North Carolina Presbyterian Pilgrimage Leadership Council Handbook


North Carolina Presbyterian Pilgrimage Leadership Council 

· Newsletter Editor

By Wilson Davis and Jo Nance

· Obtain guest and team information from appropriate persons, primarily Rector, Head Cha and Registrar 

· Using Word or Publisher Software(must transpose to Acrobat format) put newsletter together prior to Pilgrimages. (Piedmont in February, May and October and Eastern in November and March)

· Proofread newsletter

· Perform a final check for changes and updates before printing 

· Perform a second update before sending the electronic version for prayer banner participants 

· Secure a printer at a good rate 

· Get newsletter printed. 

· Download mailing labels 

· Process newsletter for mailing to be received approximately two weeks before each of the Pilgrimages

· Coordinate with the Rector of each Pilgrimage in this process

· Transmit newsletter in Word or Adobe Acrobat format to the Communications Chair 
· As needed, publish a summer newsletter.  This provides an opportunity
to provide additional news and features about the North Carolina
Presbyterian Pilgrimage to our Fourth Day Community.

· Receive address changes and other updates after each newsletter by reviewing the information received from the return mail after the newsletter goes out. This may mean deleting or changing some information or calling someone to find a new address. 

· E-mail the new updated information to the Communications Chair for maintaining our data base 

· Send the new updated information to the Leadership Council 

· The Newsletter Editor coordinates reimbursement of expenses with the Leadership Council Treasurer 

· The Newsletter Editor is expected to attend the council meetings. 
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