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     Importance of Chapter Newsletters
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Part 1: Why have a chapter newsletter?
· Communication is critical to the success of the chapter and TSO.

· Chapter newsletters are not just another “job” to do once a month. Newsletters are important to keep the members informed of what’s happening with the people in the chapter, the activities of the chapter, the praise and honors of the chapter and so much more. The purpose of the newsletter is to inform; to communicate; to connect members.
· A well-done newsletter is a treasure-trove for future members who look back in the archives of the chapter. Each month’s newsletter should capture the emotions, the aspirations, the support of not only the chapter, but also of the entire Society. Newsletters capture and report all aspects of the chapter in words and with pictures.

· Society newsletters follow certain requirements, but not to the point of lock-step uniformity. The layout and selection of information and pictures should reflect the personality and interests of the chapter. No two newsletters will be identical, but all newsletters should reflect certain commonalities.
· A quality newsletter should include:

· Who?, What?, When?, Where?, and Why? of the chapter.

· Information found in the Lone Star News (LSN), the DKG News, and similar Society sources.
· Information about International Projects and TSO Projects.

· Pictures that focus on the people—“fill the frame with faces”—and have complete captions telling who the people are, where they are, what they are doing, when they are doing it, and why they are doing it. Remember to give photo credit - Photo by . . .
· Pictures with proper framing do not need to be very large to be effective. The photographer needs to fill the frame with faces or the actions without excess background material.

· Spotlight members in as many ways as possible—birthdays, achievements, personal brags, travel, advancement, etc. Include personal articles of interest.

· Appropriate graphics and use of color. Less is more.
· An easy to read font and point size.
· Pages numbered.
· A quality newsletter should also have an easy to read / follow format that contains standard items found in expected places. Simple designs with well-written articles, purposeful pictures, etc., are just as “award winning” as some more intricate or fancy artistry created with computer programs.
Part 2: Basic News/Information Elements
Depending on the chapter’s preference, the body of the newsletter should regularly include:
· President’s Message: the contents of the message is entirely up to the president.

· Meeting Details: date, time, location, directions, name of program, name of speaker, names of hostesses, etc.

· Projects: provide detailed information. 
· Committee Reports: each issue should have as many reports as appropriate.
· Treasurer’s Report (only if not in minutes): print only basic balance information.

Adding the following elements improve reader interest:

· Birthdays of Members
· Spotlight on Members: who has received recognition, travelled, had a new family member, someone who needs prayers, needs get well wishes, needs encouragement.
· Photos: include as many members as possible each issue; be sure to use informative captions with all photos (Who? What? When? Where? Why?) Remember to give photo credit. Do you have a Media/Photo Release?
· Reminders/Announcements
· Calendar of Upcoming Events / Dates: some may be continued in each issue.
· Miscellaneous: Be aware of copyright when you use any content that you did not create yourself. Be sure to cite sources of even free clip art/materials.
· Quotations and/or Inspirational thoughts
· Book Reviews
· Topic Connections: Women’s Health, ASTEF Month of Giving, Women’s History Month, educational trends (if it is important to chapter members, it is important to be in the newsletter)
· Holiday and other connections – Chapter Birthday and Founders’ Day Celebrations
· Awards, Recognitions, Brags
· Meeting Minutes

These elements connect the chapter to the Big DKG Picture:

· Society Information (any aspect)
· Acquaint members with opportunities within the Society—scholarships, leadership, travel. This information can be part of committee reports.
· Identify International Projects / Themes
· Chapter Officers/Executive Board 

· DKG and TSO websites, Resources, Society Graphics

Part 3: Layout – How to Present the Information
· Some chapters prefer to have pages that look like letters where the writing goes across the whole page. 
· Others want two, three, even four columns so that the information is more compact. 
· Use a layout that pleases your chapter.

· Be sure to leave some space to rest the eyes from the other elements.

Part 4: What a newsletter should NOT be:

· a jumble of boxes with heavy lines that follow no set column pattern
· an exercise in seeing how many different fonts, point sizes, colors, or graphics can be crammed into one issue.

Editors, please remember you are not only reporting chapter news, but you are also preserving chapter history. Make every effort to get the full names of the people in your pictures—very large groups may be an exception.

Thank you for your dedication to your chapter! Newsletters are a labor of love.
 Bright Idea: Media Photo/Picture Release
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A picture is worth a thousand words – and those words might be legal if you have not received permission to use the likeness of the people in the perfect picture. 

Media Photo/Picture Release
· One option is to create a standard print form for each member to sign for chapter files.  I _______ give permission . . . or I ______ do NOT give permission . . . for my picture to be printed in digital or paper format.
· Another option is to use a statement such as: 
Media Photo/Picture Release

Unless a chapter member submits a request in writing NOT allowing her picture to be printed in digital or paper format, all members will appear in published photos.
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