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The Supplemental Checklist is a highly recommended form that often improves a newsletter’s score. It also helps with the statistical evaluation of newsletters entered in the STC Newsletter Competition. 


Fill out a checklist for each issue of your newsletter. 

Please do not staple the Supplemental Checklist to your newsletter.

Place an X next to the Fundamental Elements and Recommended Topics that are included in each issue of your newsletter. Note: A newsletter item cannot count as more than one Recommended Topic.

Please see competition rules for specific requirements for paper and online newsletters.  







Page No. or
Category A. Fundamental Elements:             Placement Comment
Web Page
[X]
1.
Publication frequency 

Built in to last page masthead    
Last page 
[X]
2.
Society contact information

Link to www.stc.org
First page    


[X]
3.
Newsletter title and community name

Top of the first page    
cover/home page
[X]
4.
STC symbol (logo) 

Bottom of first page    
cover/home page
[X]
5.
Society logotype

Built in to logo    
cover/home page
[X]
6.
Publication date

 Above the list of contents   
cover/home page

Masthead and Officers
[X]
7.
Editor’s name and contact information

Built in to last page masthead    
 masthead page         

[X]
8.
Newsletter mailing address (physical/postal) 

 E-mail address because online publication   
Last page

[X]
9.
Publication policies

In “Looking to tomorrow”    
Last page

[X]
10.
Reprint policies

In “Looking to tomorrow”        
Last page

[X]
11.
STC mission statement

Built in to last page masthead 
Last page

[X]
12.
Copyright statement

In “Looking to tomorrow”        
Last page

[X]
13.
Senior officers’ names and contact information

Built in to last page masthead 
Last page
Category B. Recommended Topics: List Page Number 

Page No. or

Item (see rules for examples)
Title
Web Page
[X]
1.
Meeting notice

December 8 Community Meeting    
Page 1

[X]
2.
Meeting report 

November Meeting Notes    
Page 2

[X]
3.
Message to the members* 

Notes from the President    
Page 2
[X]
4.
Community activity 

Grandview Students Learn About Workplace Writing    
Page 3

[X]
5.
Community membership news

Membership Minute: Member Profile    
Page 5

[X]
6.
Feature article 

Help Others-SantaClaus25 Does    
Page  3
[X]
7.
Employment news or opportunities

Employment in Today’s Economy    
Page 7
[X]
8.
Editor’s column 

Visually Thinking    
Page 1

[   ]
9.
Letter to the editor 

    


[   ]
10.
Review of book, software, etc. 




[X]
11.
Networking information 

Local Communicators Gather to Network
Page 6
[X]
12.
Educational news or opportunities

2009 Conference Opportunities
Page 4
[X]
13.
A Director report 

STC International Looking for Judges    
Page 5
[X ]
14.
One other Society report 

Check Your STC Preferences
Page 4
* (From the community’s president, manager or a board member.)





Please specify the hardware, software, publishing tools, and production methods used to design and deliver your newsletter. Also, please describe the editor’s responsibilities.

As the editor, I send out calls for articles, edit copy when I receive it, layout the publication, and publish and distribute the newsletter via the Web. I created a template of the newsletter in Adobe InDesign. When I am ready to layout the publication, I start with the template and begin working in the articles. The articles are submitted to me in Microsoft Word, so I edit them within that publication and place them into InDesign. Once I have completed layout, I review the entire newsletter, make edits as necessary, and then have one member of our board review it as well. Then, I create a low-resolution PDF of the file and post it to our content management system. Once it is posted, I create an announcement on our Web site and send out an e-mail to members that includes a link to the document. 

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

Additional Comments or Considerations

None._______________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________
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