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Tips for Producing An Outstanding Newsletter, Part Il.

The lost tesue of Markeung Treasres introduced nowsleliers us elfective public relations 1wols and presented options for de-
sign and lavout. The amicle concliskes here with o review of the myrisd deenils of consructing o nowsledisr,

Producing effective newsletiers requires clear communication among everyone responsible for the production, This means
using precise longuage fo avodd confusion and misiakes, Printers, designers, and fechnical writers ose the terms below for the
clements of o pewslewer shown, Using these aandard werms will help ensiere that vou rewin control over the quality, scheduls
and cost of vour newsleuer's production,
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Shown obove i an 117 x 17" spread with o standird two-column Format lor o fowr-page nevsleter, The back outside page is
an the Left and the front page 15 on the nghl. When you se1 up your newsletter you should deierming how it will be reproduced.
IF it will go to & printer to be run on & regular press, ten you will probably be able (o st up your newsleiber pages a8 shown
phove, (Chook with your printer for the size of paper the press can handle.) 15 you will be phalocopying s newsletier, then
you'll have io sct up the pages as scparate .57 x 117 pages, Using 117 x 1 7" paper will normally mean a faster iurmanound
time and less expense—depending on the printer’s resources.

The front page should be as eye-caiching and informative as possible. This is the page that grabs your reader. The inside pages
should be atractively laid out, Here are some points w consider for the newsletier elements showmn,

Laogn: Mot every newsleter displays o logo. Usually the kogo is the graphic used o identily the organization, Because the
newsletier is & public relations tool, it makes sense to pat your librry's loga on your newsbetter 1o visully connect the news-
letter 1o the libeary, I your library docen't have a logo, then go to the next element, the nameplse, (o project & unique visual
H Conimucd on page 3




Yol 5 MNo2
Paga 2

Pearls of Wisdom

Cara Burton from the Borden Research Cenler Library in
Syracuse, New York called to say (hat the new ALA
Graphics Cutalog had some items that special ibrarians
could use, Of particular note is the Information Lieracy

Skills package, including a poster, bookmarks, pamphlets,

folders, and frisbee. Your editor found the sample pam-
phiet sent by ALA to be well written and informarive.
Special librarians may find the references to students and
college classrooms (o be inappropriate (these matenals
were developed by the Association of College and Re-
search Libraries) but the rest of the text is excellent, The
catalog also offers promotion materials for the 1992 Na-
ticnal Library Week theme: “Your Right 10 Know, Li-

brarians Make It Happen.™; posters that proclaim “Librar-

ies will get your through times of no Money better than
Money will get you through time of no libraries.”; and
“In A Workd That's Information Rich, Your Librarian Is
Information Smart.™ To receive your copy of the ALA
Graphics Catalog wrile (0 ALA Graphics, American Li-
brary Association, 50 E. Huron Street, Chicago, 1L 60611
or phone BOKV545-2433 or 31 29446780

In the Sepi/Oct issue of Marketing Treasures your editor
wrole @ short picce aboul library clip-art, She overlooked
the clip-art package sold by the Amencan Library Asso-
ciation. This 36-page package offers o range of well-
drawn graphics. Public libraries looking for clip-an
should be especially pleased with the subjecis and 1oplcs
portrayed. The package, Quick Clips, can be purchased
for S20) from the ALA Graphics Catalog (sce address and
phone number above),

Queblo Images is offering a catalog presenting a full line
of paper, soltware templates, lnbels and transparencies,
wnd pre-printed papers for laser prinders. You'll find some

nice-looking marble papers (o choose from. For a free
cotalog contact Queblo Tmages, 131 Heanland Blvd.,
Brentwood, NY 11717-0698 or phone BOO/S23-9080 or
S16/254-20001.

It's time 10 put your best fool forward and get recognized

| lor your efforts. Until February 15, 1992 the Library Pub-

lic Relations Council will be accepling cntries io their
"Share the Wealth Packet” and the “L. PeRCy Awards",
For an entry form and more information contact Cindy
Cresak, Clifton Public Library, 292 Piagel Ave,, Chiflon,
NI 07013

If you've been Iooking for some money 10 underwrile a
specinl promotion project, check out the laest copy of The
National (iuide o Funding for Libraries and fnformation
Services. Nearly 400 foundmions are described and over
00 sumple grant descriptions wre contained in this volume
designed 10 help information professionals seeking grant
dollars. The price is set at §75, For ordening information
comizct The Foundation Center, 79 Fifth Ave., Dept VH,
Mew York, NY 10003-3050 or phone 800/424-9836 or

21 2/620-4230.

The American Association of Law Libraries (AALL) hos
been running i serles of arickes inis ewslatier on differ-
el murketing und promotion topics, Recent issues of the
Law Librarian's Society of Washingion, DC newsliclier,
Law Library Lights, has also been featuring anticles on
prometion topics, 1T you're looking for what law libraries
nre doing in the promotion arcna, recent issues of these
wo newsletiers provide insight. Contact AALL, 53 West
Inckson Blvd,, Chicago, IL 60604 and Law Library
Lights, 1717 Largo Rd., Upper Marlboro, MD 20772,

The Public Library Association has lve different audio-
Lupes listed under "Marketing™ in its recent PLA Prblica-
tions Checkdiss, Fall 1991, Their tithes cover the wopics:
market segmentation und trget markets, creative profes-
sional public relations, planning a library PR campaign,
imtroduciiom 10 basic marketing concepis, and marketing
plans. Be sure 10 browse through the entire list because
hidden under “ProgrammingMarketing/Outreach™ is the
publication title, Information and Referral Promotional
Sumples. A copy of the Publications Checklist can be
Oained from the PLA Order Department, 50 East Huron
Street, Chicago, IL 60611 or phone S00/545-2433, ext.
SPLA,

Mote: The SLA Swap and Shop Sample Notebook is
booked for loan through Aprl 1992
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Newsletter

Mameplate: There seem o be conflicting terms for this arel
of the newsletier, and you might see it called the “masthesd,”
But since the term “nameplate™ originated in the newspaper
indusiry where the name of the paper was pholoengraved on
it plate, your editor has scitled on this name w describe e
treatingnt of the newslatier title. The nameplate becomes the
signature visual image of the newsleter iself, IT you have o
library kogo, you'll have to be careful how the two look 1o-
gether, While most nameplates go scross the wop of the front
page, there are many that go down the bkeft side or are right or
left justificd ot the op, Many times placement depends on
what the nameplale looks like and what typeface s used. If
yorl have your namicplate professionally designed, the de-
signer should be responsible for its placement on your
newskeier's feonl page.

Connngd o page 1

Substiitle: Mozt newslbetiers use a short descrptive Ltle (o
amplily the name of the publication. This helps o remingd the
reader what the newsleter is about and what 1o expect, The
subtitle offers an opporunity (o say something upbeat st
yorir Irbrary — jost make sure '8 shor and sweel. Becmse
the subtitle appears near (he nomeplite, the visual present-
tiom of the subtitle noeds (o be compatible with the name-
plute. The subtitle's type tremment and position relative to the
nameplate should be identified and followed in each igque of
the newsletler,

Drateline: The date of the neswsletier should hove a desig-
nated place on the front page, A syle should be developed
Tor the dote so thot it is consistent among all issues of the
newsbatier,

Header: This is the “running titke™ that is corried on each
page of the newslener. [t repeats the titke and date of the
newslatter and shoald have its own stundard treatment of
tvpeface, point size, and placement. 1T you huve developed o
logo that uses the newsbeier's numae, you have the option of
using it in the header or spelling out the newsletler name in a
plain typeface, Page numbers can also be added 1o the header
information,

Headline, subheads, body copy: These three elemanis make
up the largest portion of your newsletter, so spend some Lime
considering how you want W treat cach element. For stariers,
each should have its own style; What typeface will be used?
What point size? What leadmg? Will they be boldfaced or
italicized? What will be the indentations and hyphenation
guidelinesT Will you use any special featares such as drop
caps or small caps 10 emphasize a lead story? Will you use
call-outs, and how will they be formatied and placed in the
body copy?

If you use a deskiop publishing program or word processing
program, you shoukd be able o develop your sivles foe each
of the different clements and save them with your newshetler

template file, If you are using a ypewriler i creale your
newsleder then you'Tl have o write all your decizions down
for future reference,

Dingbats: A dinghat is a minisiure graphic usaed o identify
the end of n story or o separate iems on o page, o o de-
note iems in a list. Collections of dinghats are available as
lypefaces, such as the Zaph Dingbats typeface. You can also
create your own dinghat in @ drawing program and import it
into your newsketter wexe, Many times dingbats reflect the
logo or nameplate design.

Rules: If you look through o stack of sumple newsleiters,
you'll find a varicty of wirys thal rules are used o visually
anchor the copy to the poge, Youll need 1w decide how rules
will be used, where they will be placed, and the length ond
thickness of all rules,

Indicka: If you muil your newslener through the U8, mail,
vour Tl meesd 1o Tollow Post Oifice regulations for the stump
indicia or posiage baox,

Address panel: Unless you distribute your newsletier in-
house under o genenil distmbution palicy with the mudlnsom,
vou'll need o space for the address Inbel, 1T your mailroom
requires you bo place the acddress label on the top of the front
page, then formal the back page o accommodate the ad-
dress label and deliver the newsletiers with the back page
facing up. The mailroom shouldn't care and you won't de-
e vour fromt page with an nddress knbal,

Fold: I you produce the newsletter asan 117 2 17" spread,
you will need to indicate where and how to Told the piece of
paper into a four-puge newsletier, It sounds simple for lowr
pages, but if you produce an eaght- or 10-pagre newsleter
using 117 x 17" spreads, you'll have o tell the printer ex-
actly how and whene the pages fold, how the pages fall
tegether, and how they should be bound. 15 you use a heavy
textured paper the fold should be o *wet fold™ as opposed 10
a "dry fold™ I this sounds complicated, don't worry, iis nol,
Talk with your printer, OF course if youll be photocopying
ihe newsletier, none of this matiers becanse vou'll probably
be stapling the newsletier together in the upper left comer,

Margins: These should have been set when you creaied the
wridd for the page layoul. If not, then be sure 1o bdentify your
Makrging — logs, boltom, and sides — and build the measure-
ments into your newsleiter iemplate. IF you plan (o pring
your newsletter, check with the printer 1o make sure you
have allowed enough outside margin for the press grippes
io grab the paper into the press, Where the gripper “grabs,”
the press cannot prinl, And if you don’t want 10 go 0 the
expense of having the printer irim your newsledes io size,
you betier find oot how much moom iz needed by the grap-

pest Covntirued on page 4
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Gutter; The space belween two [scing pages is called the
gutter, Make sure you leave enough moom in the gutier so
that when the nowsletter is finally assembled the body copy
doesn't full indo the gutler,

Folio: This refors to the page number. Page numbers offer
an opponunity i jaee up s page ayvout i a's rher sandard,
Whatever you decide to do should be consiswen mnong all
newslziler isses.

Haulfione and graphics: A halltone relers w a color or
blasck-pnd-while photogruph that contains gmdations of gray.
Halftones cannol be reproduced wery well on & phitocopicr
(because il doesn't allow for shades of gray), and a printer
will normally charge extra to print o halfione in yowr news-
letter, If you have a limited budget or can use only a photo-
copaer, stay away from pholographs and use black-and-whae
line dhruwn graphics or clip-ort instead. Youll be happicr
with the resolts.

Caplion: You need o decide o standand (ot and treat-
ment for captions that will accompany any phowgraphs,

Alley: This is the space belween the columns, The amount
of space shoukd have been determined when you cremed the
grid layouL If it was mot, mn s, using blocks of wxt in the
typoface and point size you indend 0 ose, of alleyvs with
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haiftone and graphics
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different widihs, Select the alley dimension that provides
encaigh white space without looking like a “whiie river”
going down the page.

Callout: To add interest to your body copy and 0 deaw at-
Lention 1o a specific point, emphasize the desired weal by
treating it differently from the rest of the body copy. You can
put it in o diffierent point size, boldface it, box it, o se4 it
apart from the body.,

Masthead: Traditionally this erm refers 1 the subscription
information bos thad lisis the publishers, copyright dati,
wolume and number, source address, e, The masthesd can
e localed anywhere in the newsletier, alihough your editor
prefers enher the inside second page or the last page.

Tablke of Contents: If your newsletter ks longer than six
phiges, o conents listing 15 appropriate. Make it noticeable,
bt don's let it dominate the front page or headlines,

The elements described in this article are common (0 news-
letier production. Once you have decided how you wand 1o
handle these elements, you may wani o wite your decisions
down for fure reference. Producing a newslelier is casier
when you creste and adhere 1o set of layout snd produoction
sandands. This anticle has given you a list to start with.
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Worth Its Weight in Gold

This issue of Marketing Treasures includes your new Cul
& Pasie Clip-Arn Sheet, The sheet presents original art-
work in camera-ready form, IF you would like previously
published clip-an sheets, ask for the Cut & Paste Clip-An
Order Form. It shows all the clip-an shects that have ap-
peared in Marketing Treasures,

Information . . . Locating 1t Sounds Simple Enough.
There's o subtle message in the “wolf in sheep's clothing™
image. Il you want 1o people 1o stop looking for informa-
tion on their own, this cartoon should do it On the other
hand, your editor thinks the wollfsheep would make an
excellent cover 1o a 19492 budger proposal,

Scale with Computer and Books. This image could be
used with a promotion campaign for using & new or exisi-
ing online computer system 1o locate information instead
of manually looking through stacks of books, You could
work with the tag ling of “Weigh the Advaniages™ and
then 1151 the advantages.

Border Design. Here's a nice-looking border that you can
use for holiday designs, The sheet also includes a single,
larger image of the design, You could use il to accent lext
in your newslewer or enlarge it on the photocopier for use
s an overall page design,

Golden Nuggets of Information. This could be an eye-
caiching graphic 1o illustrate a regular feature column in
vour newsleiier or 8 handout Myer that Hsis Ireguently
requested information or phone numbers,

Time Is Running Out. Use this clock when vou need 1o
cmphagize & deadline such az overdue materials, or il vou
wre holding a meeting or presentation where reservillions
are resguired.

We Speak Your Language . . . Because every Markelng
Trequures’ reader has a different audience, Greek letters
have been used in the background of this graphic, bul you
could substitute the Greek with words that are common 1o
your information center's subject arca, You could also
tiilar the background words 1o reflect the lerminology
commonly used by different target markets within your
user community, thereby creating a very wargeled message
that could be used on brochures or yers.

March Over to the Library . . . For some holiday fun
here are two Nulcrackers marching in formafion, You
could change the marching orders 1o announce & hofiday
party.

Editor's Note; Marketing Treas ures ariginally came with sheets
of library clip art and this column provided ideas on bow o use

Promotion Gems

You just never know where you're going 1o find an idea
for promoting your information center, The other day the
Marketing Treasures office received a package from the
Multnomah County Libeary in Portand, Oregon. 1t de-
scribed and included examples of their program, Reading
Ranlroad, that they developed and implemented in Ocio-
ber o encourage children o read. This program is a great
example of collaboration with another agency, in this case
the Tri-Met public transit company. Children received a
ticket book formatied hike a colonng book inio which
multi-colored stickers were placed. Everyone with a li-
brary card got o free nde on the ransit lightrail system
that day. (For more information contact Toni Bernardi ar
S03/248-3408.)

While this 18 a great idea for public libraries, it would be
rither difficult for most special ibrarics o implemend,
However, with a little modification, it offers an idea lor
special librarians looking for promotion campaign ideas.
Why not develop a promotion similar (o the stamp re-
demption programs (you remember — the S&H Green
Stomp programa?) in which library customsers receive
slamps 1o place in a book thi they (il and redeem for
something of value,

You'll need (o develop & booklet of pages 1o be filled with
value stamps. To make things cusier, use stickers in place
of the stamps. Different stamps or stamp colors can repre-
sent different values for different library products and
services. As library customers use or request difTerent
products, they get a sticker placed in their *1 C Value
Book " OF course, you'll have o identily some products
or services thit can be “redeemed™ with filled books, You
can schedule the promotion 1o run three months before
Nuancnal Library Week and then during the big week
people could redecm their sticker books.

With some carcful preparation, you'll get three big re-
wards, First, each page of the booklet should feature and
describe a library product or service, 5o that when the
prometion and the books are introduced people will leam
abouit the libriry as they leamn about ihe ion, Sec-
ond, the promotion itsell will give vour library visibility
with i creative approach that involves everyone. Third,
and most imporiant, you can indicate value for libeary
products and services i you consiruct the value of the
books, the stickers, and the “redempucns *° the rght way,

Your editor thought 11 was an idea worth passing along.
She'd be interested in knowing if anyone proceeds with
implementing the idew

the graphics, The clip art mages ram Warketing TTeasmes ae

mow avallable Trom www LibranyC lipArt com
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Sparkling Reviews

A Manual on the Evaluation of Information Centers and
Services, Jose-Marie Griffiths and Donald King,
{AGARD-AG- No. 3109, AIAA, New York, 1991,
ISBN: 92-835-0612-6. S25.00

Here is the book o have on hand when it comes ime 1o
eviluating vour information center's service and prod-

wels — especinlly i you wani 10 justily your library s a
business contributing o your organization’s bottom line,

The book's physical thinness belics i1s meaty conlent,
Divided into three pans of several chapiers cach, the
book promises (o be an excellent reference resournce
during an evalustion. However, vour editor suggests that
readers stan from the beginning and read the book from
cover to cover the first tme n order to gain o full appre-
clation for an information center evaluation and possible
ideas af how the data cin be used o estimate valoe.

The first part of the book provides o [romework, review-
ing the role of evaluation and iypes of evalustion mes-
sures, models, and methods, The second part establishes

ihe concepls far evaluating operationn] perfommance,
The authors break down information center operalions

inlo functions, services, actvitics, and rezources, cach of
which hus an input cost, output quantity, quality, tmedi-
ness, cic, Beginning with this second part, the reader ben-
efils from the authors” extensive consulling experience, via
exhaustive tables, chans, and listings provided o illusiraie
Poands i s pexl

Par thres deals with evaluatons of the effectivensss of the
informution center, Iypes of surveys, questions from sur-
vevs the authors have conducted wre included, and how 10
conduct them, The lost part of the book takes survey resulis
urd applies them 1o cost and benelil analysis of the infor-
mation center service, The Tinal chapter explores ways 1o
wasess the value of information centers, An excellent list of
references und o bibliography round out the book.

The authors are well-known lecturers and consultinis, and
vosur editor believes this book presents the best of what
they have lenmed and developed over the past 20 years.
Anyone who is contemplating an evaluation should read
this ook, Everyone else who beligves they are managing
an information business should read it for the perspective
and insight it offers,

-

%"'

January 15 “What's Your 1O, (Image
Cuotiant)¥ A seminar by Kaycas Haoba
sponsored by tha Meawpod Beach Public
Liormry Stall. Conlact; Ladonna Kienitz
TldE44-31 91,

Januasy 18 “Evaluating and Justilying
the Library: How to Win Political
Advocates for Your Services.” & one-
day saminar led by Guy 51, Clair in Naw
York Cily. Contact: 212683 -E285,

January 17 “Bringing Them Back {os
More: Cusiomer Sesvices Concepls for
Librarians and Information Prolession-
als,” A ano-day saminar lad by Guy 5t.
Clair in Maw Yok City. Comact: 212/
GEI-E285,

January 18 “Information Brokers
Seminar.® A saminar by Swe Rugge in
5t Lowis, MO, Confact: 415/849-9743,

The Crystal Ball

Jdanuary 25 Martkaling will ba the lopie
al thie Infosmaton Mew England bewench
mealing al Alica Warnar's howsa in
Lazingten, MA, Conlact; Rulh
Cranstein 617844-1154,

January 28 "How 1o Croate Nawslot-
fers Paopha Will Aead.” A ona-day
saminar oflarad by Padget-Thampson
in Akran, Ohio, Gonlact: BOD255-4141
or 813451-2800,

Janwary 31 “Winning Markating
Techniguas.® A ana day saminar (o
Edmonion, Sponscred by the Spacial
Libfarias Aszocution Edmontbon,
Canada Chaplar and CASLIS. Contac
lana Kennedy 403/433-4867

Fabruary & “Writing and Dezigning
Successful Promalion Materials ™ A
one-day seminas alfered by Padar-

manca Saminar Group in New York
City, Contact, BO257-2391

February 8-7 ‘Designing & Analyzing
Customar Satislaction Cuestionnaings.®
A pwo-day cordarance spansared by the
Instiiute for Inleenelional Heasearch in
Orlanda, FL. Gontact; 21282612860,

Fobruary 13 "Staying Alive; Tipa Frem
Survivors.” A panel praseniation
sponsared by tha DCLA Managemant
Intarest Group in Washingion, DG,
Contact: Susan Hill 202/425-5488,

Fabruary 20 "Exceptional Cusiomier
Sanvice." A one-day workshop oflerad
by Dun & Bradsirea in Allantown, PA,
Contact: 212/312-6880.

[Egilor's note; If your ibrary chapler or
profassional group is sponsanng @
saminar, workshop, or pansl discussion
an a fopic relatad 1o markating,
prometion, public relations, design,
writing, elc,, l8f ma know, 'l ba happy
1o makis an announcamsnt in this
columin, }
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