Guidelines for DSB Articles

1.  Write for the reader.  As a rule of thumb, a writer should bear in mind the prospective reader at all times.  Most people have very little extra time to browse through newsletters at a leisurely pace.  Their tendency is to hit the high points.

2. Make it look good.  Our best hope for drawing readers into our articles is VISUAL  ATTRACTION.  This means using eye-catching images like headlines, pull-quotes, bullet points, paragraph headings.  The one thing that is most likely to cause a reader to skip an article or put down the publication altogether is an entire page of sentences.  Skimmers like to see pictures, captions, and lots of white space.

3. Follow uniformity.  When preparing your articles for the DSB, try to use a single font size and style for the entire article. 

4. Prioritize information.  Try to write more like you’re writing for a newspaper rather than a letter.  The first sentence or paragraph should begin with the main point; the details follow.  Be brief and to the point, rather than conversational.  Treat every word as though it has to earn its way onto the page.  Avoid redundancy.

5. Diversify appearance.  Try to break your articles up into small bites, avoiding large chunks of sentences.  Look for ways to make the article visually appealing; identify quotes that could be highlighted, send pictures with captions or include other graphics.  A diversified look will make the articles much more interesting. 

6. Recognize individuals whenever possible.  People like to see names in print (especially their own and their friends!)  If it’s relevant and appropriate to your article, include an Altrusan’s name, along with that of her club.  Always submit the name in bold type, followed by the club name in parentheses, not in bold.  (Example:  Angela Perry, (Gainesville, FL club) 

7. Consider publication date.  Ensure subject matter is timely and written in the tense appropriate to the publication date.  Don’t promote an upcoming event or give a deadline that is long gone by the DSB publication date.  People will be interested in reading about a recent event that has occurred when the other guidelines are applied in the writing of the article.  

