D7090 NEWSLETTER SUBMISSION GUIDE
(Blue below indicates clickable links)

1. Send to Newsletter4D7090@gmail.com.
a. Don’t “reply” to the request for stories… A “reply” starts a thread; some items can get buried and overlooked. Click HERE to send your submission(s).
b. Narrative: ATTACHMENTS preferred (.doc or .pdf) or included in the body of the email. (Convert PAGES to a pdf.)
c. Photos/images: 
i. Better to submit as attachments (better quality than if pasted into email or doc).
ii. Include labels - especially if there are individuals pictured.
iii. You must get written parental/guardian permission for pictures of minors to be published!

Label all attachments (docs, images, pdfs) beginning with the name of your club or committee. 
· Not Rotary Club of “your club” or RC “your club”
· Not Paul Harris Event or Shredding Fundraiser etc.
· Not May 2025 Newsletter “your club” or News/Media Release “your club”
· Not image123.png or April 27 2025.jpg
· Abbreviations work: Buf vs BNMC vs BSR, or StCat vs StCatL vs StCatS
· As the items come in (140-150/month) I save them according to club/committee name. 
· Renaming items is time-consuming but, more importantly, it makes errors on my part more likely.
· If you are unable to rename files for some reason let me know (to avoid regular reminders). Continue to send them and I’ll rename them as I download/save them.
2. The less the submissions are formatted the better. 
a. Formatting options in ClubRunner are limited. 
b. To maintain consistency in the appearance of the stories throughout the newsletter, I generally remove almost all formatting from the submissions.
c. Will be reformatted to single lines, no spaces between paragraphs. 
d. No special fonts or variable character sizes/colors; limited bold and italics; and so on.
e. Include hyperlinks if you’d like. (I check them all before publishing.)
f. I typically look for links (to sponsors, collaborating organizations,  or recipients of grant or sweat-equity efforts) and include them in the story. You might want to let some of those folks know that they are being publicly cited in a newsletter that is sent to ~2000 people. Free advertising!)
3. There is, practically speaking, no limit to the length of a story. 
a. There are two areas to enter text and illustrations. 
i. “Story Brief”: 
1. This is what is seen on the “front page” of the newsletter when it arrives in your email. The “Story Brief” should be… brief! And concise (max 200-250 words).
2. It can either tell the whole story, or serve as an intro to or abstract/synopsis of the rest of the story, which goes into the 2nd area, “Story Content.”
3. Usually 1 photo; occasionally 2 
4. Additional photos can be added in the “Read more…” area
ii. “Story Content”: 
1. “The rest of the story.” 
2. Virtually unlimited as to length and number of photos. 
3. Don’t repeat the “Story Brief” here… treat this area as a continuation of the narrative in the “Story Brief.”
b. When you click “Read more...” at the bottom right of the “Story Brief” OR click on the link in the index, you see the entire story: the narrative in the “Story Brief” followed immediately by the rest of the “Story Content.”
4. Include your name and your club/committee name in the email.
5. If you include hyperlinks in your story they will go into the newsletter as such. In many cases I will find links to organizations sponsoring/partnering with or beneficiaries of Rotary projects and include those links. (You can show your sponsors/partners that their info has been shared with 2000 Rotarians in D7090. Good PI for them!)
6. Multiple submissions from a club are OK. Try to limit your items to a max of 2 stories, plus upcoming events/fundraisers. Multiple reports might get combined into one in some cases.
7. All submissions must be received no later than 3 days before the end of the month; newsletters are published on the 1st.
8. You can always check the status/accuracy of your story. Go to https://www.rotary7090.org/, click on “Resources” (on the right), then “Newsletters,” then scroll down and click on the current “IN PROGRESS” edition (on the left).

SEND US ANYTHING NEWSWORTHY!
· [bookmark: _Hlk203574157]Advertise upcoming fundraisers (and what the funds will be used for, especially if you are looking for grant support from the district or RI).
· Invite other Rotarians to an interesting “field trip” or upcoming speakers.
· Brag about community or international projects (with pictures).
· Look for grant partners.
· Report on club/committee activities.
· Introduce new members.
· Celebrate Paul Harris awards. 
· Write a tribute to a “Project Champion” member.
· Got a big club anniversary coming up? Let’s feature your club's history!
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D7090 Newsletter Editor
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