HAPPY GRAM SUBMISSIONS:

· Finance Committee will oversee the Happy Grams fundraiser.

· Deadlines for Happy Gram submission to Finance will be 1 week (7 days) prior to the Spotlight submission deadline.

· Finance will receive both the camera-ready Happy Gram and payment.

· Upon receipt of payment Finance shall email the Happy Gram to Spotlight Editor for publication and copy the treasurer on the email.

· If Editor receives a Happy Gram from Finance she can immediately publish it in the upcoming publication.

· Finance will forward payment to Treasurer with a copy of the Happy Gram.

AD SUBMISSIONS:

· All Spotlight ads and payment will be handled by the FD-Marketing.

· Deadlines for Ad submission to FD-Marketing will be 1 week (7 days) prior to the Spotlight submission deadline.

· FD-Marketing will receive both the camera-ready Ad and payment.

· Upon receipt of payment, FD-Marketing will forward ad and run time information to Spotlight Editor and copy the treasurer on the email. Editor and FD-Marketing will be responsible for maintaining record of ad publication details to follow-up upon expiration of ad run time.

· If Editor receives an ad from FD-Marketing she can immediately publish the ad in the upcoming publication.

· FD-Marketing will forward payment to Treasurer with a copy of the Request for Spotlight Advertisement submission.

