Newsletter Committee
Purpose
The Newsletter Committee is responsible for developing, publishing, and distributing the organization’s newsletter(s). It ensures that content is accurate, engaging, timely, and aligned with the Board’s strategic priorities. The committee acts as a bridge between leadership and members by highlighting programs, events, and organizational achievements.  In short, the Newsletter Committee ensures consistent, high-quality communication between the organization and its members/stakeholders, while the Board of Directors provides oversight, approves resources, and ensures alignment with the organization’s mission and strategic plan.
Roles
· Committee Chair (Board Liaison or appointed member)
· Oversees the creation and distribution of the newsletter.
· Ensures content reflects the mission, values, and goals of the organization.
· Reports committee activities and outcomes to the Board.
· Committee Members
· Collect, write, and edit articles, announcements, and features.
· Source content from other committees (Membership, Education, Sponsorship, Program).
· Support layout, design, proofreading, and distribution.
· Board of Directors
· Provides guidance on communication standards and branding.
· Approves newsletter policies, frequency, and budget (if applicable).
· Uses the newsletter as a tool to inform and engage members/stakeholders.
Responsibilities
1. Content Development
· Identify topics of interest (member achievements, program highlights, event recaps, industry updates).
· Collect articles, interviews, and stories from members, committees, or partners.
· Ensure content supports the strategic messaging of the Board.
2. Editing & Quality Control
· Review submissions for accuracy, readability, and professionalism.
· Maintain consistent branding, tone, and style across issues.
· Ensure compliance with copyright, privacy, and editorial policies.
3. Design & Distribution
· Format newsletters for print and/or digital platforms.
· Manage publication schedule (monthly, quarterly, or as determined by the Board).
· Distribute to members, stakeholders, and partners via email, website, or mail.

4. Collaboration with Other Committees
· Coordinate with Membership Committee to feature new members or renewals.
· Partner with Education Committee to promote training opportunities.
· Highlight Sponsorship Committee acknowledgments.
· Promote Program Committee events and achievements.
5. Engagement & Feedback
· Encourage members to contribute content or feedback.
· Track readership, open rates, or distribution metrics (if digital; collaborate with the webmaster).
· Recommend improvements based on engagement data.
6. Reporting & Accountability
· Provide regular updates to the Board on newsletter activities and outcomes.
· Present an annual report covering issues published, readership impact, and member engagement.
· Recommend changes in format, frequency, or distribution methods.
Newsletter Committee Workload Calendar
January – February
· Hours: Chair 5–6 hrs | Members 3–4 hrs
· Focus: Q1 issue planning & content gathering.
· Activities:
· Collect content from committees (Membership, Education, Sponsorship, Program, Planning).
· Draft articles and design layout.
· Submit newsletter to Chair/Board liaison for review.
· Publish Q1 issue by end of February.
March – April
· Hours: Chair 4–5 hrs | Members 2–3 hrs
· Focus: Light cycle (promotion + feedback).
· Activities:
· Distribute newsletter highlights through social media or email snippets.
· Collect reader feedback and track engagement (collaborate with the webmaster).
· Begin early content collection for Q2.
May – June
· Hours: Chair 5–6 hrs | Members 3–4 hrs
· Focus: Q2 issue development.
· Activities:
· Collect articles on spring programs, member achievements, upcoming events.
· Design, edit, and finalize newsletter.
· Publish Q2 issue by end of June.


July – August
· Hours: Chair 4–5 hrs | Members 2–3 hrs
· Focus: Engagement & prep for fall programs.
· Activities:
· Spotlight sponsors, speakers, and fall conferences.
· Push newsletter content through additional communication channels.
· Begin drafting Q3 issue content.
September – October
· Hours: Chair 5–6 hrs | Members 3–4 hrs
· Focus: Q3 issue development.
· Activities:
· Collect stories from summer programs and fall preview.
· Highlight strategic updates from the Board.
· Design, finalize, and publish newsletter by end of October.
November – December
· Hours: Chair 5–7 hrs | Members 3–4 hrs
· Focus: Q4/year-end issue & reporting.
· Activities:
· Collect year-in-review highlights, sponsor acknowledgments, member spotlights.
· Publish Q4/annual wrap-up issue by mid-December.
· Provide annual report to Board on newsletter reach and engagement.
· Begin planning editorial calendar for next year.
Summary of Time Flow
· Heavy months (content & publishing): Jan–Feb, May–Jun, Sep–Oct, Nov–Dec (~3–4 hrs/member, 5–7 hrs/chair).
· Lighter months (promotion/feedback): Mar–Apr, Jul–Aug (~2–3 hrs/member, 4–5 hrs/chair).
· Board Alignment: Each issue includes highlights from committees, ensuring consistent communication between leadership and members.
**This cycle keeps the Newsletter Committee’s work steady but predictable, with clear peaks during publishing months and lighter duties in between.
IRWA Chapter 22’s email address is . . .

IRWAGA22@gmail.com

All documents are kept in a centralized repository to keep all files in one place for current and future board members to access.


