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Purpose:
To follow NCAHU and NAHU guidelines for the monthly TAHU newsletter and all other chapter-wide communication. 
Policy:

1. The Communications Chair shall be responsible for coordinating all chapter-wide communicaiton with guidance by the TAHU BOD.
Procedure(s):

1. Follow the communication guidelines as established by NCAHU and NAHU.
2. Coordinate with the TAHU BOD and various chairs on a monthly basis to write the TAHU newsletter for purpose of qualifying for the NAHU Pacesetter Award.
3. Be responsible for the distribution of the monthly TAHU newsletter.

4. Be responsible for all creation and distribution of the luncheon announcements.  
5. Determine when to publish the newsletter with guidance from the TAHU BOD.

6. One week before publishing, request newsletter articles from TAHU BOD and committee chairs.

7. Copy, paste, and arrange articles into the TAHU newsletter format. The newsletter shall contain as a minimum – President’s message, luncheon info (date, time, topic, speaker, and sponsor information).
8. Download current membership list from NAHU.org.
9. One per month distribute the newsletter via email to the entire TAHU membership.

10. Prepare a monthly luncheon announcement using standard template.

11. Distribute luncheon announcement to the TAHU membership – two weeks, one week, and 5 days before the luncheon date.

