INDIANAPOLIS SYMPHONY ORCHESTRA ASSOCIATION (ISOA)
Updated 7/19/2025 Linda Sanning, former VP, Communications


POSITION:			Vice-President—Communication (appointed position)
	RESPONSIBILITIES
	1. Proofreads Group newsletters, invitations, and flyers to ensure conformance to the former ISO style guide and new Chicago Manual of Style standards from ISO. 
2. Prepares brief monthly report and attends monthly ISOA Executive Board meetings
3. Prepares year-end report of activities
4. Compiles all text for the Program for the Annual Luncheon where Volunteers of the Year are honored. This involves
· Editing bios for the Volunteer of the Year for city groups, the Wabash unit, the Executive Board VOY, and any recipients of the Lifetime Service Award and editing them to fit the program format. 
· Procuring a thumbnail photo of each VOY in a format that can be used by the person who designs the program using a booklet template in Microsoft Publisher(currently Esther Weaver).Note that the template is crucial since in a double-sided folded booklet, the order of pages is not sequential. The template automatically arranges pages correctly for this format so that the file sent to the printing company is ordered as they need it.
· Including the following elements: ISOA logo, Mission Statement, Vision Statement, Luncheon Patrons and Donors, Special Thanks (Photographer, Reservations, Social Media, VOY Chair, Program booklet). Membership Committee, List of all members who volunteered = 100 hours in a given quarter, Luncheon agenda, Lifetime Service Award recipient, Exec. Board VOY, Group VOYs, Wabash VOY

	PREREQUISITES:
	· Microsoft Word proficiency, expert grammar and punctuation skills.
· Editing experience and familiarity with editing to style guides and standards. We use the former ISO Style guide with a few changes from the Chicago Manual of Style as followed by the ISO.
· Familiarity with saving files in .pdf format.
· Ability to develop and maintain a file structure for storing and referencing multiple iterations of many documents.
· Knowledge of document version control, updating the filename each time changes are made. Suggested syntax for the last characters of filenames is yyyy/mm/dd since this format keeps files in order by date in the folder where they are saved.
· Tact when dealing with writers and flexibility in allowing writers to have their own voices, yet still maintaining standards.
· Ability to rewrite articles when needed and to obtain additional information from writers as needed for clarity.
· Persuasiveness in asking writers to submit documents on time.
· Ability to meet deadlines for online publication and to allow adequate lead time when working with Printing companies.

	OBJECTIVES
	To maintain the image of the ISOA by ensuring that its publications, invitations, flyers, and other documents sent to members reflect professionalism, including accuracy, style, grammar, punctuation, and a degree of consistency.

	BENEFITS
	Opportunity to become familiar with ISOA projects, fundraisers, education programs, group and unit activities, and members. Opportunity to use your writing and editing skills for community service.

	TIME
	· Proofreading a Group newsletter takes about an hour.
· Proofreading an invitation or flyer and communicating any changes needed takes between 15 minutes to an hour.
· Creating and editing the text for the Annual Luncheon program booklet takes at least 20-30 hours.

	LOCATION
	Typically at home and by phone or email. Executive Board meetings are downtown, but usually there is a Zoom option.

	WORKS WITH
	· Writers who submit invitations, flyers, etc. for proofreading.
· Coordinates with ISO Marketing and Communication for communication standards and conventions and any updates to the logo.
· Develops content for the Annual Luncheon program, seeking details from the President (for event agenda, keynote speaker and topic, musician) and from the VP Membership for the menu, list of insert page of Special Patrons and Donors
· Coordinates with the printing company for producing the Annual Luncheon program, sending files and reviewing proofs. However, the ISOA President negotiates printing company contracts.


	REPORTS TO
	ISOA President



ADDENDUM I
Main differences between old ISO Style Guide and subsequent Changes
The following changes are the main differences between the old ISO Style Guide and changes to comply with the ISO’s use of certain Chicago Manual of Style conventions.
· Commas in a series – The old style guide does not use a comma before “and” in a series. 
Old Example: The flag is red, white and blue.
The Chicago Manual does use one (called the Oxford comma). 
New Example: The flag is red, white, and blue.
· Dashes - In the Chicago Manual of Style em dashes (—) are used without spaces on either side to set off parenthetical information, indicate a sudden break in thought, or replace commas, parentheses, or colons.
· Formatting of the word fundraiser and fundraising– The old style guide used a hyphen (fund-raiser/fund-raising). The new guideline is to always make fundraiser or fundraising a single word with no hyphen.
· Numbers – We will not use the Chicago Manual of Style conventions for spelling out numbers. Continue to spell out numbers under 10 and use Arabic numerals for numbers 10 and over. Also note that it’s appropriate to use both forms in a single sentence.
Example: The three new parking lots will provide space for 540 cars.
Exception: If a sentence begins with a number ten or above, the number is spelled out. However ,try to rephrase it so that the number comes later in the sentence and can be in Arabic numerals.  
Example: 1. Three hundred students attended the concert. 2. The concert was attended by 300 students.
· Formatting of programs, awards, and sponsored series – These will continue as before.
· Program examples: Symphony in Color, Side-by-Side
· Award examples: The Renato Pacini Leadership Award (“Patch” Award), The Michael Ben and Illene Komisarow Maurer Young Musicians Contest
Sponsored series examples: Lilly Classical Series, AES Indiana Yuletide Celebration, Kroger Symphony on the Prairie, Teddy Bear Concerts.

Addendum II -
Planning and developing the program booklet for the ISOA Annual Meeting Luncheon
Use this document to see the tasks involved in planning for and producing the program booklet for the ISOA Annual Meeting/Luncheon honoring volunteers.
	Use this table to see:
· Content for each page and physical page number (totaling 16) but 12 pages in Printing lingo.
· Page as numbered at the bottom of each page with physical page 3 as bottom of page # 1 since the covers and inside of cover pages have no numbers at bottom of pages.

	Physical page number
	#on page in booklet
	Content
	Remarks and questions 

	1 
	None
	Front Cover –
Centered text to be: 

Thank you for making a difference

INDIANAPOLIS SYMPHONY ORCHESTRA ASSOCIATION
ANNUAL APPRECIATION LUNCHEON
WEDNESDAY, JUNE 18, 2025
WOODTOCK COUNTRY CLUB
	

	2 
	None
	Inside front cover-Large treble clef sign 
	

	3
	1 
	Agenda 
Menu
	

	4
	2  
	Giving Special Recognition  (50 year members)
	

	
	3  
	Honoring our Volunteers  - People with 100 or more
The hours are grouped in categories 
	

	6
	4  
	Mable Lewis, Lifetime Service Award bio and photo
	

	7
	5  
	Patty Butwin, Executive Board VOY
	

	8
	6  
	Anne Gregg, North Group VOY
	

	9
	7 
	Sarah Stoel, South Group VOY 
	

	10
	8  
	Gail McNeirney, East Group VOY
	

	11
	9 
	Sandy Bettner, West Group VOY
	

	12
	10  
	Carolyn Eppley, Wabash VOY 
	

	13
	11 
	Giving Special Thanks; Life, It’s better with Music graphic; Mission and Vision Statements
	

	14
	12  
	Using passionformusic.org  - 
	

	15
	None
	Inside back cover
Thank you for making a difference
	

	16
	None
	Back cover – Back cover design includes smaller version of front cover graphic
	

	Insert (to be provided after reservation due date
	None
	List of Patrons and Donors as of the June 9 reservation due-by date.
	


Printing Instructions for the printing company: Printing is double-sided on folded sheets of 8.5 x 11 inch paper. Important: This means that the page count must be in multiples of 4 pages (since 4 pages fit on one piece of 8.5 x 11 paper printed on both sides and folded).
· Only the front and back covers are printed in color. The rest is typically printed in black and white to save costs, so bio photos are printed in black and white. However, you can submit color photos to the printer and remind them to use black and white except for both sides of the front and back cover.
· The contract for printing the booklet should be phrased as 12 pages, with printed inside and outside cover pages to conform with print job lingo.
Prerequisites:
Either plan to design the booklet yourself in a desktop publishing software application (e.g., Microsoft Publisher, Canva, etc.) or engage another member to do this (e.g., Mary Richards). Note that Microsoft will discontinue support for Publisher after October, 2026, so don’t bother to learn this software now.
Get graphics from the person who created the invitation for use on the front and back covers of the program booklet. 
Ask the ISOA President:
· Which printing company she has engaged for the print job.
· What is the theme for the event if it is not specified on the invitation.
· Who is responsible for writing the bio for the VOY for each group, the Wabash Unit (or ask the Wabash Chair yourself), and Executive Board and for any Lifetime Service honorees.
Work with the Printer to establish a due date for getting initial file to them and due date for insert page of Patrons and Donors and notify the VP Membership to send the list to you at least one day before the printer due date.
Resources for each page
Use this table to see the contact person for each page of the program booklet and remarks about the page.
	Physical page number
	#on page in booklet
	Content
	Resource/Contact Person / Remarks

	1 
	None
	Front Cover –
Centered text to be: 

Thank you for making a difference

INDIANAPOLIS SYMPHONY ORCHESTRA ASSOCIATION
ANNUAL APPRECIATION LUNCHEON
WEDNESDAY, JUNE 18, 2025
WOODTOCK COUNTRY CLUB

	Front over graphic typically mirrors the design of the invitation flyer for the luncheon. As the person who designed the initiation for the graphic.

	2 
	None
	Inside front cover-Large treble clef sign 
	The design on this page can be changed.

	3
	1 
	Agenda 
Menu
	ISOA President for the Agenda
VP Membership for the menu


	4
	2  
	Giving Special Recognition  (50 year members)

	Your responsibility is to update the previous year’s list with names of any members who have reached the 50-year mark since last year’s luncheon program was created. Work with the ISOA Volunteer Hours person to get any new 50-year members to add.

	
	3  
	Honoring our Volunteers  - People with 100 or more
The hours are grouped in categories 
	The way that hours are counted may vary from year to year. Ask the President for any changes in criteria and the period for counting hours. Then ask the person whose name is listed in the ISOA directory under DATA MANAGEMENT & TECHNOLOGY for Volunteer Hours (currently Elaine Massey) for the list of people who meet the criteria.

	6
	4  
	Mable Lewis, Lifetime Service Award bio and photo
	Ask the president for the name of the person designated to write this bio. To fit on half of an 88.5 x 9 page along with a thumbnail photo, the word count is around 250. Writers of the bios need to know this when drafting the bios. Usually, substantial editing is necessary, and this “editing to fit” task takes the most time of any in the process

	7
	5  
	Patty Butwin, Executive Board VOY
	“

	8
	6  
	Anne Gregg, North Group VOY
	“

	9
	7 
	Sarah Stoel, South Group VOY 
	“

	10
	8  
	Gail McNeirney, East Group VOY
	“

	11
	9 
	Sandy Bettner, West Group VOY
	“

	12
	10  
	Carolyn Eppley, Wabash VOY 
	Ask the Chair of the Wabash Unit who their VOY is and ask for the bio well in advance. (Note that the Columbus Unit does not designate a VOY, and are not included in the program booklet.)

	13
	11 
	Giving Special Thanks; Life, It’s better with Music graphic; Mission and Vision Statements
	Ask the VP membership whom to credit for the Event chairs, Venue Liaison, Reservations. Online Reservations, Certificates & Invitations, Program Booklet, Centerpieces, Set-Up & Greeters, Musical Entertainment. Photographer, and Greeters.
Reuse the graphic and text for “Life. It’s better with Music” from the previous year unless the ISOA Executive Board changes the Mission or Vision Statement.

	14
	12  
	Using passionformusic.org  - 
	This can be reused or updated as needed, with input from the VP Digital Marketing. Do be sure to test the instructions in the first bullet point to make sure that accessing the ISOA Directory online work. If not, as the person listed in the ISOA Directory under DATA MANAGEMENT & TECHNOLOGY for Website (currently Jenna Tragesser) for any updates to the directions in the first bullet for accessing the ISOA Directory in passionformusic.org.

	15
	None
	Inside back cover
Thank you for making a difference
	This page is in color, so the graphics should be in color. The text here will vary, depending on the theme for the luncheon. Ask the President for the theme. Note that if there are two Lifetime Service honorees, this will increase the page count, so the inside back cover will need to be blank (to keep physical page count at 16 in multiples of 4).

	16
	None
	Back cover – Back cover design includes smaller version of front cover graphic
	Back cover can be a smaller version of front cover or an excerpt of the front cover graphic, or something else that echoes the front cover design.

	Insert page (to be provided after due date
	None
	List of Patrons and Donors as of the June 9 reservation due-by date.
	Before the event reservation due date, let the VP Membership know when the printer’s cutoff date is for this separate sheet that will be inserted into the program booklet. Then get the list from her at least a day before the printing company deadline.


Note: you can copy this table, save it as a different filename, delete the text in the right-most column, change the column heading to Printer Instructions, and send it to the Printing Company along with the files with any special instructions or remarks for them.

