	                  PROCEDURE                   INDEX # F 7 A

	SUBJECT:  PUBLICATION OF "THE AIR EXCHANGE"

	RESPONSIBLE COMMITTEE:  PUBLICATION COMMITTEE OF RMPANA

	ISSUE DATE:                     REVISION DATE:  5/95   /  9/08        /


POLICY STATEMENT:


The RMPANA newsletter, "The Air Exchange", shall be provided for each RMPANA member, PACU’s within the component, and designated components and PACU's throughout the country.  


The RMPANA Component shall support this important method of communication to inform and educate its members. 

SPECIFIC INFORMATION:


1.
Each newsletter will contain a President's message, ASPAN’s Regional Director’s Report, District news, newsletter deadlines, and notification of Educational offerings.  Other information deemed appropriate by the RMPANA editor and newsletter committee that may be published include: Committee news, PACU celebrations, Personal and Unit profiles, Drug Reviews, Care Issues, New Product information, ASPAN/RMPANA membership applications, Election ballots, Scholarship forms, Quotes, Poems, and Recipes. 


2.
The contents of the newsletter shall conform to the Bylaws, Policy and Procedures, and Mission Statement as established by RMPANA and ASPAN.


3.
ASPAN’s membership liaison staff shall provide the Newsletter Editor with a current list of RMPANA members for mailing labels at least twice a year.

4.
Bulk mailing shall be utilized and mailed according to any established guidelines.  

PROCEDURES:


1.
The number of newsletters published will be determined yearly by the Board of Directors.

2.
Encourage articles/information to be submitted as early as possible but no later then the deadlines published in each newsletter. 


3.
Encourage District Representatives and members to participate.

      4.
Remind the President, ASPAN’s Regional Director, Committee Chairpersons, and other contributors of items not in by the deadlines.

5.  Prepare the newsletter for publication and distribution by  
facilitating the layout, printing and mailing with the printer.

6.
Forward a copy of the newsletter to the Website Coordinator for posting on RMPANA’s Website.
      7.
Order 10 - 15 Extra newsletters for the following:

a.
Newsletter Committee notebook


b.    Historical notebook



c.
New RMPANA members at the monthly meetings
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8.
Allow 4 weeks from the time the newsletter is taken to the printer to when it is received in the mail by the members.


9.
Publish the names and contact numbers of the new officers in the first issue following an election.


10.
Include Editor's name and address on the outside cover of the newsletter.


11.  Submit a copy of “The Air Exchange” for consideration in the Newsletter contest held annually at ASPAN’s National Conference.


12.
Submit bills and receipts for expenses along with the Expense Reimbursement form to the RMPANA Treasurer.

Form:
  Expense Reimbursement/Extended Funding Form
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