BAG COMMUNICATIONS POLICIES
2011
Santa Fe Book Arts Group (BAG) designates official communications venues for the following purposes:
I.          NEWSLETTER   IN THE BAG    





Official Logo  (who can use on what?)
PURPOSE: 

To communicate information to members regarding BAG events, profiles of members, Book Arts Events, links to other art and book related venues, and may contain instructions of paper related items, photographs and other art. 

The Official BAG Newsletter will:

· will be password protected and can be accessed on the SF BAG website by members only

· will be published at least twice in a calendar year

· will be sent to members via email as main distribution vehicle 
· will be sent to members unable to access email by US mail or distributed to them at BAG meetings according to policies set by the BAG Board
· have a  publisher selected by the BAG BOARD  who will be paid under the guidelines for State of NM non-profit agencies

·  be edited and overseen by at least two BAG members  for content 

The Official BAG Newsletter will not:
· accept advertising for  money.

· sell or distribute address labels or email addresses

· place individual members’ advertising for private classes or events or products except under listings for Book Art classes event with dates places and contact information only
·  Mention products except those used by an unpaid member with recommendations related to specific uses in an article related to a specific work. 
II.
NEWSFLASH
PURPOSE:
To communicate BAG information to the membership regarding notice of meetings, functions, salons, workshops, times, places, and dates in a timely fashion.  
WHAT:  

The NEWSFLASH is a one-way broadcast email notice to all members. Notices will be kept to a minimum and may only be initiated by the Webmaster, Newsletter Editor, Keeper of the Calendar, or a Board member.  It will be sent by a member of the communication committee. 
WHEN:

One notice a month will be sent out the week before a general membership function to announce details of dates, time, place, and topic.  
Other notices will be sent as needed. Such notices will be only BAG related.

HOW;
Notices will be sent by an email process that can go to all members at once. It is the responsibility of members who do not have computer access to arrange notification through other members who do.
OTHER:
Inter-action with the Official BAG CALENDAR will be necessary for any changes to be also updated on the calendar.  This will be done by the Keeper of the Calendar in conjunction with whoever initiates the NEWSFLASH and the NEWSLETTER.
Events not related to official BAG activities may not be posted in a NEWSFLASH. 

III.    BAG WEB SITE  
www.santafebag.org
Purpose

To provide an official online site for the BAG organization information that is both accessible to the general public and members as well as containing information that is accessible only to members of BAG.
ELEMENTS
.


CALENDAR—Official BAG events, BAG endorsed events may be posted on the 
calendar section. by the webmaster or the Keeper of the Calendar. For unofficial 
events, members may post Book Arts related events on the Forum calendar 
section.

MEMBERSHIP  JOIN/RENEW—Information as to how to join BAG will be 
available to members and non-members on this function of the Web Site.  At 
times other membership wide activities may be posted here such as the 2010 
Membership Survey.

FORUM---Site for members only.  Members can choose to be notified by email 
for new postings.  Boards include General Discussion, Events, Happenings, For 
Sale.  Images related to book arts may be posted by members.  The Calendar 
function allows members to post events of interest. Links to web sites, and 
unofficial book arts related events and happening are encouraged.  Membership 
on the Forum is controlled by the webmaster and limited to members of BAG 
only.

LINKS---If the software permits, book-related or art links can be listed in articles 

posted on the WEB SITE.

HOME This section of the site contains the password protected official Roster 
accessible to Board Members only.  Once a year in April, a broadcast email will 
be sent to all members with the ROSTER for their ease of contact with other 
members for their private use.  No labels will be sold nor copies of the roster 
given to non-members.  Commercial members may not use this for their business 
purposes.  The FORUM is the place for announcements related to commercial 
businesses of members.
