ART SOCIETY OF INVERNESS
GUIDELINES
ARTYFACTS

	BACKGROUND
Artyfacts is the magazine of ASI and is published quarterly. For those members who do not attend workshops and classes it may be the main link with the society and the reason they keep paying their subscription.
It is a valuable source of ASI’s news particularly for those who don’t use our website and don’t read or have access to their emails. 
It is sent to all members for no charge.




	
	The editor of Artyfacts is currently Clare Blois
She is assisted by Jenny Hepburn, David Brown and Elaine Dalloway (who fills the envelopes)

	


	
	The editor is appointed by the committee and would normally be a member of the committee.  Alternatively, the editor may attend the committee meetings ex officio so that they know what is going on.
The editor should recruit assistants wherever possible.

	

	
	Artyfacts is produced either on the society’s computer or on the editor’s own computer. At present the programme used is Microsoft Publisher, but support of this is being withdrawn by Microsoft on 1stOctober 2026.. “Word” should be a suitable alternative, or an internet based programme such as Canva

	

	
	The editor is responsible for the security of the ASI laptop  (if used) and for keeping the software up to date. 

	

	
	The editor is responsible for keeping a note of all relevant passwords and sharing these with their assistants or an appropriate committee member.

	

	
	Artyfacts is currently produced as a 16 page A5 booklet.
 This is converted to a pdf file to be sent to the printer.

	

	
	Artyfacts is currently printed by  Instantprint. The number of copies printed should allow for distribution to all members and a surplus to be given to new or potential members or used to promote the work of the society at public events. 

	


	
	The editor will set a submission deadline for each issue and will encourage members and other contributors to submit material, photographs and articles. 

	

	
	Very often the editor has to think what to put into Artyfacts and chase people for material or write it themselves. 
The editor has to keep up with what is going on so that relevant details of classes, workshops, events etc are publicised at the right time. The best way to do this is to attend committee meetings either as a member of the committee or as an observer.

	

	
	Photographs cannot be used of any member who has chosen to withhold their permission (but members are responsible for making that clear without being asked)

	

	
	Our printer, Instantprint, requires pre-payment by the editor who uploads the material to the Instantprint website. Currently the editor pays for this and claims it back from the Treasurer. (approx £80)

The printed copies should be sent to the editor by the printer so that the job can be checked. 

Then the editor must deliver the copies to the envelope volunteer, having given notice of timing so that labels and stamps are ready.
 Labels are provided, on request, by the Membership Secretary and the stamps are bought by the envelope filler (and then refunded by the treasurer).

Artyfacts will be distributed to members by second class post or delivered by hand.

	

	
	The librarian should maintain a library of paper copies of Artyfacts. 

An electronic copy will be posted on the society’s website in pdf format. The Editor should provide this to the Website person, with the contact details of the committee redacted
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