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1.0. SCHEDULE FOR COUNCIL ARTICLES: [for the ArTeacher publications]
1.1.0. Council News Features must include, DIVISION CHAIRS AND LIAISONS:


a. Include name and position at the top of the article.

1.1.1.
LIAISONS: Write a brief report regarding regional news similar to what is written for the council meeting reports.  If nothing is going on, then describe the responsibilities of your chair position or what is good about your region activities. Share this responsibility of writing this article with fellow liaisons for your region.

1.1.2.
MAEA has 18 regions, divide these up into two segments: 1-8 and 9-18. Each region is assigned as follows for an articles: 


a. Liaisons in Region 1-8 will write for the Spring/Summer.


b. Liaisons in regions 9-18 will write for the Winter

1.1.3.
DIVISION CHAIRS: Write a report as to the progress of your job, ie. Securing recommendations for the annual scholarship recipient; working on the awards securing readers; looking for volunteers, etc. if you have nothing to report, then describe your job as it relates to this chair position. 

1.1.4.
Elementary, Middle and High School Division Chairs will submit an article for each edition, Spring, Fall and Winter. 

a. Suggested topics, top 15 students, top awardees at MYAF, division happenings at conference, division exhibits, educational ideas, etc.

1.1.5.
The remaining division chairs [listed below] will submit articles to the Executive Secretary, at least once per year:

MAEA Historian


Conference Chairs

MYAF

Student Division                   

Museum Division


Art Acquisitions

Advocacy Chair


Higher-Ed Division

Multi-Ethnic Division


Summer Opportunities

Retired Division


Lifelong Learning

Technology



MAEA Awards Chair


1.1.6. All articles written in TIMES, size 10.

2.O. 2008 EXECUTIVE SECRETARY [interim]


2.1.0.
MADELINE MILIDONIS-FRITZ: mlfritz@alphacomm.net


989-939-8984



7971 West Opal Lake Rd



Gaylord, MI 49735-9084


a. Receives and solicits all advertising for all MAEA Publications.

b. Conference teams must coordinate with Executive Secretary regarding ads and sponsorship.

c. All checks from the advertisers will go to Executive Secretary, then be sent to the Bookkeeper for deposit.


d. Mail proof copy to editors


e. Webmaster primary contact


f. Calendar update w/ President and Recording Secretary


g. Executive Board reports [membership, V.P., P. Elect, P.P]


h. Primary contact with printer, and mailing.


2.1.1. Vice President

a. Collecting and proofing all council articles.


b. Conference teasers


c. Mail proof copy to editors.


2.1.2. Editor: HARVEY GOLDSTEIN, hgold2843@aol.com

 Editor: RUTH KNAPP, RKNAPP@spsd.net, Cindy Semark 


<harmony0321@prodigy.net>

a. Edit /proof the submitted copy [hard copy sent to Harvey]

b. Layout copy to Editors for final approval [hard copy sent to Harvey]

b. Editor proofed copies go to Executive Secretary for compressing and final check before sending to the G.D.

3.0. MAEA Defined Job Responsibilities for Communications Ad Hoc Positions: [revised 11-07]

3.1.0.
Webmaster, currently spends about 15 hours a month maintaining the site.  This includes, updating files, galleries, links, modifying backend options, and responding to emails, council, calendar.  

 3.1.1. Graphic Designer For 2008 the Spring, Winter ArTeacher will be a printed in a newsletter format, with the full publication size going on our MAEA website.

a. Krista Krygsman krista.krygsman@gmail.com will be the graphic designer for the Spring, Fall, and Winter ArTeachers. A $500 stipend per job is allocated.


b. Summer Professional Development graphic designer will be Dorthy Dorney, 


dorothydorney@comcast.net. 

MAEA Graphic Design Team


1540 Parker Rd


Holly, MI 48442-8638


H 248-328-9586 


Cell: 248-421-6977


W 248-837-8076



dorothydorney@comcast.net

ddorney@berkley.k12.mi.us


 She will work with our Higher Ed Chair. A $500 stipend is allocated for this publication.

c. The Fall ArTeacher conference section, and the 2008 conference journal will be done by Claudia Burns, a conference co-chair. A stipend has been allocated for $1,500 total for both the fall Arteacher conference section and the Conference Journal


Claudia Burns


MAEA 08 Conference/Grand Rapids


1013 Miner St


Ann Arbor, MI 48103-3123


h 734-994-5147


w 734-971-2665



burnsc@aaps.k12.mi.us
4.0. Due date Parameters: In order to set due dates it is important that everyone know what it takes to produce the ArTeacher and other publications.

4.1.0. Layout begins as articles are received and placed in designated positions. [such as the officer reports]. Until all the submissions are in, layout cannot begin. The advertisements and the articles determine the layout in order to have an even 4 page count.  

4.1.1. Once all the pieces are in, it takes 4-5 business days to lay the publication out and get it back to the Executive Secretary for a quick once over to make sure nothing got left out and things are in the right order.  

4.1.2. Then it gets sent to the editors. The editors have 5 business days to get their revisions back to the Executive Secretary to be compressed into one set of revisions to pass back to graphic designer.  

4.1.3. The graphic designer then makes the final revisions and sends a proof back to the Executive Secretary.

4.1.4. Executive Secretary double checks that the revisions approved then sends the publication it to the printer and the Webmaster 

4.1.5. The Printer works our publication into their schedule.

4.1.6. Upon completion of printing it is taken to our mailing house and the mailing list from NAEA is applied.

4.1.7. It then goes to the Post Office where it will be sent within three days.

5. 0. TIMELINE: This schedule is IF everyone is available, on schedule and not otherwise occupied.
· All submissions collected 

· 4-5 business days to completed layout

· 1-2 business days to Chair’s approval

· 1-2 days to be received by editors

· 5 days to finish editing

· 3-4 days to be sent back to chair (they are snail mailed)

· 2-3 days to compress revisions into one document(Chair)

· 2-3 days for revisions to be made (Graphics)

· 1-2 days final approval

· Delivered to Printer

· 1-3 days for printing

· 1-2 days for delivery to mail house

· 1-3 days for labeling to be completed by mail house

· Delivered to Post Office

· Up to 3 weeks for statewide delivery.

5.1.1. When submissions are late its not as easy as just dropping them in, other items have to be moved in some cases material has to be found to fill additional pages or material removed.  

5.1.2. Printers deal in 4 page sets [8-12-16-20 etc]. Having 16 pages and then one late submission can really set a project back as we determine if something gets eliminated, shrunk or if we can scrape together more pages of good content.

5.1.3. If all goes well it takes 29 Business days to get material to the Post Office.

6.0. PHOTOGRAPHS/ IMAGES:
6.1.0. If the photos are dark or blurry there is not much to do to enhance the image, it may be possible enhance it a little bit but the publication is black and white so the contrasts need to be very evident for a clear picture.

6.1.1. The photos need to be High Resolution 320 DPI + 72dpi works for web images but for a publication the highest resolution possible is needed.  This also increases the chances of improving the image.

a. Please remember to send the G.D. captions for any photos and to use a file name with the photos to help to identify them


b. The size limit for the graphic designer’s e-mail is 20 MG. When e-mailing images you may 



have to send more than one e-mail.

6.1.2. Photos should never be pasted into another format like Word or Publisher and sent.  They need to be sent as Jpegs or tiffs, preferably, gifs if they must. 

6.1.3. When writing articles with Word, place the picture where it should be in the article, then also send an original of the image so we can put the quality image into the publication.

6.1.4. Images must be sent electronically. 


a. If you are creating an ad and you can only create it in Word, or Publisher, please 

save it as a pdf before you forward it to  the Executive Secretary, or other designee.

 7.0. RECOMMENDED JOB QUALIFICATIONS: [this qualification info is being reviewed and established by this committee]

For the Graphics and Web position a complete professional portfolio should be reviewed.  Professional, meaning the work they have been paid for, not just college material.  Work with non-profits should be extra points and highly preferred but not required. They must also be able to meet all aspects of the approved job description and respond in a timely manner based on their position.  The positions should be reviewed annually to make sure the highest standards of quality are met and they understand their jobs are directly attached to the quality of their work.  As far as that is concerned, improvement should be strongly considered as they learn the position.

8.0. COPY READY GUIDELINES FOR 2008:


8.1.0. Graphic Designer contact information is:



Krista Krygsman, krista.krygsman@gmail.com
8.1.1. FOR TEXT: all articles for the ArTeacher go to interim Executive Secretary, Madeline Milidonis-Fritz , mlfritz@alphacomm.net 

a. Create your text in Microsoft Word with as little formatting as necessary. FONT, TIMES, 10.


b. Use only ONE space after the period of a sentence.


c. Do not create a line in Word by using the “_” (the underline stroke) repeatedly.


d. Please use the tab function.

e. The Executive Secretary will e-mail the final proofed and edited file to G.D. 


f.  Preference is for an editor to look at the files before they are sent to the G.D.

g. Please check with Executive Secretary concerning any ads, or other questions regarding Copy Ready for the newsletter, if you cannot find the answer in this document


8.1.2. SOFTWARE:

a. The G.D. works on a PC using InDesign to create the newsletter, as well as Photoshop and Illustrator. 

9.0. MAEA Publications List Schedule/ general contact info:

ArTeacher: Newsletter mailed for 2008/ ArTeacher published online 

Publication               
In Members Possession        
Reasonable Deadline
*Summer Opportunities
May-June

Determined by Summer PD Committee

Spring/Summer


April-early May



March 1



Fall ArTeacher


Mid to Late August


July 1

Conference Program

At Conference



August 10, 2008

Book of Forms


Website Only

Winter ArTeacher

January




November 1









[ Dec.1 if a Nov. conference]
*Ballot 



Mid-November



November 1 

(Every other year)

Mailed 1st class


[ Dec.1 if a Nov. conference]
* Determined by committees, however committee chair must stay within the designated MAEA Budget for this publication. If this is not possible, they must submit a written request for approval to the President for approval by the Executive Board.


9.1.0. TIME GUIDELINES:

a. 5-7 days printing/ assembling/ drying [if not at the end of the month, it will take longer]



b. 2-4 days material to be labeled & delivered to Post Office



c. 3 weeks to deliver for most members



d. TOTAL= 29 BUSINESS DAYS


9.1.1. Website Postings



a. All MAEA Forms and Scholarship applications


b. All ArTeacher publications and Conference Book



c. Exhibit images



d. Conference Sponsors and paid advertisers



e. Annual Report



f.  Quarterly budget reports



fg. All MAEA forms

10.0. MAILING LABELS:

10.1.0. NAEA Labels: mworrest@naea-reston.org
10.0.1.Send an Excel file and they print the addresses on the material.

10.1.2. Michigan Education Directory: [Labels for all MI Schools for the fall ArTeacher mailing]

P.O. Box 15223

Lansing, MI 48901

[517] 482-8467

Fax 856-699-0976

www.michiganeducationdirectory.com 
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