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Chapter/District Newsletter Tips

Getting Started

Follow these six basic steps to ensure that your chapter newsletter gets off the ground smoothly.
1.  Appoint an editor.

2.  Establish production and distribution schedules.

3.  Determine your newsletter’s purpose:

·   Who is your audience?

·   What do you want them to know?

·   How often do you want them to know it?

4.  Create a nameplate, format and style for your newsletter. Keep it consistent.

5.  Develop a newsletter budget.

6.  Get people involved!  Ask for chapter leaders, representatives and members, as well as guest writers (faculty members, national or state dental society leaders, etc.) to contribute to your publication.

Newsletter Content

Types of articles

News: Factual coverage of recent events important to members at your school.  Local, district or national association news, chapter or school events and dental profession and organized dentistry are appropriate.

Feature: Stories with a human-interest appeal, using quotes or peoples’ reactions. Profiles of people with unique interests or hobbies (outside of school) are also options.

Editorial and opinion: Article in which an individual gives his or her perspective on a certain issue. Label editorials with appropriate title, so readers can distinguish between opinion and a true news story.

Generating article ideas

Article ideas can be gained from reviewing the following print materials:

ASDA News; Mouth; ASDA Leader; and ASDA press releases.

ADA News, JADA, ADA Washington Weekly Update and ADA State Legislative Report.

Article ideas also may be found on the Internet by searching local news media for particular categories related to dentistry/students; using search engines to find dental items of interest; or visiting dental-related sites such as ADA Online at www.ada.org, or the ASDA Web site at www.ASDAnet.org.

Other sources

· Your school’s public relations department

· Interview important speakers and guests who come to your school
“Filler” options for chapter newsletters

· “Mini” features such as parts of ASDA’s history (available on the ASDA Web site)

· Legislative updates—student aid, dental education, healthcare reform and OSHA are good examples

· Announcements

· Calendar of upcoming events

· News briefs—local, regional or national ASDA news, school or chapter news

· ASDA benefits (available on the ASDA Web site)

· An “FYI” or “Did you know?” column containing an interesting fact about ASDA, your chapter or school, or dentistry

· Original crossword puzzles, word games, trivia questions or cartoons.

Copyright issues

If you use anything previously published, get permission from the original source and give credit. When using photos, be sure to give credit to the agency or photographer.

Accuracy

Check the facts in articles submitted by contributors by contacting the source (the individual or organization that provided the information) to ensure that all information is correct. For stories related to ASDA, contact the central office for verification of facts (unless the information was taken from an ASDA publication).

Double-check the spelling of all names, titles and organizations that appear in your newsletter. It is a good idea to verify quotations with the quoted speaker to avoid any misunderstanding about what appears in your newsletter.

Tips for Writers and Editors

Set deadlines.  Develop a production schedule based on the number of newsletters you plan to publish each year and when you will publish them.  Starting from your distribution date (when you plan to have the final product ready to distribute to your readers), count backwards on your calendar to set important dates—all the way back to the date by which articles must be submitted.

Include the important information. Be sure to cover the “who, what, where, when and why” in your news articles.

Give credit where credit is due.  List those who were instrumental in the production process in the masthead.  Give your writers bylines.  If you are using material from another publication, cite the publication as a reference.

Fact check.  Check and double-check proper names, titles, spelling, telephone numbers, addresses, contact names, etc.

Identify unfamiliar terms.  Define any new terms, concepts and acronyms used in articles.

Get quotations.  Quotations add interest and credibility to articles.  Accuracy and attribution in quotations is vital.

Give the complete story.  For example, if your story is about an awards ceremony, provide details about the award, who won, how many competed and any other relevant points of interest.

Be timely.  Don’t cover old news.  Provide updates on continuing projects or issues and/or look for a new angle from which to cover the story.

Organization is key.  Decide what your point is before you start writing.

Proofreading and Editing

Check the pagination.  Are page numbers on the same area of each page of your publication (for example, in the bottom-center or the upper-outside corners)?  If the publication will be printed double-sided, will odd-numbered pages all fall on the right, and even-numbered pages on the left?

Check the table of contents.  Are the page numbers correct? Do the article titles match?

Read all headlines.  Chances are that these have only been skimmed along the way and may contain errors.

Read the first paragraph following headlines.  Errors are often overlooked here.

Read page transitions.  Look carefully for dropped or duplicated copy when a story is continued on a new page.  In addition, make sure that the “continued on page XX” and “continued from XX” page numbers are correct.

Check the order of numerical listings.  If the text says that there are five steps to a process, make sure that five steps are actually given and that they are numbered consecutively.

Check all endnotes and footnotes.  Are they mentioned in the text? Are they numbered consecutively?

Look for pairs.  Parentheses, brackets, and double and single quotation marks must come in pairs.
