Newsletter Editor Instructions

Frequency: The newsletter is published three times a year: Fall, Spring, and Summer.

Instructions:

1. At the beginning of the Fall, Spring, and Summer sessions, contact the Section president to determine when they would like to distribute the newsletter.

2. 5 weeks before the newsletter is to be distributed send the president the Call for submission to the newsletter.  Make sure that the call has a deadline of approximately 2 weeks before you want to distribute the newsletter.  This will give you ample time to pull the newsletter together, get it reviewed by the president, and posted on the IS Section website.  A sample call follows:
SAMPLE NEWSLETTER CALL FOR SUBMISSION

AAA Information Systems Section Member:

Last call for submissions for the Summer 2005 IS Section Newsletter! 

Our Summer Newsletter is scheduled to be published on July 15th and we need everyone to send Marcia Weidenmier (mweidenmier@cobilan.msstate.edu) all items of news as soon as possible, but not later than June 30th.  

Are there any deadlines that you need advertised? 

Are there any committee reports that should be posted? 

Are there any Calls for Papers that might interest our Section? 

Are there any University awards or events to share with our Section? 
Are there any new AIS faculty you’d like the Section to meet?
If you have already sent in an item, thank you for your contribution. If you haven't, we look forward to hearing your news.
3. The newsletter editor will receive emails from Section members as well as items that the president wants to include in the newsletter.  Include all information into a single Adobe Acrobat file (created in Microsoft Word).  This document contains several sections:

Heading: Increment Volume number by one, change the Newsletter date (Fall/Spring/Summer Year)

Section List at top which are hyperlinked to the individual sections below (Helpful hint: create a bookmark for each section in the body of the newsletter and then create the hyperlinks at the Section List at the top of the newsletter)
Sections: Add formatted information that is to be included in the newsletter
SAMPLE NEWSLETTER with COMMENTS added to help create the newsletter


Volume 26, Fall 2005
Sections (COMMENT: THESE SECTION HEADINGS ARE HYPERLINKED TO SECTIONS BELOW)
I.
Letter from President Stephanie Bryant, USF
II.
Conferences
III.
Congratulations: IS Section 2005 Outstanding Dissertation Award
IV.
Congratulations: 2005 Annual Business Meeting Award Winners
V.
The Accounting Review: Bill McCarthy's Important New Role
VI.
Introducing our new Associate Editor for Web Services: Terry Glandon, UTEP
VII.
The 2006 AAA-IS Section Midyear Meeting by Carolyn Strand Norman, VCU
VIII.
Call for Nominations for Information Systems Section 2006 Outstanding Dissertation Award
IX.
Call for Nominations: 2006 Notable Contributions to the Accounting Information Systems Literature Award
X.
2005 AAA-IS Section Business Meeting Minutes by Kathy Hurtt, Baylor University
XI.
AAA-IS Section 2005-2006 Committee Chairperson List
XII.
AAA-IS Section Volunteer Opportunity:  Technology Manager for the Mid-Year Meetings!
XIII.
Profile of New AIS Faculty
XIV.
Helpful Links/Reminders


XV.
In the Literature by Ronny Daigle, LSU
Topics: IS research and education, Systems development and implementation issues, Post-implementation issues, Identifying value from IT and systems implementations, Internal control issues, Systems assessment and assurance

XVI.
Call for Papers & Reviewers
I.
Letter from President Stephanie Bryant, USF (COMMENT: put bookmark here)

Insert President’s Letter
Add remaining sections…..

4. Approximately a week before distribution to the Section, send the newsletter to the president for review.  
5. Make necessary corrections.

6. Once all changes are made, send the final newsletter to (1) the president for distribution to the Section by email and (2) the Section webmaster for posting on the Section website.  

