YEARBOOK

The Yearbook Committee is comprised of two people--a yearbook editor and a yearbook facilitator
(webmaster). The editor is responsible for securing all information for the yearbook according to the MGC
guidelines and needs to be proficient in Word to create the documents. The position of editor is to be filled on
the club’s regular standing committee sign-up day.

The yearbook facilitator creates the necessary web pages for the online version of the yearbook so members
can access the yearbook with their electronic devices and also is responsible for uploading the printed (.pdf)
version of the yearbook onto the club’s website so members can print it.

PROCEDURES FOR EDITOR:
1. Start gathering information early in the fall (September); some MGC, NGC, CR info is not available until
later in the year. The editor works with the facilitator.
2. Use the previous year’s printed yearbook to mark pages and info that needs to be changed and/or
updated. This can be printed from the club’s website.
Get monthly program worksheets from vice president or program chair by November 1.
Get monthly hostess & membership information from the Membership Committee by November 1.
5. When the editor has acquired all the necessary information for the yearbook, the information
should be typed up in Word. The editor should proofread to make sure the information that is given
to the yearbook facilitator is accurate and correct.
6. The yearbook editor needs to give all the yearbook documentation to the yearbook facilitator by
December 31 or sooner if possible.
7. The yearbook needs to be available online so members can print the yearbook by the first club
meeting in March is possible.
8. Complete the “Yearbook Award” application form.
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SOURCES TO OBTAIN INFORMATION—Be sure to obtain information from various people in the club that
are responsible for getting this information to the yearbook editor.

Membership chair: #members and status—special member list by November 1

President: theme; club projects

Club historian: books, etc., given “In Honor of ____
Finance chair: donations/amounts/how monies will be used for projects

First Vice President: standing committee list, AD-HOC list, monthly program info
National, regional, and state garden officials: websites or newsletters

National and state government officials: newspaper or websites

Calendar of events: NGC/MGC/FGCTC newsletters or websites
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PROCEDURES FOR FACILITATOR:

1. The yearbook facilitator needs to start creating the necessary pages for the online version of the
yearbook as soon as the information becomes available, such as, the standing committee members’
document.

2. Once the yearbook editor has completed the documents for the yearbook by December 31 or sooner,
the documents are given to the yearbook facilitator who will start uploading the printed version of the
yearbook onto the club’s website.
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