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How to Create a Winning Newsletter

As a professional organization, ANFP members are represented through newsletters and other communication.  Chapter newsletters should follow the ANFP style guide and present a professional publication using the tips (below).

· Ensure items are timely, relevant, and attractively presented
· Request chapter logos from ANFP Chapter Relations if needed.  Each chapter has a unique logo; the national ANFP logo is reserved for communications sent from headquarters.
· Following the email of newsletters to chapter members, submit the newsletter(s) via the chapter portal to be posted to the chapter website.
· Determine how many times per year the newsletter will be designed and distributed
· Proofread!Proofread all material!
Have someone else proof the newsletter before distribution or printing.  Spell check does not catch everything.  Ensure that all names, titles, and contact information is correct.

Checklist for each issue:
· State association name or logo should appear in newsletter’s title or on page one.  For example, The Hoosier, published by Indiana ANFP.
· First page has volume number, issue number, and the month and year of the publication
· Editor’s name and contact information
· Names and contact information of state executive board
· Page numbers
· If your chapter plans to apply for the optional communications award, review the application (available in the chapter portal) for requirements
Distribution:
· Newsletter can be distributed electronically through email. An updated roster should be pulled via the chapter portal prior to each distribution to ensure the most up-to-date contact information for each member. Contact ANFP Chapter Relations if you need assistance. 
· Include any administrators, dietitians, vendors, program directors, students, elected officials, etc. in your email blast/distribution.
Layout:
· Templates can be found at office.microsoft.com or canva.com  
· Columns are easier to read than full page width.
· Avoid using all capital letters unless highlighting a few words. CAPSLOCK IS DIFFICULT TO READ.

	Suggested newsletter calendar

	First Issue
	Distribute at least 5-6 weeks prior to fall meeting.  Include notice of executive board meeting, information and registration form for fall meeting, report of the delegate to national Annual Meeting, pre-planned article, Chair’s message, recap of the spring meeting, action taken at executive board meeting, and upcoming chapter meetings or CE opportunities. 

	Second Issue
	Distribute the winter – late November or early December.  Include major goals for the coming year, profile of the new officers installed at the fall meeting, pre-planned article, Chair’s message, testimonial from an association participant, upcoming chapter meetings or CE opportunities (Regional meetings and/or ACE), action taken at the executive board meeting, brand ambassador update.

	Third Issue
	Distribute at least 5-6 weeks before the spring meeting.  Include biographies of candidates for office, promotion and registration information for the state spring meeting, pre-planned article, Chair’s message, upcoming chapter meetings or CE opportunities (Regional meetings and/or ACE).

	Fourth Issue
	Distribute late spring – late May or early June.  Include reports on district activities, (if applicable) travel update on transportation to Regional Meetings, pre-planned article, Chair’s message, Treasurer’s report, recognize a member of special service, upcoming chapter meetings or CE opportunities (Regional meetings and/or ACE), notice of the next executive board meeting.



Content
· Use 5 Ws: who, what, when, where, why
· Save space inviting members to submit articles or ideas.
· Possible sources for newsletter content: consultant dietitian, administrator, HR, doctor, purchasing agent, pharmacist, etc.
· Ensure articles are:
· Informative:  Articles need to be relevant to the industry.  Your purpose is to communicate effectively with the members; this means current information presented in a manner that invites the member to read.  Members will be “turned off” by stale, boring news or print too small for easy and quick reading.  Use active voice rather than passive voice whenever possible; i.e. don’t say: “Rapid growth was experienced by ANFP.”  Do say:  “Membership jumped to a new high last month.”
· Concise:  Print facts and make your point in as few words as possible.  Too often newsletter editors take an irrelevant article, “puff it up” with wasted space and type it on one complete page.  The object is not to fill space; rather, it is to include informative articles.  Make the newsletter fit the articles, not the other way around.  If you don’t have enough information to fill eight pages, make your newsletter six pages instead.
· Timely:  The newsletter should be in members inbox in time for them to use it.  Strive to publish a minimum of four issues each year (at least two should be published each year).  One of the prime purposes of a newsletter is to put your organization’s name before your members often enough so they do not have time to forget it.  Schedule your publications so they are emailed in sufficient time to advertise your spring and fall state meetings.  Also, schedule one prior to elections so that you can include information about the candidates and the importance of voting.
· Accurate:  Print facts that are correct, precise and are from reliable source. Plan to double-check all information before sending the newsletter to press.
· Professional:  A successful newsletter will catch the eye of many allied professionals, and make members proud to belong to the ANFP state organization.  Also, if you reprint an article, credit the source.
· Save space for:
· State Chair for an update to members.
· Education/Program chair for upcoming meetings that have been approved for ANFP clock hours.
· Brand Ambassador for current activity regarding building brand awareness and state public relations.
· Chair-elect on upcoming projects or district activities (if applicable).
· Be positive!  Avoid mentioning a lack of volunteers or a drop in membership.  
· ANFP newsletters should not be used as political or religious forums, or to promote personal services or products.
· Keep state secretary informed of newsletter schedules, budget and problems.
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Suggestions for Chair’s Message 
A message from the Chair should appear in each edition of the newsletter.  Possible topics could be:
1. Recap action taken at the executive board meeting, giving the reasoning behind the action or current thinking on any issue;
2. Publicize benefits of participating in and attending national and Regional conferences;
3. Offer tips for planning your time when attending ACE or Regional meetings;
4. Discuss how to get the most out of attending an industry exposition;
5. Provide testimony from members regarding personal growth achieved from participation in association activities;
6. Remind members about their duty to vote in the state elections;
7. Report on the progress being made towards improving communications among the districts and the states;
8. Include articles concerning on-the-job experiences, such as: hints on purchasing, new ideas for in-service training, rearranging job assignments to maximize use of employee’s time, etc.
Suggestions for news items to include in the state newsletter:
1. “Press Release” articles sent to all editors from ANFP Headquarters
2. Candidate profiles prior to the election
3. Election results
4. Treasurer’s report at the close of the state’s fiscal year (or more often)
5. Notice of each executive board meeting at least 30 days prior to each meeting
6. Notice of important action taken at each executive board meeting
7. Vitae and information about all newly installed officers 
8. Notice of the national ACE and Regional Meetings
9. Description of your state association’s organization; names and term lengths of the executive board officers, and who has the right to vote on the executive board. 
10. Report from the state delegate sent to ACE and Regional Meetings.  This article should be meaningful and contain information which members will find informative and interesting.
11. Publicity and registration forms for state spring and fall meetings
12. Special notices which state chair persons submit for publication
13. Recognition of member volunteer service, especially members who serve above and beyond their assigned tasks
14. Notices sent out by the State Department of Health or Poison Control Centers in your state
15. Pre-planned articles relative to the profession and industry
16. List of upcoming seminars and workshops (obtain this from your program or education chair person)
17. Notice of special national events like Membership Appreciation Wee and Pride in Food Service Week
18. Testimonials regarding the benefits of belonging to a professional association.  Your administrator, consultant, or any professional who participates in a professional association could submit such testimonials.
Suggestions for pre-planned articles in the state newsletter:
1. Innovative Ideas for Adding Interest to Resident’s Meals
2. Increasing Productivity
3. New Concepts in Treating Hypertension and Heart Disease
4. Communicating with the Boss
5. Successful Implementation of Computer Programming in the Food Service Department
6. Guidelines for Charting
7. Initiating Total Quality Management
8. PPS - Problems in Progress
9. Coordinating Activities with Food Service
10. Food/Drug Interaction
11. Federal and State Regulations

ANFP Style Guide
As chapter and district leaders, you are at the forefront of the new ANFP brand.  You represent a national network of individuals who are dedicated to professionalism, leadership and excellence in the various aspects of the nutrition and foodservice profession. It advocates for integrity, high standards of quality, openness, accessibility and a commitment to service.
The consistent use of fonts, colors, and images help communicate the open, friendly, service oriented and professional nature of ANFP.  When creating chapter or district publications, please consider the following:
Layout and color use should be guided by function and not decoration for its own sake.
· The primary brand colors are red, black, and grey.
· Arial font keeps the look clean.
· The ampersand (&) should be used when writing out Association of Nutrition & Foodservice Professionals
The use of photography and illustration is a key component of the overall brand communication strategy of ANFP. Some general principles to observe when using photos and illustrations include:

· Use only high-quality images that are well-composed and have proper lighting
· Avoid mixing stock photography and non-professional images in the same publication or on the same page of a publication.  
· Avoid use of folksy or humorous illustrations.  Any illustrations used should be contemporary —to convey the professionalism at the heart of the organization.
To request the full ANFP style guide, please contact ANFP Headquarters.
Chapter Logos
To keep with the professionalism of the new look of ANFP, please note that:
· Chapter logo images cannot be altered.  If you would like to add the district name or an image, they will need to be added to a newsletter or website separately, not embedded in the logo image.  Note: Chapter logos in various file types are kept on file at ANFP Headquarters.  
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