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	Topic
	Responsible (primary
action taker)
	Supporting
	Informed
	Consulted

	Email templates
	Communications VP
	Dir, Technology
	ATD Board
	Membership, Programming

	Scheduled email communication (e.g. quarterly newsletters, adhoc emails, etc)
	
	
	
	

	Public Facing Website
	
	
	
	

	Contact details maintenance
	
	
	
	

	Membership details
	
	
	
	

	Event pricing (i.e. non-member pricing, partner pricing, discount codes)
	
	
	
	

	Event creation incl. announcements & reminder emails
	
	
	
	

	Quality Review of Member-facing content (e.g. webpages, email, events)
	
	
	
	

	Manual Invoices, Adhoc Invoices, Payment questions
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