IAAP Newsletter Editor Checklist
by Judy McCoy CPS, 2006-2007 IAAP International President-Elect
Member of IAAP Bellingham Chapter, Bellingham WA
Our newsletter not only goes to chapter members, but is also mailed to other chapters in our district and to International Headquarters for IAAP. In order to maintain a professional publication, we have developed a list of items that should be kept on certain pages within the newsletter. There is a lot of flexibility within the cover pages, but the first page and sometimes the last page have established items that must be present every issue. As items/features diminish in importance, they go inside, further and further back.
Feel free to change the format or layout design of the newsletter. My only caution is to keep whatever you do consistent month to month. Create a newsletter template that has uniform features that will not change from issue to issue. Gradual changes throughout the year are fine, till you get the “look” you want. For instance, if you change the nameplate layout (title) and front page of the newsletter, keep it the same each month so readers will recognize our publication. As another example, keep your “Member Highlights” and “Message from the Chapter President” in the same style and fonts month to month. This should be your rule for any recurring part of the newsletter that runs every month. Use clip art sparingly and in the same “style” or format (i.e. chunky black solid art next to a fine-line hand drawn item looks wrong). 
We also need to be very careful to keep our publication professional in it’s content as well. Although many times there will be room left over for “fill” items, be careful what those pieces may be. Copyright laws are very tough on offenders, and since we send our newsletter outside of our chapter, we need to pay strict attention to that issue. In addition, sometimes items like flowery poems or “cute” cartoons do not portray a professional organization to readers (try to stay away from peanut people cartoon clip art—it is overused and too trendy). Avoid using fancy or multiple-style borders and boxes around text…less is more in this case. Pick one or two you like and stick with it. As editor of the newsletter, you are the last to see the actual text or “copy” that is written by others. Please take everything that is submitted and written by others and “edit” it. You have a license to also turn down materials that are not suitable for the newsletter (members will send you all kinds of stuff – baby photos, silly sayings, stories, etc). Here are a few ongoing items to keep an eye on:
Adding CPS and/or CAP designations to names was my #1 issue, as many writers forget and we want to make sure we provide that certification to those who have it.
Be sure to use first and last names (i.e. “Karen and Sue went to the Division Annual Meeting” is not enough).
Read the President’s letter for content, accuracy and spelling…don’t want her to look bad! Make sure if she writes in the present, that the event has not already happened. 
Change words to make a sentence or paragraph read better. I use a thesaurus a lot.
Delete unnecessary words or phrases, “fluff” in sentences and change/delete words repeated too often.
Restructure paragraphs within a story or article if it makes more sense. Again, if a paragraph is unnecessary or you are short on space, delete it.
Spelling of names: I keep a current copy of the Chapter Member List to check names all the time.
Have someone else read your final draft before you take it to be copied. Even then, you will see a typo here and there. It just happens.
Newsletter Layout Guidelines
Page 1 – Priority Items (these will be missed if they are not there)

Nameplate

Date of Newsletter

Next meeting announcement

Location of meeting

Speaker information

Table of contents

Inside (page 2-4) 
President’s Message

List of Chapter Officers with contact information

“Info From The Top” – division, district and international info to come from Judy McCoy CPS

Meeting Summary (takes up one page)

Vendor advertising

Articles, photos, socials, events

Member Highlights and News

Monthly Installation of new chapter members (photo is good to have)

Second to last page (5)
Tid Bits

Member Anniversaries

Member Birthdays

Chapter Calendar

Announcements

Masthead – info about publication (contact info like chapter phone and address, editor’s name, etc.)

Last Page (6)
Return Address info ½ page

½ page of advertising, article or other item(s)

