Assistant Programs-Records

Compose a thank you letter for all advertisers

Run-off copies of this letter for all advertisers

Prepare a page of Town Hall speakers (can use the brochure information)

Run-off copies for all advertisers

Purchase envelopes to hold the Town Hall program, thank you note, and the Town Hall speaker sheet

When the TH program is printed (early September), put together a packet with program booklet, thank you note with page number of ad, and a sheet with Town Hall speakers

Get a list from Advertising Chair of advertisers, addresses, contact names

To save postage ($4.63 each 9/24), deliver packets to paid advertisers; ask for help from board members to deliver packets

If necessary, mail packets to advertisers further away (Pinckney, Dexter, Chelsea); reimbursement from the WAG treasurer

Work closely with Waterman Program Chair and treasurer

