BUSINESS MANAGER OF THE ILLUMINATOR
The Business manager is appointed by the Board of Director’s and is responsible for all activities related to the sale of advertising space.  The Business manager must be aware of the need for the additional funding in order to keep The Illuminator in existence.  The sale of advertising space is a business contract with the advertiser and not the solicitation of a donation.

1. Maintain and accurate record of personal money spent in the execution of the Business Manager duties and submit a voucher to the Treasurer within 30 days.  The Board of Director’s must approve the payment of expenses.

2. Must receive approval from the Board of Director’s prior to spending any unusual amount of money.

3. Contacts potential advertisers with brief, individualized letters and a copy of the Advertising Fact Sheet.

4. Acquires and keeps a current list of names and addresses of vendors and commercial representatives as potential advertisers.

5. Once a contact has been established, the business Manager must make every effort to comply with the requirements of the advertiser. 

6. Must receive the advertising copy foe the advertiser and forward it to the Editor along with specifications for placement or other instructions from the client.

7. Send a list to Member Services of those individuals who are to receive a copy of The Illuminator.
8. Must submit reports for the spring and Annual Conference meeting in triplicate.

9. Maintain an accurate record of all data related to the payment of the advertiser.  Forward all advertising funds to the Treasurer.

10. Keep in contact with the advertisers as to the deadline dates of The Illuminator and send out renewal notices to the advertisers with the contract.
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