WesternITE Managing Editor

Duties and Responsibilities

Overview
The WesternITE Managing Editor is responsible for overseeing all aspects of publishing the District’s official newsletter. WesternITE is currently a 16-page technical and member newsletter published six times a year. It generally includes technical articles, announcements, section reports, International Director reports, meeting announcements and minutes, positions available advertising and a professional services directory. The major duties of the Managing Editor are outlined below, as are typical schedules and publishing information.

Schedule and Typical Contents

	
	Jan-Feb
	Mar-Apr
	May-Jun
	July-Aug
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	Deadline
	Nov 28
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	X
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	X
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	Authors & Technical Editor
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	X
	X
	X
	X
	X
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Reports
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	X
	X
	X
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	X
	X
	X
	X
	X
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	X
	X
	X
	X
	X
	X
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	Int. Dir.
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	X
	
	X
	
	
	X
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	Call for Meeting

Papers
	
	
	
	
	
	X
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	Annual Meeting

Article
	
	X
	
	
	
	
	LAC

Chair

	Annual Meeting

Program
	
	
	X
	
	
	
	LAC

Chair

	Candidate

Statement
	
	
	Lead

	
	
	
	Officer

Candidates

	Midyear Board

Minutes
	
	Lead
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Sec-Treas

	Annual Meeting

Report/Minutes
	
	
	
	
	Lead
	
	District 6
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	District 6 Membership Sum
	
	
	
	
	X
	
	Membership Chair


These are only typical contents for each issue of WesternITE. Variations may occur based on the actual date of meetings or other relevant factors. The deadlines are needed to provide adequate time to compile and print each issue. Issues are generally mailed on or before the first day of the first month of the issue.

Editing Responsibilities

The Managing Editor works with the Technical Editor to solicit, review and edit technical articles for publication in WesternITE. The Managing Editor edits the content of all articles, announcements and reports printed in WesternITE to ensure veracity of content and language. The Managing Editor reserves the right to edit or reject any submission as s/he sees fit to maintain the integrity of WesternITE. If necessary, the Managing Editor or the Technical Editor will work with an author to make appropriate changes to submitted articles prior to acceptance for publication.

Publishing Process

The current duties of the Managing Editor include article review and selection, assembling other electronic files (section reports, who’s news, announcements, positions available, changes in PSDs). Once content for the newsletter is final, a contract graphics firm or the Managing Editor prepares the layout, incorporates graphics and produces a draft final for review. The Managing Editor reviews the draft, forwards final comments and a camera-ready original is produced. Once a camera-ready original of WesternITE is produced, the Managing Editor is responsible for coordinating production with the printer, obtaining and forwarding mailing labels to the bulk mailer. District 6 mailing labels are available from ITE Headquarters and are requested for each issue to ensure that the labels are up to date. Associate Members, Members, Fellows and Honorary Members are currently sent WesternITE.

Positions Available Advertising

Positions available ads are included as they are received from employers. Advertisers are billed at the time of publication. The Managing Editor prepares and e-mails invoices for positions available ads. The current rate is $1.50 per word, which includes web posting and printing in the WesternITE newsletter. There is a $100 minimum placement charge. Ads must be transmitted only by electronic copy (Word format only please). Web page listings will cost the same amount as the print issue, and rush request posting is an additional $100. The Managing Editor forwards the placements to the Webmaster for posting to the Web site as soon as practical upon approval of the ad placement by the client.
Professional Services Directory

Professional Services Directory (PSD) ads are sold on a one-year contract basis. Currently, the Technical Editor is responsible for managing PSD billing and administration. The Managing Editor edits the PSD's as necessary, enters new ads, and deletes canceled ads. For more information on the administration aspects, please review the Technical Editor’s responsibilities. 

Display Advertising

Display ads are charged based on the amount of text they displace. Based on current WesternITE layouts, a typical full page of text contains about 900 words; therefore, a full-page display ad would cost $1350 since it displaces 900 words of text charged at $1.50 per word. Smaller ads are charged on a prorated basis; for example, a quarter-page ad would cost $337.50. Experience shows that with a three-column layout, it is best if quarter-page ads are sized to two columns in width; in this case, then, the quarter-page ad’s dimensions would be 5” wide by 3.5” tall (which is one-quarter the area of the usable portion of the page).
Financial Responsibilities
The District 6 Secretary-Treasurer is responsible for maintaining the accounting records associated with WesternITE. The Managing Editor sets up accounts with frequently used vendors, such as pre-press, print and bulk mail providers, so that billing is handled directly by the Secretary-Treasurer. Other charges incurred are reimbursable with a copy of receipts upon request to the Secretary-Treasurer. The District’s accounting system is set up on codes. The following codes should be used for income and expenses associated with WesternITE:

Income:

PSD advertising - 487
Positions available - 486
Expenses:

Printing and typing - 661

Postage and mailing - 662

Office supplies/expenses - 663

Editor's stipend - 664

Generally, positions available and the PSD advertising payments are received by the Technical Editor. The checks are noted with the appropriate code, recorded for record of payment, and sent to the Secretary-Treasurer. All receipts for reimbursement are also coded before forwarding to the Secretary-Treasurer. If additional codes are needed, the Managing Editor can make a request to the Secretary-Treasurer to add new codes.

Credit card payments are processed through the District’s online credit card processing service (currently www.authorize.net). For tax purposes, it is important that the payee’s company be recorded with the transaction. Please keep payees’ credit card numbers secure by shredding papers that contain the numbers and by requesting that no credit card numbers be submitted via email (since they can easily be intercepted).

WesternITE Awards

Each year District 6 presents awards for the best technical paper published in WesternITE and to the section scribe who provides the best section reports. The Editorial Award and the Windiest Scribe Award are presented at the Western States Lunch at the Annual Meeting 

Editorial Award: 

The WesternITE Editorial Award is selected by a committee made up of the Managing Editor, the Technical Editor and the District President. The committee reviews all technical articles published during the prior calendar year in WesternITE and selects the paper with the greatest overall technical and editorial merit. There are currently no formal selection criteria against which to score the papers. It has occurred on a consensus basis by the committee.
Wisest and Windiest Scribe:
The Wisest and Windiest Scribe award is presented to the section scribe who makes the most regular contribution of section reports, written with good style and providing news of interest to the section and the District. This award is selected by the Managing Editor for each calendar year.

ITE HQ Newsletter Competition

Contact ITE HQ at the beginning of February to get details for the national newsletter competition and submit the necessary paper work with the newsletter for the competition.

Participation at District Board Meetings

The WesternITE Managing Editor is an ex-officio member of the District 6 Board. Therefore, s/he is required to attend the Mid-Year Board Meeting and the Annual Board Meeting. The Managing Editor is responsible for presenting a report to the Board on the activities associated with WesternITE, including awards, anticipated changes in costs, and other relevant information. The report is provided to the President in advance of the meeting for inclusion in the handout materials. Currently the Managing Editor is reimbursed for the cost of travel to these two meetings.

Technical Editor

The Managing Editor is responsible for selecting and appointing the Technical Editor. The Managing Editor and Technical Editor work closely to perform both the technical and administrative aspects of WesternITE. The duties and responsibilities of the Technical Editor should be reviewed to find those duties that are currently delegated to the Technical Editor. 

� The District 6 Past President is responsible for soliciting candidate statements, but the Managing Editor may need to make reminder calls. Candidate statements should be limited to 400 or fewer words and should include a picture.
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