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Introduction

Devil Mountain Views (DMV) is the newsletter of the East Bay Chapter of STC (EBSTC). The newsletter is published bimonthly on the EBSTC web site from September through June. There is no newsletter in July and August. An email notice of publication is mailed to:

· Chapter members

· Region 8 newsletter editors (optional according to competition requirements)

· Region 8 director-sponsor

· STC Newsletter Editors listserve

Mission

The mission of the DMV staff is to have fun while publishing a quality newsletter that contains issues of importance to technical communicators in the East Bay Chapter.

Objective

The purpose of this guide is to document the procedures for publishing DMV. Procedures ensure that volunteer staff members understand the process involved. Documented procedures also help ease the transition as long-time volunteers leave and new volunteers come on board. 

As changes occur, this document should be updated by the current managing editor, with significant input from the newsletter staff.

Contacts

The following contact information is current as of February 2005. Check the chapter website for chapter leaders.

	Role
	Name
	How to Reach

	Managing Editor
	Becky Rude
	beckyrude@sbcglobal.net

	Copyeditor
	Elaine Parrish
	textcetera@prodigy.net

	Associate Editors
	Hasmig Vasgerdsian
Laura Phillips
	hassiev@aol.com
laura16@infionline.net  

	Contributing Editors
	Dara Golden
	daragolden@aol.com

	Web Designers
	Angelina Nachimuthu
	anachimu@csc.com (work)


	Printer (This information is here for historical purposes since we no longer print.)
	BPS Sales Rep: Katherine DuFossee 

BPS, 1057 Shary Circle, Concord, CA 94518
	925.426.3170

925.603.8470



	Mailing House Printer (This information is here for historical purposes since we no longer print.)
	Celina Gonzales 

Road Runner, Inc. (Road Runner Quick Sort), 100 Ryan Industrial Court, San Ramon, CA 94583
	925.820.8272 ext 550


Roles and Responsibilities

The following table provides a summary of the roles and responsibilities for the newsletter staff. Following this table are more details on each position.

	Role
	Responsibilities
	Estimated Time

	Associate Editors
	· Performs article edits for grammar and readability.

· May also write a column, proofread final draft. 

Note: If person is filling the roles of associate editor and contributing editor, he or she is given credit as an associate editor.
	3–4 hours per issue for editing

	Chapter President
	· Writes President’s Column. 

· Acts as a resource for removing obstacles or offering ideas.
	1–2 hours per issue

	Contributing Editors
	· Writes a regular column. 

· May proofread or perform associate editor-type tasks. 

Note: If person is filling the roles of contributing editor and associate editor, he or she is given credit as an associate editor.
	2–3 hours per issue

	Copyeditor
	· Approves associate editors’ edits and revises as necessary.

· Reviews final layout and instructs the managing editor and web designer on any changes that need to be made.

· Maintains the newsletter style guide and works with managing editor on changes.
	4–8 hours per issue 

	Guest Contributors
	· STC members and nonmembers contribute articles relevant to DMV readers. 

· Guest contributors receive a byline, a complimentary email notice of publication, and a thank you note from ME.
	2–3 hours per issue

	Web Designer
	· Creates the design and layout for the Web pages making sure that they meet the newsletter competition requirements.

· Creates the newsletter using Dreamweaver and other tools.

· Creates or finds appropriate images.

· Proofreads the issue and checks all hyperlinks before submitting to managing editor and copyeditor for final approval.

· Works with copyeditor and managing editor to polish final product. 

· Posts the final issue on the Web site and archives the old issue.

· Maintains pages for current and archived issues.
	12–15 hours per issue

	Managing Editor
	· Organizes meetings to discuss upcoming issues (themes) and articles.

· Sets the publication deadline and keep tabs as newsletter progresses through the production process.

· Contacts writers about upcoming issues and deadlines. 

· Coordinates editing—assigns initial editing to associate editors; and ensures that articles are sent to copyeditor for final editing.

· Writes Editor’s Column for each issue. 

· Writes the content for the newsletter Home page.

· May perform initial article edits for content and length.

· Works with the copy editor to approve final content and layout.

· Sends thank you notes to contributing writers.

· Recruits and mentors new volunteers. 

· Submits a budget to the chapter treasurer. See Appendix A: Budget.

· Provides a report at chapter meetings.

· Ensures that each issue meets requirements for the newsletter competition. 

· Submits the competition application.

· Ensures that the newsletter meets requirements for a chapter achievement award.

· Updates this document and forwards it to the incoming ME.
	2–4 hours per week


Editing

Editing is a vital part of the publication process. It ensures that the articles’ organization, grammar, and styles are clear, concise, and consistent so that quality is ensured. These roles can be changed to meet the needs of the staff. This section describes the current process.

DMV copyediting is a two-step process. The associate editors do a first pass on the articles. The copyeditor then reviews the associate editors’ work and makes changes as necessary. At some point in this process the managing editor should also review the articles to make sure the content and tone are appropriate.

The Role of the Associate Editor

The associate editor makes the first pass on newsletter articles, ideally editing for grammar, punctuation, spelling, consistency, clarity, organization, and style. Some articles might require aggressive editing to improve the flow of information and to add visual interest to highlight key points (for example, changing paragraphs into bulleted items). In some cases, the associate editor may literally have to rewrite articles or contact the author for clarification. Some articles may need re-organization or removal of content to make them clear and concise. Others may need re-wording to comply with the tone that the ME wants to set for the newsletter. For example, some articles submitted have been very negative and the ME has decided to ask the author to re-work the article. When the author cannot do this, the ME may decide not to print the article. The associate editors should bring serious issues such as this to the ME’s attention as soon as possible.

The Role of the Copyeditor

The copyeditor is responsible for ensuring that the quality of the newsletter articles is up to DMV standards. The most time-consuming part is making sure the articles read well and convey a positive voice. Changes can include editing, rewriting, adding transitions, and cutting inappropriate content. Note that it’s useful to refer to past issues of DMV for points of style, wording, layout, and so on.

Following is a laundry list of things the copyeditor does:

· Edit for grammar, consistency, clarity, organization, and style.

· Ensure that each article’s length is within the set guidelines: 500–600 words.

· Ensure that the articles have appropriate headlines and consistent headings.

· Spell check.

· Verify the byline and the person’s title.

· Help improve the “look” of the newsletter.

Styles

· The staff relies on the Chicago Manual of Style (14th edition) and Webster’s Collegiate Dictionary (10th edition) as the primary sources for punctuation, spelling, and style. 

· DMV has an official stylesheet that the editors should follow. This can also be shared with writers if requested. See Appendix E: Stylesheet on page 20.

Layout/Web Design

The web designer is responsible for developing the web pages, finding or creating images, and collecting photos. It is helpful if the web designer can attend meetings to take photos or find a designate to perform this task. The web designer is also responsible for maintaining the archived online issues. See Web Layout Procedures for Devil Mountain Views for complete details of the procedures for this role.

Checklist for the Incoming Managing Editor

Here are some things you should do as a new ME:

( Read this document!

( Notify the Society that you are the new editor: membership@stc-va.org.

( Sign up for the newsletter editors listserve at http://lists.stc.org/cgi-bin/lyris.pl?enter=news-eds. The STC newsletter competition manager manages this list. In the past the newsletter winners have been announced on this list. Sometimes the discussions are helpful and interesting.

( Visit the STC web site for details about the newsletter competition and for a copy of the judging guidelines. Generally the deadline for submitting the initial application is October 15th. You need three consecutive issues to enter so you will usually want to enter your first three issues. This means you need to start planning right away! http://www.stc.org/chaptersig_comp.asp
( Use the issue checklist as an easy way to ensure the newsletter meets competition requirements and to communicate the issue content to staff members and writers. You’ll need to update it to meet the current requirements. See Appendix D: Checklist Example on page 18.

( Make sure the newsletter design contains elements required for the competition. These elements generally include the STC logo, the issue date, STC mission statement, copyright statement, publication policies, list of basic officers, and newsletter staff. Most of these items are currently contained in the “About DMV” page.

( Set up a meeting to brainstorm themes and article ideas for the year. See Content Planning on page 10.

( Create an editorial calendar detailing the publication and article submission deadlines. Currently a subset of this calendar is contained in the “About DMV” page. See Appendix C: Editorial Calendar on page 17.

( Prepare the annual budget when the Treasurer requests it. The fiscal year is July to June. See Appendix B: Budget Example on page 16.

( Always be on the lookout for potential writers. Attend as many chapter meetings as you can, introduce yourself to new members, and hand out newsletter business cards containing the publication themes and deadlines. 

Newsletter Timeline

This section provides an approximate timeline for producing the newsletter as well as the tasks that must be completed during each timeframe.

Overview

Producing the newsletter is approximately an 8-week process that requires the newsletter to be posted to the chapter Web site by the first Monday of the month of publication. For this to happen, articles must be submitted to the web designer one week prior to that; and articles must be edited in a timely fashion to meet the deadlines. 

Following are the steps to ensure timely newsletter publication:

1. Set the theme.

2. Plan the content.

3. Set the deadlines for article submission.

4. Assign articles—Let board members know the deadline so they can submit any information they need. If there are local events sponsored by other chapters, let the contact person know so he/she can send updated information. 

5. Send email containing the issue checklist to scheduled writers and the newsletter staff. See Appendix D: Checklist Example on page 18 for the issue checklist.

6. One week before deadline, send out deadline reminder to scheduled writers.

7. Initial edit of articles by associate editors. Note: This step usually takes place virtually—articles are sent by email to the associate editors, who forward edited articles to the copyeditor.

8. Copyedit articles and submit to the web designer.

9. Lay out articles.

10. Final review of newsletter articles and layout. Note: This step ensures that style, tone, appearance, and other publishing concerns are caught before the newsletter is officially published to the Web.

11. Send notice of publication.

Pre-Planning

Newsletter staff—The ME should schedule a meeting during the summer to begin planning themes and content for the year. See Content Planning on page 10.

ME—Creates the annual editorial calendar, which contains article submission deadlines, editing deadlines, and publication deadlines. It also contains the year’s themes if you are using themes. See Appendix C: Editorial Calendar for an example.

Week 1

ME—Plans the upcoming issue. The theme and articles topics may already have been set at the pre-planning meeting. If not, this must be done. ME starts looking for and contacting potential article writers. This can be done by talking with members at meetings (most effective), contacting council members, contacting people in private business, posting notices on the chapter website, or sending email notices to chapter members (this should be done infrequently to avoid sending too much email to members).

Week 2

ME—If the ME hasn’t heard back from all potential contributors, he or she sends individual email requesting confirmation. A phone call may be required at this point. The ME sends the issue checklist that lists all planned articles, indicating which articles have been confirmed and which ones haven’t.

Web Layout—Preliminary layout can be started using the checklist as a guide for articles to be included.

Contributing Editors/Writers—Write their columns.

Week 3

ME—Continues to contact potential contributors as needed to finalize the content. Notifies everyone on the article roster that the deadline is one week away.

Week 4

ME—Should be receiving articles and reviewing them before forwarding to the associate editors next week. Sends reminders for outstanding articles. 

Note: The writer of the ‘Member Spotlight’ article should submit the article to the person who is the subject of the article before they submit the article to you. However, this sometimes does not happen. Just be sure to ask if the subject has approved the article.

Weeks 5–7

ME—Contacts delinquent contributors for outstanding articles. As the time gets closer to the deadline, makes the decision to find an alternative for missing articles.

ME—Divides up the articles and sends them via email to selected associate editor. May want to contact editors to make sure they are available. Provides the deadline for sending edited articles to the copyeditor (usually one week unless articles are received late). May want to remind the VP of Arrangements that the email notice of publication will go out next week to make sure the person is available.
Associate Editors—Completes an initial edit of received articles (check for spelling, grammar, organization, length and appropriate content). Sends edited articles to the copyeditor with a CC to the ME. 

Note: If an article is poorly written, or if the associate editor had an especially difficult time editing the article, he or she should contact the ME and copyeditor immediately so that steps can be taken to have the author correct the problem.

Copyeditor—Performs a final edit of articles for grammar, tone, length, and appropriate content. Contacts writers if there are any factual or other questions. Sends completed articles to the web designer with a CC to the ME. 

Week 8

Web Designer—Places articles in web layout. Communicates with the copyeditor and ME when the final layout is ready for review. When the copyeditor and ME give the final approval, the web designer posts the final newsletter to the front page.

Copyeditor and ME—Reviews the final newsletter. Asks web designer to make any necessary changes. Requests another pass if necessary. See Appendix F: Production Edit Checklist for details on what to check.

ME—Sends an email containing the notice of publication to the V.P. of Arrangements.

ME—Sends a notice to the newsletter editors listserve announcing publication.

ME—Sends an email notice to the Region 8 Director-sponsor announcing publication.

V.P. of Arrangements—Sends the email notice to all chapter members.

Post-Production

ME—Gives two copies of newsletter to the chapter historian for the archives. (Check with chapter historian to see if this is still required.)

ME—Writes thank you notes/email to all participating writers.

ME—Starts planning for next issue.

Content Planning

This section discusses the idea of using themes for issues and how to plan the issue content.

Themes

While not mandatory, themed issues are a good way to showcase current issues in technical communication. Subjects can be determined either at newsletter meetings (preferably for several issues) or by the managing editor’s sole discretion. And they can come from a variety of places—chapter meetings, Intercomm magazine, other Region 8 newsletters, the newspaper, your own interests, and so on. 

If the issue is themed, make sure that the lead story, one or two articles, the President’s Column, and the Editor’s Column cover the subject. The book/software review sometimes matches the theme as well. Note: Some readers may not be interested in the issue’s theme; for this reason some general-interest articles, such as STC events or reports, should also be included. DMV has even published spoof issues. Some subjects may be repeated from year to year.

1995–1999 Themes
· Spring Cleaning 

· Y2K

· NCTCC

· Region 8 Conference

· Direction of Tech Writing

· Future of Online Help

· Education

· Self-Employment

2001–2002 Themes

· STC annual conference

· State of the industry/economy

· Emerging technologies

· Chapter 40th anniversary

· One world/international issues

2002–2003 Themes

· STC annual conference

· Independent contracting

· Trends in technical writing

2003–2004 Themes

· STC annual conference

· Dealing with change

· Project management/document management

· Adding value

Content

After the theme is chosen (or not), the content must be planned: article topics and candidates for writing these articles. You will need 2–3 feature articles in addition to the content required by the newsletter competition. See Appendix D: Checklist Example on page 18 for the checklist of requirements. The checklist should be updated each year after consulting the newsletter award criteria. Suggested word limits for feature articles are 500–600 words.

It’s helpful to read the newsletters published by other chapters, especially those in Region 8 and those that have won awards. If those newsletters contain an interesting or useful article, the ME can ask the chapter’s newsletter editor for permission to reprint it. 

Note: If another chapter reprints a DMV article, EBSTC receives points toward a chapter achievement award.

Tip: Try holding a brainstorming meeting with newsletter staff and other interested parties over the summer. At this meeting collect ideas for themes and specific article topics. You’ll have a good start to setting the themes and articles for the year.

Note: The writer of the ‘Member Spotlight’ article should submit the article to the person who is the subject of the article before they submit the article to you. However, this sometimes does not happen. Just be sure to ask if the subject has approved the article.

Resources

This section contains a list of assorted helpful resources for MEs.

	Resource
	Description

	Region 8 Director-Sponsor Website 
	The Region 8 Director-Sponsor can help you hunt down tools, clarify STC policy, and answer general questions. http://www.stcregion.org/region8/

	Editors of Northern California chapter newsletters:
· Berkeley
· North Bay 

· Sacramento 

· San Francisco 

· Silicon Valley

	They can share articles if you have space that needs filling and find an article from another chapter that you want to include; answer questions; point you in the right direction if you need information from others in that editor’s chapter.

	STC website
	Contains documents on newsletter competition and leadership. http://www.stc.org/reference_material.asp and http://www.stc.org/admin_docs.asp

	“Annex” website
	An alternate site that has different resources such as copyright law, dictionaries, and style guides http://stc-annex.com/.

	Administrative directory
	Contains the names and contact information for everyone involved with chapter leadership. This directory is periodically updated. If newsletter leadership changes part way through the year, you can contact the Region 8 Director-Sponsor for information on how to receive it.

	Tieline
	Newsletter for chapter leaders. You’ll probably get a copy in email when your name is submitted as the editor. Back issues are on the resource page http://www.stc.org/reference_material.asp.

	STC Chapter Handbook
	Has a nice section on creating newsletters. Lots of ideas and best practices. http://www.stc.org/reference_material.asp

	
	


Lessons Learned/Tips

This is a list of things past MEs have learned. Please add to this list so future MEs can learn from your experience!

· Try to have a kick off meeting in July/August. At this meeting brainstorm themes for the year as well as possible article ideas. The ME can set the year’s themes and even choose article topics for the year after this meeting. This helps to organize the issues and lets you start looking for writers early.

· Hold dinner meetings a few times during the year to thank staff and celebrate any awards won.

· Thank the staff often!

· Remember to thank all contributing writers after the issue is published.

· Job sharing has worked in the past to keep people from burning out.

· Try to recruit writers to write a standing column. This helps cut down on the number of articles you must gather each issue.

· Print newsletter business cards to give out to potential writers. List the newsletter URL, deadlines, and themes on the back of the card.

· Network with other Region 8 and NorCal chapters. This was begun with the start of the NorCal leadership days in 2002. In 2003 we wrote to all NorCal editors and offered to re-print their articles to help fulfill one of the chapter award requirements of having one of your articles re-printed in another chapter’s newsletter. We hope these chapters will reciprocate and reprint one of our articles.

· Join the STC listserve for editors at http://lists.stc.org/cgi-bin/lyris.pl?enter=news-eds. 
The STC newsletter competition manager manages this list. In the past the newsletter winners have been announced on this list. Sometimes the discussions are helpful and interesting. 

· You can submit a request for articles on specific topics to the STC listserve if you need to reprint an article when you don’t have an original writer.

· Watch the listserve for other MEs to ask for articles on particular topics to get your articles re-printed in other newsletters.

Appendix A: History

The following information about the history of the EBSTC newsletter should be updated as additional information is gathered. June Schafer, EBSTC historian, is putting together the chapter archives that contain many back issues. You can contact her if you need to do research.

	Year
	Description

	1962
	Pacifica Chapter founded. 

	Early days
	Before the hiatus, the Pacifica News newsletter was put together by a team that included Ruth Ann Kishi

	Pre–1994
	No newsletter; Berkeley chapter includes our chapter updates in its newsletter and sent out postcards for the meetings.

	1994–1995
	Ray Spitzer, EBSTC president, recruits Bruce as managing editor for the newsletter, by then called the East Bay Log. Newsletter published ~quarterly. ME: Bruce Robinson (through 7/96 issue).

	1995–1996
	Twig published to supplement East Bay Log publishings; produced by Gwaltney Mountford, EBSTC president. Issue Editor: Susan Moxley (12/95 issue).

	1996
	Five issues published. East Bay Flame July 96 spoof issue. First issue of Devil Mountain Views published in September. Cover art changes twice.

Mel Cox and Lis Fraser alternated layout/production. Susan Moxley wins rename-the-newsletter contest. Issue Editors: Melody Brumis (3/96), Josie Cerrato (4/96), Constance Scott (9/96). 

ME: Melody Brumis (September 1996–June 1998).

	1997
	Bimonthly publication (six issues). Cover art changed. Mel Cox and Lis Fraser layout/production through Mar/Apr issue. Kelly Walker takes over from May/Jun 97 to May/June 99 issue.

	6/98–6/99
	DMV wins award of Excellence in the 1998–99 STC international newsletter competition
Devil Mountain Musings July/Aug 98 spoof issue. Cover art revised (Kelly Walker’s rendition). 

ME: Kelly Walker
Layout: Sanjana Chopra?
Copyeditor: Susan Moxley
Associate Editors: Sanjana Chopra, Elaine Parrish

	7/99–Sept/Oct 2001
	DMV wins award of Excellence in the 1999–2000 STC international newsletter competition. Cover art changed (reprint from Heyday Books). 

ME: Teresa Washburn
Layout: Sanjana Chopra
Copyeditor: Susan Moxley
Associate Editors: Sanjana Chopra, Elaine Parrish, Hasmig Vasdergian, Jane Sheldron

	2000–9/2001
	No newsletter produced.

	11/2001–6/2002
	DMV wins award of Merit in the 2001–2002 international newsletter competition.

DMV converted from print to online in HTML format.

ME: Ashwini Tharval, Becky Rude
Web designer: Don Huntington
Copyeditor: Elaine Parrish
Associate Editors: Hasmig Vasdergian, Angelina Nachimuthu
Contributing Editors: Don Huntington, Scott Wallace, Adrienne Tange

	9/2002–6/2003
	DMV wins Best of Show, Distinguished Technical Communication, and Most Improved in the 2002–2003 international newsletter competition.

Elaine Parrish wins EB Volunteer of the Year Award.

ME: Ashwini Tharval 
Web designer: Becky Rude
Copyeditor: Elaine Parrish
Associate Editors: Hasmig Vasdergian, Angelina Nachimuthu
Contributing Editors: Don Huntington, Scott Wallace

	9/2003–6/2004
	DMV wins award of Excellence in the 2003–2004 international newsletter competition.

ME: Becky Rude and Gwaltney Mountford 
Web designer: Angelina Nachimuthu
Copyeditor: Elaine Parrish
Associate Editors: Hasmig Vasdergian, Sarmistha Purkayastha, Susan Moxley (guest)
Contributing Editors: Dara Golden, Adrienne Tange

eDevil Mountain Views, an email newsletter based on content in DMV was started by Janet Gray, PR Manager.

	9/2004–6/2005
	DMV wins award of ___ in the 2003–2004 international newsletter competition.

ME: Becky Rude
Web designer: Angelina Nachimuthu. Becky Rude, Elaine Parrish
Copyeditor: Elaine Parrish
Associate Editors: Hasmig Vasdergian, Laura Phillips
Contributing Editors: Dara Golden


Appendix B – Budget Example

The ME is required to submit a budget to the chapter Treasurer annually. The budget is then reviewed and approved by the council.

· The budget is effective from July to June.

· Submit to the chapter Treasurer as requested (usually in the spring).

2002 Budget for Devil Mountain Views

Submitted by Becky Rude and Ashwini Tharval, Co-Managing Editors

Software purchase

$320.

(Dreamweaver, Acrobat, PageMaker)

Staff meetings-food

$375.

(3 meetings @$125)

Business cards


$20.

Total projected budget

$840.

Appendix C: Editorial Calendar Example

Devil Mountain Views Editorial Calendar 
Oct 2001–June 2002

	General Deadlines

	10th of the month
	Articles to Managing Editors

	Last Friday of the month
	Editing complete

	First Friday of the month
	Layout complete

	First Monday of the month
	Email to members


Issue Deadlines

	November/December 

Theme: State of the industry

10/16
Article submissions

10/26
Editing complete

11/2
Layout complete

11/5
Email to members
	March/April

Theme: Emerging technologies

2/10
Article submissions

2/22
Editing complete

3/1
Layout complete

3/4
Email to members

	January/February 

Theme: Looking back: EB STC 40th anniversary 

12/10
Article submissions

12/28
Editing complete

1/5
Layout complete

1/7
Email to members
	May/June

Theme: One world (internationalization issues)

4/10
Article submissions

4/26
Editing complete

5/3
Layout complete

5/6
Email to members


Appendix D: Checklist Example

Devil Mountain Views Issue Checklist 
March/April

This checklist identifies the issue theme, preliminary topics, content required for newsletter competition (identified by number), and preliminary assignments.
Theme: International Communication

4/10
Article submissions

4/22
Editing complete

4/29
Layout complete

5/1
Email to members

	Req
	Topic
	Article Title
	Responsible
	Submitted
	Editor
	Elaine
	Layout

	1.
	Chapter meeting notice
	
	V.P. Programs
	
	
	
	

	2.
	Chapter meeting report
	
	Secretary/other
	
	
	
	

	3.
	President’s message
	President’s Corner
	President
	
	
	
	

	4.
	Chapter activity report
	
	Check w/T.R. Girill, Literacy Project, Networking SIG & other members
	
	
	
	

	5.
	Membership news
	Member Spotlight
New members
	
DB Manager
	
	
	
	

	6.
	Feature article
	
	
	
	
	
	

	7.
	Employment news
	
	Employment mgr
	
	
	
	

	8.
	Editor’s column
	Editor’s Pen
	ME
	
	
	
	

	9.
	Letter to the editor
	
	
	
	
	
	

	10.
	Book/software review
	
	
	
	
	
	

	11.
	Networking info
	
	Template
	
	
	
	

	12.
	Educational news
	
	Education mgr
	
	
	
	

	13.
	Director-sponsor report
	
	Beau Cain (via email, check other chapter’s site, or Region 8 website)
	
	
	
	

	14.
	Society level report
	Note: Regional news doesn’t count here!
	(often ME gets emails re: elections, conferences, etc)
	
	
	
	

	
	Column
	Ask Elaine 
	Elaine Parrish
	
	
	
	

	
	Front page summary
	
	ME
	
	
	
	

	
	About DMV
	
	ME
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


Appendix E: Stylesheet for Devil Mountain Views

Key to Reference:

The Chicago Manual of Style, 14th edition (CMS)
Numbers:

· For phone numbers, use hyphen as delimiter. (e.g. 123-456-7890)

· Spell out numbers from one to nine, use numerals for all other numbers.

· Use the symbol % to indicate percentage in statistical data, the word percent for the rest. No space between the numeral and the symbol. (e.g. The survey results show that female technical writers/editors in the U.S. earn 97% of what their male counterparts earn.)

· Use numerals and $ symbol for indicating currency. No space between symbol and numeral.

Word Usage:

· Chapter (initial cap when part of the name of an STC chapter—East Bay Chapter, lowercase when used alone—the chapter)

· web page, site, web site, web master (when used as an adjective)

· Web (when used as a noun, the Web)

· Internet 

· Bay Area

· email

· resume (no accent)

· copy edit

· multiethnic

· the Society (in reference to STC, not National)

Punctuation:

· Em dashes (use where text is being set apart, no space before or after)

· En dashes (use between numbers, no space before or after E.g.7–10).

· Serial comma  (clear, concise, and consistent)

· Bulleted lists (omit periods after items in a vertical list unless one or more items are complete sentences)

Format:

· Article Heading: Title style with all the words capitalized, except articles, conjunctions, and prepositions of four or fewer words

· Subheads: Title style, similar to heading

· Lists: Use outline style

Conventions:

· Do not use accent marks for common words like resume

· URLs: Do not include http://, only www. (e.g. www.ebstc.org)

· Italicize names of books

· Avoid use of gender-specific words

· Use italics for emphasis

· Use bold for member names (e.g. “Ashwini Tharval, DMV editor, writes…”)

Abbreviations and acronyms:

· EBSTC (not EB)

· Avoid contracted words like Jan., info., ( January, information)

· Spell out e.g., i.e., etc. (for example, that is, and so forth)

· 90s, 80s, 1990s

· U.S. used only in tabulated text, use United States in running text.

Web layout:
· Use alternate text for images (the text that appears when you hold the mouse over the image)

· Use bullets to break up text, especially where items are in a list or could work better in a list

· Break up long paragraphs

· Add headings to break up text and add interest

· Make link text relevant (instead of “click here” or “go to www.ebstc.org”, use “The chapter web site contains information on chapter meetings.” or “California Department of Education’s list of Educational Support Resources, where we are one of 26 featured online resources.”

· Provide names of people in photos

· Try to add photos of all writers (bring your camera to meetings)

· Use a cascading style sheet to make formatting easy and consistent

· Use a “back to top” image to show the end of articles and to help with navigation

· Have links to EBSTC, DMV home page, and STC on each page

· Consult the newsletter competition rules for other requirements such as including the STC logo on the home page and the STC mission somewhere in the newsletter

· Use hyperlinks judiciously since they must be maintained

Appendix F: Production Edit Checklist

This checklist should be used for the final proofreading of the newsletter before publication. The Managing Editor and Copyeditor will generally do this work.

Page layout

· Headings, styles, and colors should be used appropriately and consistently. 

· Stories should have an end of article/top of page icon (right now it’s a burgundy triangle). The icon should go at the end of the article text.

· Check the overall layout. If something doesn’t look quite right, suggest a different layout.

· Headers: Every page should have the DMV logo with the correct issue date.

· Footers: First line contains the links:
DMV Home | EBSTC | STC | Contact Us (editor’s email address)
Second line contains the links for the feature stories listed on the main page, e.g.:
What’s in a Mark | What Do I Get for Belonging | Short Story | Ask Elaine
· Make sure story titles are consistent. For example, currently columns such as Employment News list the column name and the article title (Employment News: Job Hunting Strategies).

Images

· All images should have alternate text, which is the text that displays when you hold your mouse over the image. This provides usability for people with disabilities who use text readers or cannot see images well. It also helps those readers who turn off images.

· Make sure that the alternate text is accurate (for example, a photo has the correct person’s name).

· Make sure that photos are of the correct person.

· If you think images the web designer has used are inappropriate or you just don’t like them, you can ask the person to find a different image.

Links

· Check every link. Although the web designer probably uses “library items” for the header and footer, these items are still added manually and could contain bad links.

· Make sure the DMV logo in the header on every page links back to the home page.

· Links that go outside of the newsletter or the chapter website should open in a separate browser window.

Content

· Someone should proofread the text. Usually this is the copyeditor, but the ME may want to at least scan for errors.

· About DMV page: Make sure DMV staff is listed correctly as this is one area that may change from issue to issue.

· Standard links should be consistent from issue to issue. For example, the bottom of the home page currently has the STC logo that links to the STC site and a logo for wining the newsletter award with a link to the page listing award winners. In the upper right, the links are:
- Printer Friendly Version (xx KB PDF)
- Archives
- About DMV
- Letter to the Editor (if any)
- Send Us Your Comments
- EBSTC
· Archive page: Make sure the current issue is listed.

Final checks

After the web designer tells you the printer friendly PDF is done and the newsletter is live, you should perform these final checks.

· Make sure the newsletter links correctly from the EBSTC web site. May want to do a spot check on some of the links to make sure they’re OK. 
NOTE ON WEB STRUCTURE: Basically there are two identical home pages for the current issue. A page named front.html and a home page named after the issue date, for example, 0903.html. 

The “front” page changes whenever a new issue is posted. It is linked from one place only: the EBSTC web site. Once you click any link on the front page, you are moved to that issue’s folder. The sub-pages in the issue link back to the issue home page (0903.html). 

This allows us to change only one page when the issue is ready for publication rather than replace all links. It also allows us to easily archive and for people to make bookmarks that do not break. When the web designer is ready to publish the issue, they simply make a copy of the issue home page (0903.html), and rename it to replace front.html with this copy.

· Following is a visual representation of the file structure:

newsletter
front.html
0903



0903.html




article1.html




article2.html

· Open the PDF and make sure it contains all the articles. If there are extra pages such as a page with only the footer on it or the writer’s template from the About DMV page, these should be deleted.
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