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   Newsletter Editor’s Checklist
Every newsletter editor should have a copy of the following from DKG:

· Rubric for Newsletters

· DKG Style Sheet for Newsletters and Yearbooks

· What Every Discerning DKG Editor and Webmaster Needs to Know

Editor’s Quick Check

(
Does the newsletter 
(1) have the look of professional publications; 
(2) keep members informed; 
(3) acquaint members with opportunities within the Society; 
(4) publicize information about the Society’s purposes and projects, 
      both state and international; 
(5) promote ties between the chapter and the community?

(
Does the heading on first page contain all required elements per rubric, including current state president’s logo / graphic?

(
Volume number is one more than last year’s, e.g., 51 becomes 52

(
Number or Issue starts with 1 each fall

(
Capitalization according to DKG Style Sheet

(
Graphics / artwork cited

(
Pages numbered

(
Picture captions have complete information

(
Arrangement of articles and other information is easy to read and has eye appeal

(
Print out newsletter to proofread for errors; the computer doesn’t catch everything.

(
Prepare envelops with printed labels for mailed copies to TSO president and LSN editor—and to members without a computer.

(
PROOFREAD! PROOFREAD! PROOFREAD!
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