COMMUNICATION COMMITTEE DUTIES
General Duties:  

The Committee creates a newsletter, media materials (ads and press releases), yearly event flyer and manages the MG website. 

NOTE: ALL materials created by the Committee are reviewed by Extension personnel prior to release. With only 2 exceptions (see January duties) Extension does the actual release or transmittal to the media. You will prepare materials but with only the 2 exceptions will NEVER send the material out to the media. This is because the Extension Office must be kept in the loop as to what goes out with their name on it and their name is to appear in emails as the contact office should the recipient have a question.

Regular Monthly Duties: 
a. MONTHLY SUBMITTALS TO EXTENSION

The 15th of each month – Submit items to Extension via email for the Extension month (example send on Sep 15th the items that have release dates in Oct). Monthly routine submittals are the upcoming ads, Press Releases and a notification about the upcoming draft website homepage ready for review. Newsletter is electronically due to Extension by 3rd week of the month.

Extension transmits the ads and PRs on the day indicated by the file name. The person who created the homepage brings it up on the first of the month each month after getting an email from Extension approving the proposed page.  Extension posts the approved newsletter on the AgriLife website. 

b. WEB SITE MAINTENANCE:

In 2010 the people trained on the website were: Com Chair, Elayne Arne, Susan Thompson, Richard Snyder and Janelle Jensen. The group took turns through the year creating home pages. In addition some people had on-going responsibilities for keeping certain other pages of the site up to date. That is…

Elayne – Upload articles and newsletters to site each month

Janelle – Load the site calendar each month and for several months out.

Susan – Maintain the links page “Internet Resources”. Check for broken links

periodically and fix them.

There is support to the website from Texas A&M. In 2010, the A&M tech contacts were Diann Mitchell and Loretta Cortez (See Website Com files).

Timeline Duties :

(Things that come up in addition to the monthly routine)

October – attend BOD budget meetings and submit nExtension years’ Communication budget.

November 

a.  If there will be an HGT, send notice (via email from Extension) to American Profile (see Com files for example). Note that Southern Living eliminated their calendar during 2010, so there is no longer a submittal to Southern Living starting in 2011.

b.  Email a schedule of monthly homepage assignments to website team members for the coming year (see website Com file for example). 

December/January 

a.  After Education Com completes its programming for the new year, prepare Full sheet yearly event flyer and its companion yearly half sheet flyer (see digital Com files for previous examples). Have the flyers reviewed and approved by Extension. Submit completed flyers electronically to Extension initially and send a corrected flyer to Extension if the flyer changes through the year.

b. Add the completed flyer to the website page with that purpose and also send it to whoever is loading the website calendar.

c. Using the completed flyer events and dates, create a Communications Transmittal Schedule (see Com files) for at least the first 2 months of the year. Provide a hard copy of the schedule to Extension and add to the schedule as the year passes, providing copies to Extension. 

d. Submit completed yearly event flyer via emails sent by Extension to “Texas Gardener Seeds” and to Chamber for posting in their on-line calendar (See Com files for examples). Check to make sure Chamber puts the info in correctly. Send emails through Extension to chamber if corrections are needed.

e.  If there will be an HGT, Com Chair submits the event to texashighways.com “Events”, also place HGT and the two plant sales on yahoo.com Events calendar. NOTE: these are the only submittals done directly by the Com Chair. ALL other submissions are done by Extension. They must know what went out to media and to whom.

f.  Distribute completed hard copy half sheet flyers to Chamber and local nurseries. Throughout the year take additional flyers to these locations. Also keep the Chamber supplied through the year with black & white Green Acres flyers.

February – If we are awarding a scholarship, there will be a PR (no ad) for that in Mar. Send that PR to Extension by Feb 15th with the other routine ads and PRs for Mar. Also send Extension the additional distribution addressees (colleges) for the scholarship PR. (See Com files for examples) Check with Education Chair if there are questionsabout the college addressees.

February, March, April and August – In these monthly in addition to the routine submittals to Extension for the nExtension month’s ads, additionally Pilot classified ads will be ordered via Extension for the following events: Spring Plant Sale, Kids Garden Fest, HGT and Fall Plant Sale. This is done via sending a draft email to Extension that they will send to the classified editor at the Pilot (currently Kim Gove) rather than to the advertising editor. (See Com files for examples).

April

a. If we are doing HGT, the ad transmittal to Extension of any ad naming the sponsors will be delayed and usually is not accomplished until end of April rather than Apr 15 as you must wait to get full list of donors to include in the ads. Send all the PRs for HGT on schedule April 15 with a note that ads will be delayed and transmitted later in April to capture all sponsors.

b. If we are doing Grants during the fiscal year, the Grants program gets a PR only (no ad). (See Com files.)

July/August As grants/ scholarships are presented to the recipients by the Educ Com, you will receive info about the award (date, name of award), photo (L to R who is in photo). Put this into a PR format in email and forward to Extension to release to the media. (See examples in Com files). 

September – If we have items donated to HGT and decide to do a Tin Can Raffle, there is special advertising (See Com files.)
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