Baltimore/Washington SWE Section

Guidance for Submissions to E-mail Distribution List


The Baltimore/Washington SWE section maintains a list of e-mail addresses.  This e-mail distribution list is used to distribute SWE announcements (for the section, region or national) and to distribute other information deemed relevant to members.

The list alias is bws-communications@swe-bws.org

Distribution Schedule

· No more than two e-mails will be sent out each week to the distribution list

· SWE National/Region announcements on Tuesday

· BWS and other announcements on Friday

Submission Deadlines

· Event/Activity Announcements

· Must be submitted 3-4 weeks in advance of the event

· Must be submitted by Wednesday

· Submit all announcements to the ecommunications@swe-bws.org address

· submit announcement using specified format

· Articles/Notices

· Will be queued and sent with weekly e-mail, as received

Format

· Text-only mode

· News format

· No more than 6 announcements in each e-mail, less if long length

· Summary of events only, including web links to full details

· Full details should be posted elsewhere

· Always include RSVP information and cancellation policy

· See sample e-mail in appendix

Announcements Accepted

· BWS activities, events, notices, call for volunteers

· submitted by officers and committee chairs

· SWE National announcements

· submitted by Section Reps, Region Governor, or BOD member
· National also send announcements to ‘swe-all’ distribution list, which are then pulled to be sent to our members

· Region E announcements

· submitted by Section Reps or Region Governor

· Other engineering/professional society announcements (if same date, BWS event takes precedence)

· submitted by society contacts or members

· Non-SWE announcements (must be approved first)

· submitted by members or event contacts

Announcements regarding call for volunteers for events not currently on the BWS calendar should be sent to the appropriate officer for review first (i.e. DOE Science Bowl, Career Fairs, Computer Mania Day, Speaker Requests, etc)

* Announcements for large job fairs may be approved for distribution based upon the event.  Announcements for individual company job openings or job fairs MAY NOT be sent via e-mail.  These should be directed to the SWE Career Resource Center or to the treasurer as a possible newsletter advertisement.

E-mail Preparation

· Prepare e-mails in advance

· Most e-mails will need to be sent more than once

· Set up future e-mail contents based upon RSVP date and resend requests

Note: For Networking Lunches, it is customary to receive one e-mail in the fall and one in the spring with a full list of dates; publish this once, then keep to advertising one month at a time 

Appendix A

Sample e-mail

IN THIS ISSUE:

April 14 Official Membership Meeting

Spring 2005 Member Involvement Lunches

Computer Mania Day – April 9

Wanted: Company Liaisons

BWS Member Article in SWE Magazine

APRIL 14 OFFICIAL MEMBERSHIP MEETING

-----------------------------------------

“Celebrating Excellence: Scholarship Awards Banquet”

Keynote Speaker: Carolyn Turk, BioVeris Corporation

At the meeting we will be introducing this year’s BWS scholarship winners.  It is an opportunity to meet our scholarship recipients and in turn have them meet you and learn more about your experiences as an engineer.  This is also an official SWE-BWS business meeting; a quorum of BWS members is required.  

DATE:               Thursday, April 14th, 2005

LOCATION:     The Bombay Peacock Grill, Columbia MD

TIME:                6:30 p.m. – 9:00 p.m.

MENU:              Buffet with vegetarian and non-vegetarian options available

                           Includes appetizers and dessert

RSVP:                by Friday, APRIL 1 to Nancyjane Bailey at nancyjane.bailey@swe.org

                           or (410) 993-7489

When submitting an RSVP, please include your name, email address, telephone number, day of meeting contact number, and attendee status (SWE Member, SWE Student Member, SWE Member Retired, SWE Member Unemployed, Non-Member, Non-Member Student, Non-Member Retired, or Non-Member Unemployed).

COST:

Members (Professional) $24

Members (Students/Retirees/Unemployed) $12

Non Members $29

Non Members (Students/Retirees/Unemployed) $15

Payments can be made via check or cash the night of the meeting.  

DIRECTIONS:

www.bombaygrill.com
Free parking is available.

INTERPRETER SERVICES:

ASL interpreter services are available if requested by March 25th, 2005.  

CANCELLATION POLICY: 

Cancellation not received by the RSVP date will result in you being charged for the cost of the dinner, if the society is charged.

SPRING 2005 MEMBER INVOLVEMENT LUNCHES

----------------------------------

Two Member Involvement lunches are being held this Spring!  These lunches are an excellent opportunity to learn more about our Section and the projects that we are involved with in a friendly and informal setting.   It is also a great networking opportunity with our Section leadership.

Date:         Saturday, April 2

Time:        12:30 p.m.

Location:  Pizzeria Uno Chicago Grill

                 Gatehouse Plaza, Falls Church, VA

                 (Intersection of Rte 50 and Gallows Road)

                  http://www.pizzeriauno.com/locations.html

RSVP: 
  by March 31 to Diana Joch at 

                 diana.joch@swe.org or 703 988-8473

A second lunch is being scheduled for Saturday, May 7, 2005 in Columbia, MD.  Details on the time and location will be available in an upcoming e-mail.

Cost:   This is a FREE lunch for the following:

1. All new BWS members interested in learning more about our Section 

    (new to SWE or to our Section within the past year) 

2. BWS members that have not participated in a BWS activity in the past 2 years who would like to get involved again!

For all other attendees, we will be ordering off the menu. The average lunch entree is $7-$12.

WHY SHOULD YOU ATTEND?

1.  Network with other SWE-BWS members

2.  Meet members of the SWE-BWS Executive Council

3.  Learn about what programs, volunteer opportunities, and other activities are planned for the rest of the 2004-2005 year

4.  Discover opportunities that will allow you to become more involved with BWS and SWE during the upcoming 2005-2006 year

COMPUTER MANIA DAY – APRIL 9

----------------------------------

The Center for Women and Information Technology (CWIT) at the University of Maryland, Baltimore County (UMBC) will host Computer Mania Day to provide a half-day of technology-related activities geared for 6th - 8th grade girls and their parents. While boys are welcome, the focus is on girls because of their continuing under-participation in information technology classes and careers. This program is designed to provide a broad-based introduction to information technology applications to different careers. Up to 750 students will be gathered in small groups of no more than twenty-five, and the groups will rotate between information technology demonstration stations. At each station, the students will learn about the application of technology to the world of work through fun and interactive activities.

An adult program will complement the day by providing information about causes for girls’ low enrollment in technology courses and what adults can do to encourage girls to embrace technology.

During the afternoon, adults will participate in a series of breakout sessions covering a variety of topics, which will help parents better prepare their children to enter careers in I.T. Adults will receive advice from I.T. business professionals, state education leaders, and school and college educators. Parents will also have the option of visiting several special topic seminars and taking a tour of the campus.

Guest speakers include: Linda Leukhardt, CFO and VP for Northrop Grumman Electronics Systems, and Brandi Chastain, U.S. Women’s National Team soccer player and Olympic Gold Medalist.  

For complete details and to register for the event, go to: http://www.computer-mania.info/    

WANTED: COMPANY LIAISONS

----------------------------------

BWS is seeking members to serve as Company Liaisons.  These SWE members will serve as a liaison between BWS and contacts within their company to help facilitate

involvement in local SWE events and meetings, as well as communicate information regarding BWS to the SWE members and potential SWE members in their respective

companies.

Responsibilities could include helping BWS advertise events via the company newsletter, emails, flyers and meeting reminders. The liaisons would also help in providing other company contact names, such as an HR representative and a company newsletter contact.

Please contact Karin Roth (keroth77@yahoo.com) or Jill Peterson (jillap02@yahoo.com) if interested.

BWS MEMBER ARTICLE IN SWE MAGAZINE

----------------------------------

Be sure to look through the Spring 2005 SWE Magazine for an article by BWS member Dawne LeKang.  Her article on volunteering was originally published in the February BWS newsletter.
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