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Policy:  Zapata Zephyr Newsletter & ZHA Website

Purpose:  To establish guidelines for newsletter/website publishing

Definition

The Zapata Zephyr newsletter and website are communication mediums of the ZHA.  Both are published and distributed by the communication committee.  The communication committee chairperson is the editor for content in both the newsletter and website. 

Newsletter

The newsletter is distributed quarterly and publication will be coordinated with official notices four times a year, somewhat equally distributed to keep mailing costs low, e.g., it could be sent out in July with the annual meeting notice, October with the proposed budget notice, January with the notices of dues, and April.  All committee chairpersons will submit the most recent minutes from their committee meetings, which are held quarterly, for publication.  

Publishing Procedure - Newsletter

· Committee chairpersons or their representative must submit all data collected or written to the communications’ chairperson no later than one week prior to publication.

· The editor will review the content of articles and photos for accuracy. The editor has the right to exclude content that is not accurate or appropriate.

· Photos of individuals will not be published in the Zapata Zephyr, if taken on the subdivision, without a person’s permission. However, if in a group of two or more, no such permission is required.

· Articles should not be longer than 800 words and written in the selected newsletter format.

· The newsletter is approved by the editor, posted on the ZHA website and mailed to the membership by the administrator.

Website

The website is the primary repository for information pertaining to the governance of the Association, including covenants, by-laws, and policies. The newsletter and updates between publications will be posted on the website, which contains current ZHA news and official notices pertinent to the ZHA and the Zapata Subdivision. Board minutes, news articles, announcements, meetings’ calendar, photos from members, biographical information and contact information can be found on the website. 

Publishing Procedure - Website

· The editor will review the content of articles and photos for accuracy. The editor has the right to exclude content that is not accurate or appropriate.

· Photos of individuals will not be posted to the website if taken on the subdivision, without a person’s permission.  However, if in a group of two or more, no such permission is required.

· Limit length when preparing information for the web, the word count should not be longer than 400 words;

· Write short sentences and provide one idea per paragraph;

· When logical, use lists instead of paragraphs;

· In longer articles, use sub-headings;

· Incorporate hyperlinks to other resources on our website or other websites.

Board Approved Date:
April 15, 2011

Board Chairman:

Jack Zeman

                                               (printed name)

                                                _______________________________

                                                (see original document signature

Membership Notified Date: April 15, 2011 by Website and Board Minutes


Board Rescinded Date:
____________________________

Board Chairman:

____________________________

(printed name)





____________________________






(signature)

Membership Notified Date:
_________________________ by
_______________________

Page 1 of 2

