Wildwood Art Club

Easel FAX Editor
Description and Duties

 

The Easel FAX editor is responsible for editing, printing and mailing the monthly Easel FAX newsletter.  The Easel FAX prints items of club interest each month and is mailed to arrive by the Friday before the monthly general membership meeting.  The Easel FAX is uploaded to USPO Click2Mail online mailing program.
In addition, the Easel FAX editor types and sends out the annual membership application.  The Membership Application Form is included in the January Easel FAX mailing.  
The Easel FAX editor also produces and prints enough rosters for the membership in time for the March general membership meeting.  The Easel FAX chairperson consults with the Membership Chair for a list of all current paid members, their addresses, phone numbers, and email addresses, and other pertinent information for the roster.  This list is alphabetized, typed, and a cover designed.  The new roster is taken to the copy shop where approximately 100 black and white copies are produced, collated and stapled, for distribution at the March meeting.
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