Chapter Publicity Plan
This plan addresses e-mail publicity for chapter-sponsored events and guidelines for webcast meetings. 

1.  The Program Director, or his/her designee, coordinate(s) with the speaker for the meeting. This contact obtains an abstract of the talk and a brief biography of the speaker and his/her interests. 

2.  The Program Director, or his/her designee,  develops the meeting announcement, with the following content:  
· Who:  name of speaker, speaker bio (very, very brief) 
· What:  title of presentation, abstract or summary of talk 
· When:  date and time of meeting  (make a special note if this is a change from the customary date and time) 
· Where:  location of chapter meeting, directions, MapQuest URL of location 
· Other:  name of chapter RSVP receiver, deadline for RSVP, special instructions, cost for program (if any), cost of refreshments (if any) 
The Program Director coordinates the meeting announcement with the President or the entire EXCOM, as directed by the EXCOM. 

3.  The Program Director provides the approved announcement to the Communications Director to send out to the chapter. The Communications Director can only make changes to the announcement with the approval of the Program Director. 

Note:  For monthly chapter meetings, the Communications Director formats the message as a plain text or HTML message. Attachments may be sent with chapter e-mail messages. If e-mail servers are rejecting messages with attachments, the Communications Director sends a repeat message without the attachment, and refers the recipient to the chapter website, or other source (e.g., INCOSE Connect), for details about the meeting. 

For chapter tutorials, the Communications Director does include an attachment that contains registration material. If an e-mail message with the tutorial meeting announcement is rejected or bounced back, the Communications Director sends a plain text message and refers the recipient to the chapter website, or other source (e.g., INCOSE Connect), for details about the tutorial. 
Email addresses in the body of e-mail messages are “disguised” to help prevent spambots from harvesting email addresses when posted on the Internet (e.g., john.doe@mail.com becomes “john.doe AT mail DOT com”). 

4.  As a goal, the Communications Director sends out the meeting announcement by e-mail to chapter members and the speaker at least a month before the planned meeting. The Region II Director is bcc’d for the meeting announcement. If the Communications Director has current email addresses for other professional societies in the area served by the Chapter (e.g., ACM, IEEE, PMI), he/she also forwards a copy of the meeting announcement to them, unless there is a chapter ambassador for the society. Ambassadors forward a copy of the meeting announcement to their contacts in the outside organizations they represent. All email is sent out by “blind carbon copy” to preserve the privacy of members. 
Note:  for chapter tutorials, the goal is to send out the tutorial announcement at least two months before the planned event. 
If there is a non-chapter member who is the Point of Contact for the meeting venue, the Area Director, or designee, provides a copy of the meeting announcement to this person. 

5.  The Membership Officer provides the meeting announcement to prospective members, based on a list that he/she maintains. 
6.  The Chapter Webmaster posts information about the meeting on the chapter website. 
7.  One to two weeks before the meeting, the Communications Director sends out a reminder email announcement. 
Note:  for chapter tutorials, reminder messages are sent out one month prior, and 2 weeks prior prior to the event (the registration deadline is typically one week prior to the event). 
8.  If the meeting is cancelled, or if there is a change in speaker or venue, due to unforeseen circumstances, the Communications Director, or designee, sends out a change announcement, as expeditiously as possible. 
9.  The Program Director, or the Area Director, provides guidelines for webcast meetings to the speaker(s) in advance of the meeting. The guidelines are provided below. 

Initial Release:  prior to September 2006 

Revision 1:  October 2006 

Revision 2:  August 2008 

Revision 3:  December 2009 

Sample Meeting Announcement
Email subject:  INCOSE Colorado Chapter April Meeting - A Sustainable Energy Economy: The Next Challenge for Systems Engineers - Thu 23 Apr @ 6:30-8:30 PM (MT)
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TOPIC:  A Sustainable Energy Economy: The Next Challenge for Systems Engineers 

SPEAKER:  Neil Snyder, Executive Director of Systems Engineering and Program Integration, National Renewable Energy Laboratory, Golden, CO 
DATE:  Thursday, 23 April 2009, 6:30 – 8:30 PM (Mountain Time) 

LOCATION:  Alderson Hall, Colorado School of Mines, Golden, CO 

(Please see directions at the bottom of this announcement.)

MEETING AGENDA:

(Mountain Time Zone) 

6:30 pm: Registration & Networking 

7:20 pm: Announcements & Speaker Introduction 

7:30 pm: Speaker Presentation 

ATTENDANCE:  Attendance is open to anyone. 

RSVP: 

Send your RSVP email by 22 April 2009 to Trace Baker [trace AT treeline DOT com], Boulder Area Director. 

Please include “INCOSE April Meeting” in the email’s “Subject:” line. 

Refreshments will be pizza and soda for a $5 donation. 

Please state in your RSVP whether or not you will purchase refreshments. 

ABSTRACT:

The realities of shrinking fossil fuel reserves, growing global energy demand, and climate change concerns will force a change to a sustainable energy economy. Systems engineers need to take a leadership role in making the transition to this new energy economy. A study of large projects from the past provides some insights into methodologies that might be used to effect this transition; however, the complexity of the energy transition is far greater in some respects than on these earlier projects. The timeframe of this transition is measured in decades, the technologies involve numerous industries, and the spatial dimension involves the entire planet. Systems engineers will not only need new tools but will need to step into somewhat different roles than in the past. It is time to start planning for these new challenges, and INCOSE should play a key role in this planning. 

The National Renewable Energy Laboratory is in an unprecedented period of growth.  Performing systems integration tasks in a rapidly changing research environment presents some unique challenges.  The traditional role of the laboratory has been basic and applied research, but not design and deployment of operating systems; as such, only a limited subset of traditional systems engineering functions have been applicable.  Similarly, there has not been a need for robust project management systems.  With the sudden rise of renewable energy to the status of a national priority, the nature of the laboratory is changing to deal with a broader mission.  The systems integration function at the laboratory, present and future, will be the subject of this presentation.

BIOGRAPHY: 

Neil Snyder has been a practicing systems engineer and project manager for over 25 years. He has worked in the aerospace, defense, environmental, and energy industries, and has worked for a variety of companies including Lockheed Martin, Bechtel, CSC, SAIC, and Midwest Research Institute / Battelle; he is also a retired Air Force Reserve officer. He holds an MS degree in Civil Engineering and an MBA in Project Management, and is a registered Professional Engineer and a certified Project Management Professional. He is currently the Executive Director of Systems Engineering and Program Integration at the National Renewable Energy Laboratory in Golden CO, where he is leading efforts to address the very large scale issues relating to renewable energy development and integration. 

LOCATION DIRECTIONS: 

Site: Room 340, Alderson Hall, Colorado School of Mines 

Address: Colorado School of Mines, Golden, CO 80401 

Written Directions: to Maple St & 14th St, Golden, CO 80401 from I-70 and I-25: 

1. Head west on I-70 W  8.3 mi 

2. Take exit 265 for State Hwy 58 W toward Golden/Central City  0.3 mi 

3. Merge onto CO-58 W  4.3 mi 

4. Take the Washington Ave exit  0.1 mi 

5. Turn left at Washington Ave  0.4 mi 

6. Turn right at 11th St  0.3 mi 

7. 11th St turns slightly left and becomes Maple St  0.2 mi 

The University recommends to park on the street or in parking lots with designated "visitor" parking; they advise that not all lots have visitor parking. Alderson Hall is between Maple and Illinois Streets.

MapQuest URL: http://www.mapquest.com/maps?city=Golden&state=CO&address=14th+St+%26+Maple+St&zipcode=80401&country=US&latitude=39.751408&longitude=-105.224042&geocode=INTERSECTION
Very Respectfully, 

Kirk A. Moen 

Communications Director 

INCOSE Colorado Front Range Chapter 

Speaker Guidelines for Webcast Meetings  

The Colorado Front Range Chapter is experimenting with offering real-time delivery of slides and audio of our meetings to registered remote sites. These sites may be single individuals at their personal computers, or small groups sharing a facility. If you are not experienced with preparing and delivering material in this medium, please consider the following guidelines. 

Facilities differ in the equipment they offer, and the microphone for the audio portion may be one that you wear, or may be on a table. Similarly, the remote sites differ in their equipment, and we have to adapt to their conditions where possible. 

Audio 

Start by asking the remote sites if they can hear you clearly. The Chapter officer introducing the meeting will have done that earlier, but your voice is different.  

· If the microphone is on a table, place it close to where you will stand while you talk, and don't walk away from the microphone while talking.  

· If you need to walk away from the microphone while talking, talk louder.  

· Speak loudly, regardless of the size of the room.  

· Repeat questions from the audience, whether local or remote. If you have a conversation with someone in the audience, you may need to repeat each part of the exchange.  

· The Chapter officer conducting the meeting will monitor the meeting application for notification of questions from the remote sites. However, it will help to ask for questions from the remote sites frequently. Pause after you ask; remote sites typically mute their microphones, and need time to un-mute before asking a question.  

Visual 

Remote sites can see your slides, but nothing else in the room: They can’t see your gestures or expressions. Try to express non-verbal cues in words, too. 

·  Use colors and shapes that can be described and differentiated in words easily.  

· If you need to draw attention to a part of a slide, describe it in words. Not “This is the relationship of x vs. y,” but “The blue line is the relationship of x vs. y.”  

· Slide transitions and animations are a little slower at the remote sites than at the originating site. A short pause helps the remote sites keep synchronized. 
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