MIDWEST ARCHIVES CONFERENCE


PUBLIC INFORMATION OFFICER GUIDELINES

I.
Purpose of the Position

The Public Information Officer (PIO) shall  be responsible for generating publicity for the Midwest Archives Conference (MAC).

II.
Officer Selection and Length of Term

A.  The PIO shall be appointed by the President, with approval of Council, to a two-year term of office.


B.  An individual may only serve two consecutive two-year terms.

III.
Reporting Procedures

A.  The PIO shall  submit a written report on the activities and future plans of the office to the President and Council for consideration prior to the spring and fall Council meetings.  


B.  The PIO shall provide other reports when requested by the President.


C.  The PIO (or her/his designee) shall give a brief report at the annual business meeting and supply the Secretary with a written version.


D.  PIO reports or abstracts shall be published in the MAC Newsletter.

IV.
Responsibilities and Duties

A.  The PIO shall attend all Council meetings as a non-voting officer, and be aware of all aspects of MAC activity through receipt of all official (i.e., committee, task force, etc.) reports submitted to Council.


B.  The PIO shall generate press releases for MAC awards to be provided to award recipients for their uses.
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C.  The PIO shall maintain press release and brochure guidelines for release to the membership and have their availability advertised periodically in the MAC Newsletter.


D.  The PIO shall maintain a liaison with the Education Committee, concerning preparation and presentation of public relations related workshops to be used in their rotation schedule.


E.  The PIO shall maintain a liaison with the Development Coordinator regarding coordination of publicity and development activities.  


F.  The PIO shall serve as an ex-officio member of all Local Arrangements Committees and provide assistance with planned publicity for the meetings.


G.  The PIO shall serve as an ex-officio non-voting member of all Program Committees.


H.  The PIO shall maintain a liaison with the Nominating Committee concerning the press releases for newly elected officers and Council members.


I.  The PIO shall be available for consultation regarding public relations topics for all MAC committees, task forces, etc. not otherwise specified in these guidelines.


J.  The PIO shall prepare articles for the MAC Newsletter covering the activities of the PIO, detailing public relations topics of interest to the membership, or at the request of the President concerning public relations topics.


K.  The PIO shall work on special public relations related projects as requested by the President and/or Council.


L.  The PIO shall maintain the MAC website.


M.  The PIO shall maintain relevant and accurate records, including guidelines, and update documents as needed. All changes to the Public Information Officer Guidelines shall be submitted to Council for approval.

N.  The PIO shall forward all relevant information and materials relating to the office to the succeeding PIO to facilitate the smooth transition of responsibilities and shall forward all other permanently valuable documentation to the MAC Archives.
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