International Association of Rubenfeld Synergists 
(INARS)

[image: image1.png]®
The Rubenfeld
Synergy Method®




How-To Operations Manual

for

The Marketing FILLIN  \d  \* MERGEFORMAT  Committee

Approved: April 15, 2012
Revision #1: Insert Date
Revision #2: Insert Date
Revision #3: Insert Date
Introduction
The central mission of INARS is to make Rubenfeld Synergy Method viable in the world.  Our organization expresses this mission through its programs and activities.  Our strength is dependent on a strong leadership that is committed and dedicated to seeing that programs and activities are performed superbly.  We can be proud of our commitment to excellence and the strong leaders we attract, including our committee chairs who direct the realization of our mission and programs.
The following ‘how to’ or operations manual provides a reference guide for the committee chair to lead the activities and responsibilities charged to his/her respective committee.  

Its primary purpose is to provide direction and empowerment to the committee chair to be successful, efficient and effective in executing and managing committee duties and activities – and this supports INARS to be a powerful organization that fulfills its mission of making RSM viable in the world.
This manual may be continually modified as more efficient and effective processes are developed and implemented, or a new activity comes online that requires the development of a new ‘how to’ process.  The first draft is effective January 31, 2012.  Subsequent revised drafts are noted by revision dates indicated on this manual’s cover sheet.

The collection of all of the committee manuals essentially represent the organization’s Operations Plan – that addresses systems, processes, procedures that run the organization’s programs and activities.  These manuals reside both in hard copy form with current chairs, as well as uploaded in the Members’ Only area of the website.

Background Information 
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Per Bylaws

9.6 Marketing Committee

(a) Composition. The chairperson of the Marketing Committee shall be appointed by the Board of Directors. The Committee shall consist of a recommended minimum of five members, and may include individuals who are not Rubenfeld Synergists who possess the skills and abilities required. Members shall be selected by the Marketing Committee chairperson.

(b) Duties: The Marketing Committee shall develop and maintain standard operating policies and procedures, which are approved by the Board of Directors and posted on the RSM website, to accomplish the following:
1. Promote and publicize INARS and RSM to the general public and other organizations and professionals using all avenues merited, including but not limited to print and electronic media and promotional activities. 
2. Develop and manage the RSM branding and increase visibility and brand recognition.
3. Develop and submit an Annual Marketing Plan with specific projects and strategies to Board of Directors. Recommend an annual budget to the Finance Committee.
4. Develop and guide the production of compelling and innovative promotional and marketing materials.
5. Develop and implement web strategies for increasing awareness of INARS and RSM. Provide ongoing development and maintenance of the RSM website. 
6. Develop online store, promotional products, and establish affiliate programs with other vendors and organizations.
7. Measure and evaluate the efficiency and effectiveness of implemented marketing projects and strategies.
8. Support other INARS committees.
9. Provide ways for individuals interested in RSM to locate an INARS member in their area.
Policies and Procedures 
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From www.RubenfeldSynery.com 

Promotes and publicizes INARS and RSM to the general public and other organizations and professionals. Develops and manages the RSM branding to increase visibility and brand recognition. Provide ongoing development and maintenance of the RSM website, which includes the development of an online store, promotional products, and establishes affiliate programs with other vendors and organizations.

The Marketing Committee
Current Activities

A. Create an Annual Marketing Plan

B. Update and Maintain Web Site
C. Develop and Publish a New Brochure
D. Maintain Rubenfeld Synergy Blog
E. 
Maintain Facebook Page, LinkedIn 
Account and Other Social Media
F. 
Develop and Implement Advertising
G. Educate INARS Members
Implementing the Current Activities
A. Create an Annual Marketing Plan
Primary Purpose:  To identify priorities and projects for each year. 


Secondary Purpose #1: To establish a budget for marketing projects, including expected revenues.

Secondary Purpose #2:  To discuss both long term and short term goals.

Secondary Purpose #3: To assess the effectiveness of the projects of the previous year.
Expected Highest Result: To implement a clear plan of action that will increase RSMs visibility and viability in the world.
	Action Step
	Target Date or Time Frame
	Leader(s)

	Review and assess the projects completed in previous year.
	February
	Chairperson w/ committee

	Discuss ideas for upcoming year and prepare recommendations along with budget numbers to the INARS board.
	February
	Chairperson w/ committee

	Submit plan and budget to finance committee.
	No later than March 15
	Chairperson


NOTE: Except for presentations to the Board of Directors, “Chairperson” is always understood to be “Chairperson or Designee”.

B. Update and Maintain Web Site
Primary (Dual) Purposes:  To provide strong RSM visibility to public and promote INARS membership and its benefits.

Secondary Purpose #1:  To educate the public about RSM, Ilana Rubenfeld and the certification levels.

Secondary Purpose #2:  To make it easy for the public to locate a practitioner.

Secondary Purpose #3:  To promote RSM trainings, certifications, workshops and presentations 
Secondary Purpose #4:  To provide resources for INARS members for practice building.
Secondary Purpose #5:  To promote the INARS conference.
Secondary Purpose #6:  To provide an archive for INARS documents: bylaws, operations manuals, meeting minutes, etc.
Secondary Purpose #7:  To promote the NARS Education Fund.

Expected Highest Result: To make RSM a household word and to support the operations and success of INARS and its members.
	Action Step
	Target Date or Time Frame
	Leader(s)

	Revisit, and refine if merited, the Primary Purpose and Secondary Purposes of the website.
	Annually 
	Committee 


	Clearly identify the content components of the website (i.e., about RSM, find a Synergist, members area, etc.);  
	Within 30 days after brochure is finalized
	Committee 


	Review and, re-fresh where merited, content – refer to newly revised brochure.
	
	Committee 


	Engage website designer for consulting on the dimensions of Navigation and Graphics (ideally, graphics, “look and feel” is consistent with newly revised brochure).
	
	Chairperson with Website Designer

	Review website designer’s test site; make refinements and modifications moving towards strongest iteration.
	
	Committee 


	Chairperson presents strongest iteration to the Board for approval.
	Next month's meeting
	Chairperson 

	Receive feedback and suggestions for changes and remit these to the website designer for modification.
	Within 14 days after Board meeting
	Chairperson 

	Present modified iteration to the Board; seeking final approval for content, navigation, and graphics.
	Next meeting after modifications are complete
	Chairperson 

	Make test site Live with Board approval.
	Within 14 days after Board meeting
	Website Designer with directive from Chairperson 


NOTE: Except for presentations to the Board of Directors, “Chairperson” is always understood to be “Chairperson or Designee”.

C.  Develop and publish a new brochure
Primary (Dual) Purposes:  To provide strong RSM visibility to the public and promote INARS membership and its benefits.


Secondary Purpose #1:  To educate the public about RSM, Ilana Rubenfeld and the certification levels.

Secondary Purpose #2:  To provide resources for INARS members for practice building at a very reasonable cost.
Secondary Purpose #3:  To promote RSM at expos, fairs, healing centers, etc.
Expected Highest Result: To make RSM a household word and to support the success of INARS and its members.

	Action Step
	Target Date or Time Frame
	Leader(s)

	Revisit, and refine if merited, the Primary Purpose and Secondary Purposes of the brochure.
	Annually Begin
	Committee 


	Clearly identify the content components of the brochure (i.e., cover page title, benefits of RSM, What is RSM, etc.)
	As needed or at least every 3 years
	Committee
.

	Review and, re-fresh where merited, content – revising current brochure’s content.
	
	Committee
.

	Send out requests for proposals to at least 3 graphic designers.
	
	Chairperson 

	Select graphic designer resource based on proposals received.
	
	Chairperson 

	Remit content and copy to graphic designer.
	
	Marketing Chair



	Review and screen graphic designer’s submissions; select strongest iteration.
	
	

	Chair presents strongest iteration to the Board for approval
	
	Chairperson 

	Receive feedback and suggestions for changes and remit these to the graphic designer for modification.
	
	Chairperson 

	Present modified iteration to the Board; seeking final approval for layout design and content.
	
	Chairperson 

	Determine methods of distributing brochure and costs to Synergists
	At time of approval
	Board

	Send out requests for bid to at least 3 printer resources.
	
	Chairperson 

	Select printer resource based on bids received.
	
	Chairperson 

	Remit art assets to printer resource for printing the job.
	
	Chairperson 

	Store printed job at a location to be determined.
	
	Chairperson 


NOTE: Except for presentations to the Board of Directors, “Chairperson” is always understood to be “Chairperson or Designee”.

D.  Maintain Rubenfeld Synergy Blog
Primary Purpose:  To educate and promote dialogue for practitioners and public about RSM.

Secondary Purpose #1:  To create a forum for creative expression and the exchange of ideas and experiences.

Secondary Purpose #2: To increase search engine optimization (SEO) ranking of the INARS website.

Secondary Purpose #3: To provide a place for the public to ask questions and get answers.
Expected Highest Result: To make RSM a household word.
	Action Step
	Target Date or Time Frame
	Leader(s)

	Send automated email reminders to membership soliciting blogs and encouraging comments
	Monthly 
	Chairperson via VA 

	Receive and post blogs
	1-2 a month 
	Chairperson via VA 

	Notify membership of new blog via Synergist Yahoo Group
	As new blogs are posted
	Chairperson


NOTE: Except for presentations to the Board of Directors, “Chairperson” is always understood to be “Chairperson or Designee”.

E.  Maintain Facebook Page, LinkedIn Account and Other Social Media
Primary Purpose:  To educate and promote dialogue for practitioners and public about RSM.


Secondary Purpose #1:  To create a forum for creative expression and the exchange of ideas and experiences.


Secondary Purpose #2: To increase the visibility of RSM .

Secondary Purpose #3: To provide a place for the public to ask questions and get answers.
Expected Highest Result: To make RSM a household word.

	Action Step
	Target Date or Time Frame
	Leader(s)

	Send automated email reminders to membership re. Facebook, LinkedIn and other social media, including autoresponders.
	Monthly 
	Chairperson via VA 

	Monitor all social media for appropriateness of postings and to respond to postings.
	Weekly 
	Chairperson or designated committee member

	Post new autoresponders 
	As received
	Chairperson via VA


NOTE: Except for presentations to the Board of Directors, “Chairperson” is always understood to be “Chairperson or Designee”.

F.  Develop and Implement Advertising
Primary Purpose:  To create visibility and curiosity, and to sell RSM products and services


Secondary Purpose #1:  To connect with non- RSM health practitioners, vendors, organizations at public events, such as health fairs or expos.

Secondary Purpose #2:  To support individual Synergists in building their practices.


Secondary Purpose #3:  To present a consistent image and message to the world.

Expected Highest Result: To make RSM viable in the world
	Action Step
	Target Date or Time Frame
	Leader(s)

	As part of annual planning, decide on media to be used for advertising and events we will attend
	Annually
	Committee

	Develop advertising copy, adapted as needed for various media, such as print or internet.
	Within 30 days after budget approval
	Committee

	Implement advertising as planned
	No later than 60 days after finalized
	Chairperson or designated committee member

	Designate coordinators for each event
	No later than 90 days before the event
	Chairperson

	Coordinators develop plan for each event, including number of Synergists needed, design of booth, services to be offered. Collaborate with RSTI, if joint venture.
	No later than 60 days before the event
	Coordinator

	Conduct a review of event to determine what worked and what didn't
	Within 30 days after the event.
	Committee


NOTE: Except for presentations to the Board of Directors, “Chairperson” is always understood to be “Chairperson or Designee”.

G.  Educate INARS Members


Primary Purpose:  Provide state of the art advertising marketing skills and support Synergists ability to talk about the value of RSM with clarity to promote their individual practices

Secondary Purpose #1:  To help more Synergists become comfortable with marketing endeavors.

Secondary Purpose #2: To establish a consistent RSM message and image and consistency in description of RSM work

Secondary Purpose #3: To help more Synergists become comfortable with social media marketing. 
Expected Highest Result: Synergists use all means available to them for the promotion of their individual practices and the RSM profession as a whole. Synergists have very successful practices and people receive the help they need to heal and be whole.  
	Action Step
	Target Date or Time Frame
	Leader(s)

	As part of annual planning, solicit educational needs from INARS members.
	Early January
	Chairperson

	Based on input, decide which educational opportunities will be offered in the upcoming fiscal year. Include fees for professionals in budget request.
	During annual planning
	Committee

	Develop webinars that will educate INARS members about marketing and promoting their practices, including the use of social media. 
	Timeframe to be decided during annual planning
	Committee

	Contract with subject matter expert.
	As needed
	Chairperson


NOTE: Except for presentations to the Board of Directors, “Chairperson” is always understood to be “Chairperson or Designee”.

Appendix
Archived Documents/Sample Communications/Form Letters
Index:

1. Links for INARS blog, Facebook page and LinkedIn site.

2. Sample Email: Notification of a New Blog Post

3. Sample Email: Reminder – Social Media Workshop
4. Sample Autoresponders
5. Sample Email: Spread the Word about RSM Through Social Media

6. Sample Email: How to Use Autoresponders to Spread the Power of RSM

1. Links

· http://www.rubenfeldsynergy.com/blog
· http://www.Facebook.com 
· Search in “Groups” for Rubenfeld Synergy Method Community and Join
· http://www.LinkedIn.com 

· Search in “Groups” for Rubenfeld Synergy Method and Join

· Search in “Companies” for Rubenfeld Synergy Method and Follow
2. Sample Email: Notification of a New Blog Post
New Blog Post – It’s my birthright to be safe, support and love by Julie Connor

	
	Please check out the latest blog post It's my birthright to be safe, supported and loved, written by Julie Connor.

Go to http://www.RubenfeldSynergy.com/blog
Please leave a comment at the end of the article.

Click on the Facebook, Twitter or LinkedIn symbols to share the article on your social media pages.



3. Sample Email: Reminder - Social Media Webinar

REMINDER – Social Media Webinar
	
	This is a quick reminder that there will be a second social media webinar about LinkedIn held TONIGHT, March 14, 2012 from 8:00 - 9:00 p.m. Eastern Time.

If you have a headset plugged into the computer and a webcam, I can let you be live on the webinar. Without the headset, there is an echo so your microphone will have to be muted.

Here is the link to the webinar:

http://vcp.videocontrolpanel.net/viewer.php?meeting_id=8009245


4. Sample Autoresponders
Hi {!firstname}:
Sample 1

Welcome to RSMFreeReport Group at RubenfeldSynergy.com.  

We trust you have enjoyed reading your free report: Listen to Your Body and Reduce Stress with the Seven Steps of the Rubenfeld Synergy Method.  We hope you enjoy receiving our regular reminder and tips and simple exercises to help you listen to YOUR body and reduce stress.  
Hi {!firstname}:
I am the home of your spirit.  Please revere me.

Blessings,

Your Body

Listen to YOUR body and reduce stress with the Rubenfeld Synergy Method

International Association of Rubenfeld Synergists       Marketing@RubenfeldSynergy.com
Sample 2
Hi {!firstname}:
The Whispers of Your Heart – Submitted by Certified Rubenfeld Synergist Janet Cook

The relationship you have with your body is the relationship you have with yourself.
Have you listened lately to the whispers of your heart?  What would it say?  Is your heart 
thankful?  Is your heart heartless?  Do you have an opened heart?

Our heart is where the beauty of the human spirit comes alive.  It is a great gift to feel. When we 
feel for someone, you become united with that person in an intimate way.  Feeling is the secret 
bridge that penetrates solitude and isolation. 

In a Rubenfeld Synergy session, you will be guided to bring your awareness to your heart and 
asked what you notice, not judge but notice.  You may become aware of a shield over your heart; 
notice what texture is the shield, how thick is the shield, and is there a color that you become 
aware of.  Through this guidance, your body will reveal a metaphor of what may be happening in 
your life.  A metaphor could be: the shield protects my heart from being hurt and not feeling the 
pain. 

What would it be like to imagine living a life through love, with an opened heart and free spirit?   Experience The Rubenfeld Synergy Method!
International Association of Rubenfeld Synergists
Marketing@RubenfeldSynergy.com
5. Sample email:  Spread the Word about RSM Through Social Media

Spread the Word Through Social Media

Hi Fellow Synergists,

Rubenfeld Synergy is a gentle yet powerful method for reconnecting our mind, body and spirit.  Through the gentle touch of an experienced Synergist, our clients develop heightened awareness of their body sensations, deeper understanding of their current life situations, and a sense of their connections to others, the world at large and even the universe.
As teachers, trainers and practicing synergists, WE know the power of this incredible work, but how do we educate others so that THEY can discover what we have known for awhile?
We can spread the word about RSM through social media.

We have an opportunity to reach a global marketplace, but none of us can do it alone.  
· If every one of us puts out one message a week on Twitter, Facebook, LinkedIn, and other social media sites, we will have spread the word to all of our individual followers and friends on those sites. 
· If we also take the time to retweet each other’s posts on twitter and share each other’s Facebook and LinkedIn posts, we have the potential to multiply the number of people who read about and become interested in our work.

How many posts have you personally done this week to tell the world about RSM?  
One person and one committee cannot do it alone.  Let’s all work together to increase our own exposure and let the world know about this RSM work we love.
Check your email inbox for special webinars to help you improve your own social media practices.
Your Fellow Rubenfeld Synergists, the INARS Marketing Committee

Erica Goodstone, Chairperson
DrEricaG@aol.com
(List names and email addresses of other committee members)

6. Sample Email: How to Use Autoresponders to Spread the Power of RSM

How to Use Autoreponders to Spread the Power of RSM

Hi, Fellow Synergists,

If you haven't already done so, please opt in for the RSM Free Report on the first page of our web site (www.rubenfeldsynergy.com) or on the RSM blog (www.rubenfeldsynergy.com/blog/). And please encourage your friends, family, colleagues, and clients to do the same.
Once you opt in by submitting your name and email address, you will receive the Free Report and then every week you will get a short uplifting email message using an RSM principle or focused on a specific body part. Here's an example of a message: 

Hi (Name):

I love feeling my feet fully on the ground.
I feel connected to the rest of my body, giving me the support I deserve.

Thanks,

Your Feet
 

Submitted by Jeanne Reock, Certified Rubenfeld Synergist from New Jersey, Jeannere@comcast.net. 
We encourage you to submit your own brief message to Erica Goodstone, DrEricaG@aol.com to be added to our autoresponder system.  This is a way for you to assist in the growth of RSM and to promote yourself at the same time because your name and contact information will appear at the end of your message.

Yours in creating abundant and fulfilling RSM practices,

INARS Marketing Committee
Erica Goodstone, Chairperson
DrEricaG@aol.com
(List names and email addresses of other committee members)

Julie Connor
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