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Your Job as Newsletter Editor

By Selena Butler, Sunshine School PTA President

how to be an editor, as well as ideas for the design angflect your community.

The appearance of you
As the editor of your PTA newsletter, it is your role newsletter may vary with th
to provide your members with information that is clear,level of school it represents
concise and correct. PTA units at elementary
It is also your job to present the information in a wayschools may have more cas
that is attractive and easy to read. ual, playful layouts, while |
This is a challenge. However, as with so many PTAhigh school PTA newsletters
jobs, itoés also an oppor twlnlikelyybe fmore prbfess
growth. sional looking. Most impor-

: , . . . L Selena Butler
This mockup newsletter provides information on tant is for your publication to | .ot tip: When using a

picture, be sure the person

layout of your own publication. Be sure your newsletterfaces into the page.
There are many other sources for ideas as well. Lookeflects the PTA basic poli-

at newsletters from other PTAs or organizations and exsies. PTA is noncommercial, nonsectarian and nonparti-

amine how they are put together. Check your bookstore gan. Respect all of the cultures in your school community

library for books on newsletter production. Desktop pub-and do not jeopardize your nonprofit status by advertising

lishing programs usually have templates that will helpfor businesses.

at i

you design your publication. And finally, never distribute the newsletter until it has
Take your job seriously. Your newsletter will repre- been read by at least two proofreaders and until it has
sent your PTA to your membership and the communitybeen read and approved by the PTA president and the

Do your best to make sure there are no spelling, grammachool principal.
or punctuation errors.

Information about Mailing Your PTA Newsletter

To use a bulk mail permit, you Current first class standard mailing
must mail at least 200 pieces. PTA rates are based on size, rather tha
may receive nonprofit bulk mailing weight. An 8.5x11 newsletter may be
rates, but you must apply for the rate atmailed for $.58 apiece if it is folded in
your post office and pay an annual fee.half and taped.

Nonprofit bulk mailing rates depend on Many school districts and county
the weight of your newsletter and the departments of education have their
number mailed, and are about half of own mail systems for delivering items
first class rates. to their departments and schools. Yout

If your PTA council or district has PTA may request to use this system fo
a nonprofit bulk mailing permit, your the distribution of newsletters and
PTA can save on annual fees and mail-other PTA materials. However, news-
ing costs by using the same permitletters going to the homes of members
number. Check with your council or would still have to be sent via United
district before using the account. States Postal Service (USPS).
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Sunshine School PTA

Make it easy for the reader to identify
and find your PTA. List the following
items:

1 Name of the unit, council or dis-
trict PTA.

1 Contact information (units should
use school address; council and
district PTA should use office or
mailing address).

T Name of other PTA levels to
which the unit belongs (council
and district PTA, California State
PTA and National PTA).

1 An e-mail address and phone
number, so that the PTA can be
reached for more information.

Sunshine School PTA
12345 Main Street
Anytown, CA 92867
(555) 1234567
SunshinePTA@abc.com
www.SunshinePTA.org

A member of:

ABC Council PTA
Fortieth District PTA
California PTA
National PTA

You may also list the names of the
principal and PTA officers, with
phone numbers and/or e-mail ad-
dresses, with their approval. Some
PTAs use one email address, then an
officer forwards the email to the ap-
propriate officer or chairman.
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Make Your PTA Newsletter
Attractive to Your Readers

By Phoebe Hearst, Sunshine School PTA Editor

A newsletter with nothing but text is gray and uninviting.
On the other hand, a newsletter with numerous font styles and sizes,
packed with graphics, looks cluttered and confusing.
Aim for a newsletter that is clean, simple, and attractive to the reader.
Here are some ways to make that happen:

1 Use atweor threecolumn layout. You can vary this from page to
page.

1 Pick no more than three fonts for articles and headlines, and use
them consistently.

1 Leave white space between articles and around pictures. Horizon-
tal white spaces are particularly calming to the eye.

1 Use photographs and graphics judiciously. Create a balance among
the text, graphics and white space on each page.

1 Do not use all capital letters in headlines or articles. This implies
shouting and is difficult to read.

1 Use italics sparinglyy for book titles or to highlight something
important.

1 Break up the page by putting short articles or announcements in
boxes.

f Try to avoid Awiaddsnglslinesatrthd endaorr p |
beginning of a column.

1 Ragged columns are easier and quicker to read. Justify both sides
of the column for a clean, professional look.

What Goes in Your PTA Newsletter?

By Patty PTA, Sunshine School PTA Secretary

What do you put in your newsletter?

Your president and other officers and chairmen will want to include
articles about important meetings and events. If your PTA is a unit, invite
your principal to submit an article for each issue.

ltds a good idea to give each o
newsletter deadlines and publication dates for the entire year. Remind
them to keep articles brief and concise, and let them know that you will
edit articles for length and form. Send timely deadline reminders before
each issue.

Be sure to give each writer a byline, identifying his or her position in
your organization.

Don6t forget that you can use inf
tions and web sites of National PTA, California State PTA, or your PTA
district or council. Be sure to give credit to the source in your own publi-
cation.
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Write Articles that are Easy to Reay

Like all parents, our PTA members are busy people.

Make it easy for them to read your newsletter by keeping your a
cles brief, crisp and readable.

Here are some ideas:

1 Most people skim when they read and many do not finish rea

ing articles. Put the most important information at the beginnin

1 Keep articles short and concise; three to five paragraphs, if p
sible.
Split long paragraphs into shorter ones.
Trim unnecessary verbiage out of long sentences. For exam
nAl I of the fifth grade stu
cited and thrilled on the day that they received the CD play

il
f
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t hat was donated by the PTA0 c
Browndés fifth grade students
donated by the PTAO (15 wor
i Use the active voice. I nstejpd
School was attended by 100 |stu
hundred students and parents attended Math Night at Sunshine(
School . 0

1 Use bullets, when appropriate, but not for every article.

How to be an Expert Editor

By Alice Birney, Sunshine School PTA Vice President, Ways and Means

Donoét be afraid to edit the 4
give you for the newsletter. Your officers will appreciate it if you make
them look good!

25

L rtoi

Correct grammar and punctuation errors, trim down lengthy sel
tences, split long paragraphs into shorter ones, and make sure the in

']_
orf

mation is clear and easy to understand. If you make substantial changes,
you can return your draft to the original writer for review to assure that

you haven't lost their meaning.

If you are confused or uncertain about something written in an ari- 15

cle, your readers will be, too. Check with the writer of the article fo
clarification or more information. Or go to the national, state or locd
PTA web site to get additional information.

Donodt use acronyms (such as A
Help to educate your newer PTA members.

Donoét rely on your computer {
spelling or grammar error. Computers make mistakes, two. For exa
ple, the last word of the previous sentence was not highlighted as
error by the computer because
the wrong word in that sentence.

Be sure to have at least two people proofread your newsletter
find those I|little mistakes that
your publication for hours!

If you are in a PTA unit, both your principal and your PTA presi-
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September

PTA Executive Board Meeting,

3 p.m., School Library

School Carnival, 5 p.m.to 9

ould be shortened

dre Nt Sm. Everydde Welconfef © Wn 0's

17 eFamily Math Night, 2 plm. éol®o u t
d s, p.ms SchdvlpAaditeridm.tCall 2 9 .

056556798 foltedervMd §dutpladeéi 9 h
dents and parent s,

PTA Association Meeting, 6:30

p.m., School Library.

Honorary Service Awards Ban-

quet, 6 p.m., Sunshine Hotel

cles that ot her

October

PTA Executive Board Meeting,

3 p.m., School Library

PTA Association Meeting, 6:30

p.m., School Library.

AwarddAzgemblyVi0ta o, u t

uad
t%ll you when

you just canoét s

dent must read and approve the newsletter before it is distributed 10

members.
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Make sure your newsletter, web site and other materi-
als connect you with the largest and oldest national or-
ganization dedicated to children. Everything your PTA
publishes should include the official PTA logo.

Using the registered servicemark helps create a con-
sistent, recognizable brand identity for PTA.

You can download the logo at http://www.pta.org/
members/respub/prores/logos.asp. Use it alone, or add the
name of your association.

Here are a few guidelines for using the logo:

1 Always reproduce the logo with its registered

trademark symbol.

When listing names of students in the newsletter, list the
first initial and the last name only, with parent permission.

Personal Information

Do not publish, without written permission, personal
information about students or adults. This includes:
1 Photographs of students or adults (with/without
first or full names).
1 Home addresses and/or telephone numbers of
students or adult.
E-mail addresses of students or adults.

1
1 Students or adult class schedules.

Show that Your PTA IS
Part of Something BIG!

1 When adding your association name, use Arial
Black or Helvetica Black font and center the
name above the 1|1 ogo.
APTSAO above the | o0ogo.

1 The PTA logo should always be shown in either
black or corporate dark blue, or it can be shown
in white, reversed out of a solid field of color. If
you add your association name, it should be the
same color.

1 Do not change the logo by altering the spacing
between letters or stacking the letters vertically.

Do

Resources and References

By Gisela Meier, Sunshine School PTA Newsletter Editor

Here are a few resources you will want to keep close

to your computer for quick reference. These books will
also be useful to your children as they work on school
projects.

To make sure you are using the correct word, a good

dictionary is essential! There are several to choose from.

Do | need a comma or a semicolon here? A grammar

and punctuation reference bookl answer this and other
basic questions. Examples include:

1 The Elements of Style, by William Strunk and
E.B. White.

T The Essenti al Why Edit@srob s (
the American Heritage Dictionaries.

1 The Associated Presgylebook.

In additional to these essential basics, there are sev-

eral other books that will help you be a better editor:

1 A thesaurus (several are available)7ae Syno-
nym Finder, by J.1. Rodale.

1 Is the correct wordeapital or capitol? Stationery
or stationary? Continual Or continuous? The an-
swers to these and hundreds of other puzzles can
be found in theDictionary of Problem Words and
Expressions, by Harry Shaw.

If you are serious about improving your writing skills,

dive into On Writing Well, a classic by William Zinsser
that is not only very instructive, but also a delight to read.
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PTAOs Basic Policy Guli

As you work on PTA newsletters,
flyers, banners, or other publications, be
sure to remember PT

PTA s:

noncommercial

Nonsectarian
PTA welcomes into its membership
| ipsople of all cultures, ethnic back-
grounds, and religious beliefs. Using
graphics that pertain to any specific reli-
gious holiday violates the nonsectarian

policy.

= C
\j\\

nonsectarian

nonpartisan.
Nonpartisan

PTA does not support or oppose
candidates for political office. However,
PTA does take positions on issues af-
fecting children and schools.

If your publication includes advocacy (as opposed to
. o information) on an issue, check with your school district

The S“”?h’”e P T4 newsletter is printed courtesy of regarding its policies on materials distributed at school

John Smith Printers. _ and taken home by children.

PTAs may not endorse products Or Services or en- ¢ ihe newsletter is mailed at PTA expense, there is no
courage members to purchase them. If using the name plgiiction on the printing of advocacy materials, except

a business or organization that has supported your SChOfHat it must comply with State and National PTA policies.
or PTA, print a disclaimer such as:

The mention of any business or service in this publi-

cation does not imply endorsement by Sunshine PTA.

Accepting advertising in PTA publications may create
complications in distribution or mailing, as well as poten-

ial liability. I
. ?;ré?u;l)l/“;eview section 6.2.2a in tid/ifornia State Be InCIUSIVe! TranSIate Part

Noncommercial

To protect its tayexempt status, a
PTA may not promote the goods or ser-
vices of a business or organization.

PTAs may acknowledge contribu-
tions and sponsorships:

e or All of Your Newsletter
Wh at |S a Styl e G u Ide an d By Jo Loss, Sunshine School PTA Outreach Chairman
Why do I Need ONe? i smsshisy s ot et

To translate information and materials, seek help
Do | use numerals or spell out numbers? Should titlegrom bilingual parents on the executive board, teachers or
of books be in italics or in quotation marks? Is itsupport personnel in the classrooms or the school district,
ipreschoslcbhool ?@pr e or the foreign language departments at local high schools,
A style guide gives the answer to these and similatommunity colleges and universities.
questions. Using a consistent style for numbers, common Some units present sidiy-side translations of arti-
terms and capitalization gives your PTA publications acles on each page while others print or post a separate
clean, professional look. issue. Still others offer all information in English with
California State PTAOs sHorec@ps 6f ihjdt Bforhalion in Railghaged Hebded i€
tions can be found on pages 3% of the 200@alifor-  their school community.
nia State PTA Toolkit. The California State PTA offers grants to unit, coun-
You can find the PTA style guide on the California il and district PTAs to pay for translation services. More
State PTA website at www.capta.org. Just search foihformation is available in th€alifornia State PTA Tool-

istyle guide.o _ kit, Section 7.17.1. Application forms may be found in the
You may also refer to The Associated Pi&stebook  Forms section of th&oolkir and on the California State

and Briefing on Media Law. PTA web site, www.capta.org.
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Readers wil
probably see
this page first!

Use this page for awards,
events, or other important
announcements.

Be sure to include all the
important information for events:

f
f
f
f
f

Date and Time

Location

Cost, if any

Who is invited

Who to call for more information

Sunshine School _ L
Nonprofit Organization
® U.S. Postage
PAID
Anytown, CA

12345 Main Street PERMIT NO. 000

Anytown, CA 92867
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