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What makes a good newsletter?

Clubs use newsletters for different purposes. In Dallas we use our newsletters:

· To communicate what is going on in the club - from board to the rest of the membership – decisions, new officers, issues before the board, financial status of the club

· To inform members about exchanges, incoming and outgoing, ours and other clubs’

· To announce meetings and events

· To celebrate any exchange – share stories, pictures of those who participated; thank those people

· To let members know about changes of address, e-mail/phone, people who have moved, new members, people who are sick

· To announce by-law changes and slate of officers for elections

· To share international news, new policies, national festivals and conferences, new projects

· To share regional news, exchanges of other clubs

· To send out forms for membership renewal, home hosting, ambassador forms, surveys

· To let the President comment – thanks and pep talk 

· To let members know about honors the club has received and publicity it has received

· To thank people who have made contributions; to honor those who have won awards or distinguished themselves in some way; to memorialize those who have died

· To share opportunities to volunteer, host exchange students, study abroad, travel or host with other groups

· To list officers and committee chairs (good for new people) and where to reach them

· To run photos to remember our good times and put names with faces – good for new people

· Publish a date when next newsletter material is due; our club address, phone number, web site and those for FFI

Optional, if room: 

· To share hosting or traveling hints

· For members who have had experiences on exchanges to share them

· To share poems, inspirational pieces, FFI products, reminder to wear your badge, pay your dues, sign up, etc. 

· To let people get to know Board members better (if space is available); run articles

· To reinforce the purpose and benefits of FF

Software

Preferably, use desktop software – PageMaker, Quark Express or Publisher. It is possible to use Word, but it is more difficult to use.

Tips for collecting content 
· Set a date when material is due for the newsletter and publish in each newsletter.

· E-mail people you think may have something to give you and ask them for an article or news release or at least information.  Try to get other people to do the writing.  Some people have on-going news for the newsletter – membership chairman (new members), program chair, president, etc. Get minutes of the Board meeting by e-mail and also attend the meeting and take notes. 

· Set up a file folder with the next newsletter date. Also set up a file in Word with the next newsletter date.  (Ex: Call it Downloads Mar 2009)

· When someone sends you something or tells you something on the phone, write it down and put it in the folder. When someone e-mails you something, copy the text from the e-mail into the download Word file you set up and save it. Keep adding to the file until you are ready to do the newsletter.  If you’re lucky, all your content will already be there!

· Before doing the newsletter, highlight the whole document (Cntrl A) and change everything to the font and size you will use in the newsletter, so you are not importing a lot of different fonts and sizes.

· Scan any photos and/or put digital photos into a file where you can find them

Doing the newsletter

When it is time to do the newsletter:

· Use last month’s newsletter as a template. Change the date, then save it under the new name (SAVE AS). Delete what you don’t need for this issue, keeping some headlines and material and format that remains the same from one issue to the next. 

· Save it under a new name – Newsletter, Month, Year.  

· Keep your newsletter file open and open your downloaded content file at the same time. Copy articles from the download file, then bold it, showing that you have already used that material; then place the article into the newsletter file.  When you go back to your download file, you can see what content you have already used and what is left.

· As you place articles, also insert the photos and clipart as you have room. Crop art to show faces as much as possible.  Stagger photos and art. If printing on both sides, don’t put photos on one page that will be directly behind a photo on the previous page. Use clip art books or on the Internet for newsletters and particularly for flyer art. 

· Edit the text and adjust the space and move column margins back and forth.  

· Group the same type of articles together – club news, exchanges, other clubs, conferences, etc.

· In placing material, use photos and clip art and try to get an interesting looking page – i.e. professional. Rearrange where some regular features appear – such as Club News, President’s Letter, Exchanges, Meetings – depending on how much material you have. Try to feature an incoming or just finished exchange on the front page. 

· Run spell check and proofread carefully after printing. Sometimes something looks okay on the screen, but not on the master. It’s easy to miss things – usually simple things like or instead of on (which spell check will not catch), or Monday the 15th when it should be Tuesday the 15th. Check dates and spelling of names. 

· Save frequently. Make a copy of your file in case it locks up or crashes. It has happened.

Look like a professional

Formatting

· Look at the format for accuracy, readability, attractiveness and consistency of the layout.

· Run the spell check, proof read carefully.

· Put a style on each title and paragraph so that there is a consistent look. Example: Center all  main titles. Secondary titles can be left. Text can be justified or aligned left.  For example, do all justified text except president’s letter – left.  Check for consistency.  (See below for Styles)

· Use the same font all the way through, with few exceptions – example, the president’s signature. Use italics for captions on photos.

· Use the same size font for the same type of material. Make an exception for something you want to emphasize. Remember, most of our members are older – use a large enough font.
· Use upper and lower case for text and most titles; this is easier to read. Use the same size font for all large titles (ex: 14 point), another size for medium titles (ex. 12 point).  Use bold type for smaller titles or to get attention.  (Do not use bold, underline and caps intermittently or all at once. Pick one and stick with it.)

· When making lists, do not use the space key to indent. Use tabs, automatic bullets or numbering.

· Use tables; you can print the lines or not. Tab from one cell to another. Tab within a cell by using CONTROL/TAB. Vary column width in a table by moving all the cells – put the symbol over a dividing line so all cells move. To move only one cell, put cursor in one cell and position move symbol over one line and move it.

· Insert symbols or accented letters from INSERT, SYMBOLS.

· Try something different and eye-catching – setting off something in a box, adding a border, using shaded boxes.  On flyers, have a focal point. What is your eye attracted to?

· Read your text for readability and clarity. Will someone else know what you are talking about? When in doubt, be specific.
Consistency

· Use templates and styles in your software. You want margins, headings, fonts and sizes to be consistent throughout the document, unless you are setting off some text to draw attention to it.

· Use your last newsletter as a template, so that the look is consistent from one issue to the next. Make any changes of date. SAVE AS your new month immediately.

· Use the same thing time after time (fonts, lines, captions, etc.).  Use styles for a consistent look for headers, footers, borders, fonts and size. Make your own styles if you don’t like the ones provided. PageMaker and Publisher are better about letting you make new styles.

· Use tabs, columns or tables for consistent margins. In PageMaker, also use guidelines

· In Word you can find Styles on a top tool bar on the far left. It may say NORMAL or HEADING 1. Pull down to see different styles. Each style sets the font and size, alignment and look. If you click anywhere in a paragraph, then select a style and click on it, you can change all those elements in the paragraph all at once. Make all text one style and headings one or two others. This will help your newsletter look consistent. 

NOTE: Word is notorious for changing fonts, size, margins and capitalization regardless of what you want. You may need to continually change them back to what you want. .
Photographs

· File artwork, clipart and photos that you use regularly into an art file.  Scan photos given to you and return them. Be sure to have people put their names on them and identify everyone in the photos. Request photos that are closeups of faces. People far away do not show up well. 

· Scan photos as JPG images, clipart as GIF files. (If you are using them for a webpage, you will need photos in one of these two formats, with no spaces in the title.)

· Use the CROP tool or your photo editing software to edit out a second person in your photo if you want just one person in the photo or concentrate on faces (See Software Tips for Word).

Clip art

· Make your printed piece look interesting with clip art.

· Copy art from the Internet: 
· Look for clip art on Google; there are many sites with exactly what you want.

· When you see a picture you like, right click on it. In the dialog box that comes up, select SAVE IMAGE AS. When you do that, you are taken to your picture directory. Name your art clip and save it in the file for your pictures. 
· You can buy packages of 200,000 pieces of art or more on CDs.  

· You can also create some of your own graphics in Word or your desktop software or in a graphics program (Freehand, Illustrator, etc.) such as maps; group all the elements – DRAW.

· Customize clip art by combining art, changing colors or lightening it, putting a border on it; click on the picture and go to FORMAT.
Printing

· Printing in color is usually the default. To print color art in black and white: on the print screen, click on SETUP or PROPERTIES; select MANUAL, GRAY SCALE. OK.

· Get color from colored paper or printed paper – it’s cheaper. If you print color copies, don’t do whole pages of color – just spots.

· Use a printer/copy service that can print photos at a photo/half tone setting. Ask to see a sample first.  You can get good photos if you stay after your printer.

· Print double-side, corner staple.

· Request 24 lb. paper. The slightly heavier paper will keep text and photos from bleeding through. 

· Shop around for best price.

· Use your tax-exempt status to reduce cost.

Hardware/Software

· Hardware:  scanner, color or good printer, digital camera and connections if you have them

· Software:  Word, e-mail, PageMaker, Quark Express or Publisher; you may want a graphics package (Freehand, Illustrator); photo editing program

Software Tips for Word 2003

Word is not ideal for newsletters. If you must use it, you can make it look like what you want.

NOTE: Word 2007 has the same features, but accessed in a different place.
For columns: 
· Alternate columns and full page width: Go to INSERT, select BREAK, COLUMN BREAK, CONTINUOUS. You can see where the break is in the VIEW, NORMAL setting. After a break, you can change from one to two to three columns as you wish and your text will be in that format until you change it again. You may have to work with getting text to stay where you want it.

For photos: 
· When you place photos or clipart, you want them the size you want and you want them to stay where you put them. Place your cursor at the place on the page where you want the picture. Go to INSERT, select PICTURE, FROM FILE. Go to the file where the picture is and OPEN it. The photo will probably appear somewhere you don’t want it and may be too big. Leave it just where it is and don’t panic. It will have handles at each corner and along the sides.

· Resize the photo to be smaller by grabbing a corner and pulling it toward the center. Adjust to the size you want.

· With the corners still on (or click on the picture again), go to FORMAT, select PICTURE or WORD ART or ELEMENT. You will see a dialog box with tabs along the top. Click on the second tab, LAYOUT. Click on the second option (later you may want to try some of the other ones, such as having your text over a graphic) and OK. When you are returned to the picture, you can then click on it and drag it into the place where you want it. It will now stay relatively put, moving with the text that surrounds it, so you may have to readjust it as necessary.

· You can crop a picture using the CROP icon on the Drawing toolbar (see below if you don’t see this icon on your screen). You can also lighten or darken a picture on the FORMAT screen.
For WordArt:

· Use WordArt for fancy titles (Ex: title for this handout was made in WordArt). The WordArt icon is a tipped letter A. If you don’t see a toolbar with this icon on it, go to VIEW, Click on TOOLBARS and select DRAWING. When you click on WordArt, you select the style you want and type your text. You can also edit this graphic by making it a different color, different shape, resizing it, etc. using the icons on the small dialog box that you see on your screen with the art.

Making it work:

· You can put a graphic behind your text: Click on the graphic; go to DRAW on bottom toolbar, select ORDER, and select SEND TO BACK. Or you can do this on FORMAT, LAYOUT.
· Use text boxes to make text or a caption stay put. When you make a text box, a workspace box appears for you to make it. Make your text box, drag it into your text, then delete your workspace box.

	Contact Mary Williams for more information on subjects here.

972-690-8103

txtravel@flash.net
Member Dallas, TX club




Other printed materials you can furnish your club

Meeting flyers

A good flyer focuses the reader’s attention where you want it, makes it easy for reader to find information and is attractive. Use no more than two fonts.  Artistically arrange your artwork or borders. Don’t overdo it. If applicable, print a tearoff registration form for members to send in for advance reservations.

Exchange booklets

· You may include a president’s message, hosts and ambassador assignments with full addresses, phone numbers, e-mail (try to get these from incoming exchange directors and have them verify that the way you printed them is correct), photos of hosts and ambassadors (really helpful; again, ask for photos ahead, scan them and return to ED when they arrive), information and map of your club/state and of incoming club/country, phrases in another language, schedule for the week – when and where to meet. If you can translate the schedule into your ambassadors’ language, that is a plus. Don’t include member costs, as your members are already paid.

· Print a purse size booklet – easy to carry - enough booklets for each ambassador, home and day host and every person involved with the exchange.

· To reduce costs, put color printing on your cover only; print them on your printer and have your printer assemble your cover with the inside pages. 

Club Brochure

Use brochure paper, fitting text to the design elements on the page; this is much easier to do in a desktop software program (i.e. PageMaker, Publisher). Include your purpose, your history, your activities, your club experiences and a contact. You may want to include a registration form and reserve one area to put an address label. Remember your club’s return address.

Club Profile

Make a version of your brochure for other clubs to see what an incoming exchange to your club would be like. Instead of a registration form and mailing label area, include a club profile – typical exchange events, best season, how many you can host, nearest airport, etc.

Web Pages

Include your current and past newsletters, exchange information, contact information, club profile, photos, meeting information. Do not list members’ phone numbers or addresses for their privacy, only e-mail addresses. Do not list financial reports. 

Forms, Surveys, Other

Application forms, hosting forms, exchange surveys, auction forms, tickets, coupons, invitations – the list is endless!

