University of Calgary Ballroom Dance Club

EDITORIAL POLICY

Schedule II

1. Advertising materials and publications include advertisements in newspapers or magazines, information and announcements on our web-site and in our newsletter “Footnotes”, must be approved by the Executive before they become public information
2. The Executive may appoint a volunteer as editor for the Club's newsletter “Footnotes”.
3.  The “Footnotes” editor reports directly to the Executive

4.  The newsletter editor will consult with the Executive as to the content of each issue of the “Footnotes”. 

5. “Footnotes” publication schedule shall be determined by the Executive.


6. Following printing, all copies of “Footnotes” must be delivered to the Executive for distribution.
7. If the “Footnotes” editor is not on the Executive, the Executive will determine what recognition is appropriate.
8. TA and Member announcement items will be compiled for publication by the Secretary or his appointee on the Executive.

9. TA and Member announcements shall be approved by the Executive prior to publication.

10. The Club telephone will be maintained and monitored by the Secretary or his appointee.

11. The outgoing message on the Club phone must be approved by the Executive.

12. The phone must be monitored frequently for new incoming messages.

13. The new messages will be forwarded to the appropriate Executive to take action.
14. All Club incoming, outgoing, and internal, written and electronic correspondence, shall be forwarded to the Secretary for record purposes.
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