CLUB NEWSLETTERS

The Club Newsletter is a vital communications tool! A well done newsletter will keep members abreast of what is happening in the Club as well at the District and International levels. Newsletters can be very simple or more elaborate – depending on the available time and skill level of the editor. However, there are some basic pieces of information that should be included in all newsletters.

· Contact information for President, officers and directors

· A message from the President

· Information about upcoming business and program meetings

· Information about upcoming service and fundraising projects

· Any special news

· Any information that District and/or International requests be shared

The Altrusa Encyclopedia contains a Checklist for Newsletter Editors. It is found in the section named Newsletters and is a valuable tool for helping to determine necessary information, layout and distribution.

Your newsletter may be created on a typewriter or personal computer, printed by a professional or photocopied and mailed, sent electronically via e-mail or simply posted on a web site. However you choose to distribute, the manner should be the most accessible method for the largest number of members in your Club. If you choose to go electronically, be mindful that not all members may have a computer or be set up to receive e-mail. Be sure to find the best way to share information with them. You might print and mail a copy, or assign a “technology buddy” who will be responsible for printing and delivering the newsletter to one or more members. Be sure that you have current e-mail addresses for those who will be receiving your newsletter electronically.

No matter how you choose to deliver your newsletter give yourself enough time to gather information and create the document – you should have a well established deadline for submissions, and stick to it. Publish at the same time every month – if your club takes a hiatus in summer months you can certainly adjust your publication schedule to reflect a decrease in activity. You might consider just a one-page update if there is information that can’t wait for the next cycle. Remember that people may not have time to open a newsletter if it arrives the day of a meeting or special event. Plan to have your newsletter in the mail – real or virtual – so that it will be received at least one week in advance of a meeting.
Many Club newsletters are posted on the International web site www.altrusa.com. They are in a password protected area. Click on Club Newsletters on the left hand side of the page. Your Club President or the International office can provide the password to you. Call 312-427-4410 or e-mail Altrusa@altrusa.com. 
