create membership USPS address list by following instructions in 3 Creating Mailing Lists

5. Distribute Postcards by following Postcard Publishing SOP in job instructions
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