The newsletter that halps
libranans market the services
of their libraries and
information centers,
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Tips for Producing an Outstanding Newsletter

Ag you may have noticed, it seems a5 though everyone is
geiting into the newsletter publishing business — includ-
ing libraries, The advent of deskiop publishing software
ard the convenience of Inser printers have made in-house
newsletier production & seemingly quick task that can
boost the visibility of the issuing organizalion 1o 118 targel
markets, generating goodwill and business al the same
time — or so it would appear.

But have you looked ai what newsletters look like these
days? Mamow margins, uneven type, overuse of shad-

owed boxes, multiple (ypelfaces on one page, widows and
orphans on every paragraph . ., the list goes on with

classic layoul and design mistakes being made by well- |
intentioned newsletter publishers, Because your editor has
noticed that an increasing number of Markefing Treg-

swres’ subscribers are publishing library newsletters, she |
belicves the time has come for an in-depth discussion of
newsletier production. This issue and the Movember issue
of Marketing Treaswres will feature insights into what |
makes o good-looking, easy-io-scan, and interesting-1o-

read library newsletier, |

For siarters, newsleliers are public relations wools (unless |
you sell the newsletter 45 a product, such as Markering
Treamurés). As such, the conlents and articles in & news-
letter should focus on the library's positive worth and its
contribution 1o the larger organization. Remember, the
purpose of pubdic relations is 1 “make people feel good
about using/baying your services and products.” Public
relations does not “sell” o service of product — that is the
job of promotion. Public relations activities and vehicles
COMmmMuUnicate positive messages about and creale an
awareness of an ofganization's value (o the community

il serves,

With that in mind, look ai your library newsleier (of
plans for a newsleter) and its articles. Lists of recent
acquisitions, tables of contents from journals, pleas for
missing and overdue materials, and similar library stand-
bys have no place in a newsleter. These ilems are prod-
ucts, and should be treated as such, Your editor has heard
moae than one reason as 1o why the acgquisitions List
should be in a library’s newsletter —

1.} Baves paper. Who's kidding whom? It 1akes the same
amount of paper and resounces 1 compile & two-page
mewsletter with o live-page scquisitions list as it does 1o
creaie a two-page newsletier and a MNve-page acquisitions
list.

2.) Putting the list in the mewsletter means tha people will
be more likely to review the lisi. Il your scquisitions lis) is
that boring then do something 1o it %0 it can stand on jis
own merit as a library product. Who knows, maybe the list
is deterring people from reading your newsletier!

1) Issulng two publicasions adds to the paper overload on
a cusiomer's desk, Reread the responses o numbers 1 & 2,
and add that if vou have 10 choose between the newsleller
or peguisitions list, publish ibe newsletier, Make copies of
the scquisitions list available in the information center and
mail it 1o the people who express a desire 10 know whit
new merials have been entered into the collection. Treat
your lists like products.

Okay, s0 now that your newsletler is down 1o a skeleton,
let's start rebuilding. First, contents and article topics. One
of the primary challenges of publishing o newsletter is
getting enough material 1o print O course, you can make
it casy on yourself and subscribe (o a 'filler-subscription’
service like Assistant Editor (if this sounds appealing,
coniact our office for subscriplion delails), or you can
make writing assignments, or you can write the whole
thing yoursell. Producing a newsletler is less stressful
when you follow a pre-defined list of topics in each issue.
For instance, establishing a base of anicles — such as a
book review, o journal article synopsis, a Hot Topic of the
Month, quotes, customer interviews, a ‘Dear Abby® Lype
of column, and a library product spotlight — makes it a
lof easier 1o identily material for each newsletter issue and
10 make writing assignments. Best of all, consistency
builds reader loyaliy as they look [or their favorile column
in each issue. Add varicty to each issue of the newsletier
by having 8 “feature column’ that permits lopdc diversity,

But before you can place your anticles in your newslatter,
you have 1o have a standardized layoul treatment — a grid
- 10 guide vou. What's a grid, and what does it mean io
your newslelier?

Cantimued en page 3
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Pearls of Wisdom

A “Besl of Show” Packet showing winners from this
veur's Swap & Shop competition at the Annoal Confer-
ence of the American Library Association (ALA) is avail-
able through inserlibrary loan from the PR Info Bank in
the ALA Headguarters Library. To bomow the packel of
cutstanding public relations materials, send an ALA-
approved interlibrary boan (o the ALA Headquaners
Library, 50 E. Huron St., Chicago, IL 60611,

For that special promalion or event commemoration
when imprinied pencils just won't make the impact you
wanl, iry using engraved items, A [ree catalog of en-
graved gifts is available from Things Remembered, offer-
ing a wide range of ilems ranging from personalized
clocks 1o golf bag tags, To receive o catalog, call ROy
274-7376 or write o Things Remembered, 271 Alpha
Park Drive, Highland Heights, OH 44143,

If you've been daydreaming about starting your own
information business, then the recent publication fnsigh s
on Information Brokering might be worth browsing. Cop-
ie8 can be ordered Mmom (he Special Libraries Associstion
{SLA) mt $15 per copy. Send arder 1o Jane Taylor,
SLA Nonserial Publications, SLA, 1700 Eighteenth
Street, NW, Washington, D 20009-25018.

A new relense from the Amencan Library Association
promises 1o provide ideas (o libraries facing bond issues,
library closings, and special reading programs, "Solutions
to Your Public Relations Challenges™ offers readers a
selection of the *gread ideas’ found among the 1991 John
Cotton Dana Library Public Relations Award Contest
entries including ideas from its 40 winners, The book is
available for $9.95 and can be ordered from the ALA
Order Department, 50 E. Huron St, Chicago, IL 60611,

B
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The University of Michigan School of Informaton and
Libeary Studics used a creative approach o achieve a iwo-
color look for their Three-Year Report. The inside lext
pages are printed on light gray paper. The cover sheet (o
the text pages is a light gray, texiured paper, also printed
with black ink. The report is an 8.5" x 11" size, but the
outside cover in a comflower blue paper is only 6.5% x
11." When bound ogether, the gray (exiured paper
appears nexi (o the blug cover and looks very atiractive,
This design offers an inéxpensive approach 1o & two-color
cover, and the piece can be created on the photocopier.
The report is bound with bluck plastic coil binding, but
since this type of binding comes in various colors, there's
in opponunity o add vel anciber color 1o the plece.

MNola Sierling, Direcior of the Federal Home Loan Bank
of Seattle Library sent us a promotion picce she malled
cul 1o new stockholders and non-library users, The picce
uses @ headline from a Marketing Treasures clip ant sheet,
To Top Management Concerned with the Bottom Line,
Nola reformatied the art 1o fit her needs, added some greai
words, Including these lings — "Cuestions there? An-
swers here,” and “Save time. Increase productivity, Get
the answers.” — short and sweel stalements that gel the
message across, Cou with briel ex es of the types
of informiation the library olTers, theses headlines helped

| 10 position the library in the minds of the tarpeted markeis

and brought a good response (o research requesis o
Mola's library,

Here's another good idea: distributing o glossary of acro-
nyms and abbreviations commonly used throughout an
organization, Jeannete Glynn, Manager of the Technol-
ogy Library sl the Bank of America’s San Francisco loca-
tion, provided o copy of their glossary that has been com-
piled over the years by Chris Salocks of the Bank. The
glossury, a photocopied booklet of 63 pages, is distributed
by the library. On the outside back cover Jeannetie ook
the opportunity o promote her library's services ina
simple question and answer format (e, What is the Li-
brary? What does it do? How do you use it7), What o
greal public relations idea — and someone else did the
work! OF course, il you can'i find a glossary already com-
piled, you'll have (o do it yoursell, You may also want (o
expand on the concept (o include handy terms and phrases
Lmigue 10 Your of ganization of industry — some libraries
even publish their industries conference calendars, Re-
gardiess of the wpic, creating & handy information piece
that will be referenced repealedly offers your library valu-
mbie visibility. Make sure your promotion message (akes
advantage of the exposure; treat it like a display ad ina
newspaper with headlines and clip an!

P
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Grids are created and used by designers 1o organize the
layout and appearance of printed matenial, A gnd divides
the page inbo uniis 1o dictate the visual presentation of exi

and images, When you make decisions aboul side, boliom,

and 1op marging, you are establishing a grid. ldentifying
the number and width of columns, guiter size, placement
of page numbers, and of any vertical and horizontal rules
builds your basic grid into & sysiem of visual devices that
you use [0 apply a consistent, pleasing appearance 10 the
newsletier, A grid and its supporting system guidelines
provide o visual foundation to a layout while permitting
design Nexibility.

Most library newsletters have adopied a single- or (wo-
column grid for an £.5" x 11" page. Here are some varia-
tions of pne- and two- column grids and some ideas on
how 10 make them visually appealing. If your newsletier
is more than two pages long, you might think about adopi-
ing different grids for treating regular article features —
but don't get carried away by using a different grid on
EVCLY JMED-

Rotice in the following layouts the amount of *while
space” each grid defines. You've probably heard about the
need for white space — 10 rest the eve. A grid layout pro-
vides guidelings for organizing both text and white space
an a page.

Note: To make the rough grid lavoul sketches shown here,
youir edilor has roughed in lines of justified ezt Please do
not justily all your newsletter's body copy. Justifyving text
causes irmegular gaps in the word spacing thal makes read-
ing a difficult chore. Use justified text only for accent,

In this grid the whole page is used,
The page appcars 1o be dark with so
much iype. Lt is very difficull 1o
scan. You can gel a kot of informa-
tion on & page, bul whether anyone
else reads il is another question.

A wide margin is used on the lefl
side. The lines of type are still tod
lomg o read cornfonaksly, bul it's
better than a page of full-length
lines,

Tl

By narmowing the ivpe column, you
mike the text casier 1o read and scan.
This pne-column grid has & dynamic,
oll-center look.

By placing the narrower column in
the center of the page, a more digni-
fied look is achieved. This a good
grid if a balanced, serious appear-
ance is desired.

A lower page head is especially
usefyl when you have a special pr-
ucle anract 1o which you wanl 1o
aitract atention. I you use mare
than one lower page head in the
same newsletter issue, make sure the
while space is the same on each.

This narrow-column grid uses "hang-
ing indenis” and the empty space on
the lell o bring atlention (o impor-
tant headlines and pieces of text

This narrow column has its extra
space on the right, perfect for sec-
ondary information such as remind-
ers, quikes, and comments,

Here is a variaton on the cenjered
narrow column. The on either
gide has been wililized for both hang-
ing indents and notes. This is a
rather busy grid, but it holds the
attention of the eye,
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Here is your basic rwo-column
grid. A lod of information is
squeczed onto the page, and the
result is boring.

Here the two columns &re a litle
narrower i order 1o accommodale
the ‘hanging indents, " This variation
draws atlention Lo the el that fol-
lows ench indent,

If you are prinding only in one color,
boldface the ext that is hanging cul-
side the columns, Sewing the column
text o justifed and ihe hanging texi

o ragged right also helps distinguish
between the two ypes of body copy.

Here the two columns are nammow and
centered in the page. The wider outer
marging add elegance (o the page.
Use & hairdine rule line down the
center between the two columing 1o
emphasize the page number or title.

Here is a classic treatment of the
bwo- column grid, with the mle
lines delining the 1op and boltom
of a full page.

The wider marging on the lelt and
right can be used 10 hang headlines.
To tie the headings wo the e, wndes-
line them wAth rules that run the Fall
width of the column,

Two very naumow columns allow
for the creative use of the outside
margins — for page numbers,
noles, quoies. This grid can be
wisually dramatic.

Two very numow columns
placed off-center leave spaces
that encourage creative use of
text and elements,

Of course there are other multiple-column grids: four
columng, seven columns; some tabloid-size newspapers
have 32 columns. However, the ong- ar two- column [or-
mal is the easicst 1o produce using most word processing
or deskiop publishing packages, The more columns in the
gnd, the greater the layout NMexibility,

Consider what will be going into the newslener and whers
it will go. As mentioned earlier in this article, standardiz-
ing the contents and position of topics will make your life
easier, Decide on a one- of two-page grid for a two-page
newsleter, or & mix of grids for newsletters over four
pages. Consider which grid variation do you want 10 use,
or, more importantly, which variation you can handle with
your soltwire and computer and sill produce an atiractive
and readable publication,

Mexl, decide on the margin measurements and how you
wiunl 10 handle different newslecer elemenis, I ir's cum-
bersome Lo measure in inches, wry using picas, (10 you
don'l have a paca ruler, get one; picas are more convenienl
than 1/167 increments.) Yoo may wani 1o review ather
newsletters and books on layout design to get a feel for
what can be done, Sketch your layoul ideas on a picce of
paper first. Where will you position regular newsletier
columns? What special ireatment will each column gei?
What is the overall look of each page? If you have any
lacing pages, whal is the overall appearance of the pages
together? Do both pages use the same grid, or, if different
grids are wsed, do they visually complement each other?
Consider laying out two facing pages as one 11" x 177
spread with elements thit spill over from one page o

the other.

Use the template capability of your software program Lo
build the grid and save the dimensions for the next me,
If your program won't save iemplates, then node every
measurcment down on a sample printed page so you
won't have (o go through this excrcise again,

The Movember issue of Marketing Treasures will con-
Llimwe 10 review newsletler production considerations,
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Worth Its Weight in Gold

In the last few months several Marketing Treasires sub-
seribers have asked your editor for resources that produce
library-oriented clip-art that can be integrated mio word
processing documents.

Tough question! There are only a couple of sources for
library clip-art that your editor knows about (Marketing
Treaswres being one of them!), Neither are offered in a
computer-resdable format. Qur other publication, Assis-
sant Editor, offers clip-an in computer format, but the
focus of that subscription is on the 10 pages of articles for
libsrary newsletlers,

Of course, there's always the booklet of clip-art that your
editor and her team of designers are currently puiling
together, The art will be available on diskettes a8 well as
paper, but not until early 1992, And your edilor under-
stands that it doesn't help subscribers NOW. S0, in licu of
libwary clip-art, and until we publish the booklet of art,
allow your editor o make 1 suggestion: use clip-art re-
lated 1o the subject arca of your librury collection such as
business, science, or medicine.

If you peruse the back pages of computer magazines (o
clip-an packages, you'll find collections of subject-
oriented an. The problem with ordering an sight unseen is
that many times the quality of the artwork is dismal —
bt you don’t find out until afier you've purchased the
graphics package. Not 1o worry, there's a handy book that
compiles almost all the clip-art packages currently avail-
able on the market. 11 shows the actual clip-an images {in
a reduced size) that come with & company’s clip-an col-
lection, Canmed ArtClip Art for the Maciniosh is real
assel when searching for a particular image. IBM/PC
owners should not be put off by the title; many clip-an
packages arc also available for the PC environment or
you can perform & conversion. But il you wonder how
the conversions ransfer from Mac o PC, the book tells
you on page 2-7. This book has proven itsell be worth is
weight in gold in our own everyday graphics work —
maybe it will help you oo,

Canrned Ari; Clip Ari for the Macintosh, Effert Fenton &
Christine Morrissen. Peachpil Press, Berkeley, CA.. 1990
ISBN: 0-938151-16-9 52995 Phone: 415/527-8555

F= | amn secking ideas for the clip-art booklet, What spe-
cific images do you wish you had when creating a news-
letter, Miyer, poster, bookmark, or sign? Let me know via
mail or [ax. This i your io get the artwork you
always wanied.

Promotion Gems

The recent Special Libraries Association conference in
San Antonio offered a pumber of excellent programs
nimed al marketing topics. Your editor bought audio cas-
sciie tapes of these sessions and is prepared (o loan them
10 Muarketing Treasures' readers as she finishes listening
io the tapes hersell. I you would like 10 borrow any of the
following tapes, send (o the Marketing Treasures office a
sell-addressed label, along with $2.00 for postage and the
names of the tapes that you want 10 listen o, and we'll
mil them out first ¢lass, for two-week loans — on a first-
comse, firsi-served basis, Tapes available for loan are de-
scribed below. They can also be purchased from National
Audio Video Transcripts, Inc., 4465 Washingion Street,
Denver, CO R0216; 303/292-2952,

Choosing and Using Consultants (Tape # 14-67). Helen
Burwell, Curol Ginsburg, Susan Rosensiein, and Tem
Wilkins arc the speakers with Roberta Brody 4s modera-
tor, Carol and Terri share their experiences as clients and
the guidelines thoy use 1o select consuliants, Helen and
Susan share their experiences as consultants and whal
they like io sec in their clients, This is a good session with
viluable insights for librarinns who may be clients or
consultants in the future,

Desktop Publishing in Libraries & Information Cen-
ters (Tape # 25-67). Dan Sell, Barbara Coalgate, and
Peggy Cathcart are the speakers with Randy Bixby as the
moderstor, The topic promised 10 be interesting and infor-
mative, bul your editor believes this was a session where
you had 10 be there, Dun gives some insights into how he

| prepares hit topic bibs, Barbara reviews the development

of her center's newsletiers, and Peggy gives a personal
history of Iypeseiling,

Online Technician or Information Professional (Tape
#5-67), Susan Mary, Bonnie Burwell, Cynthia Penman,
and Deborah Nicholas are speakers with Sicphen Abram
as moderator, This is o dynamic session feamuning a string
of S-minute presentations of highly personalized opinions
on (he 1opic of whether onling scarching is a professional
skill or a ransactional technique.

Technology: A Tool for Enhancing Customer Service
(Tape #3-67). Alan King, Carol Ginsburg, and Barbara
Dance arc speakers with Jane Diysant as moderator. Alan
outlines the development and implementation of an ex-
ecutive information system at his firm. Carol Ginsburg
reviews how her information center takes advantage of an
office information system, and Barbara talks about her
library's ¢lectronic news service. This is an excellent ses-

| sion lape.
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Sparkling Reviews

Library Developmeni: A Fulure Imperative. Dwight F.
Burlingame, Editor. The Haworth Press, 1990, [SBN: 1-
S6024-030-8 $22.95 ( Also published as Jowrnal of Li-
brary Adminisiration, Vol. 12, No, 4, 1990.)

Subscribers who will spon be involved in fund-raising
will lind this compilation of essays a valuable staning
poink. The essays are well writlen and offer insights into
the unique field of library fund-raising,

Readers will recognize the essayists as experienced and
successiul fund-raisers. Sue Fountaine, Public Relations
Director of the Queens Borough Public Libeary dis-

Tund-rasing consulting firm of Bentz, Whaley, Flessner
reviews how o find and research major donor prospects,
while Charlene Clark of the Texas A&M University
Library development and promofion office touches upon
the role of Friends in starting annual giving campaigns
for academic libraries, Several other essays, including
one that describes an endowment campaign for a public
library and & bibliography on fund-raising, round oul the
book's offerings.

In thiz age of money shortages and budget crunches, the
money brought in through well-organized fund-raising
activiries ix determining whether some libraries stay open.

cusses the role of public relations and marketing in fund-

: 1 : Ruising private dollars for library services is becoming big
raising activities. April Harris from Baylor College of

business, This book will give you a basic understanding of

Medicine writes about special events and how they fit

into a fund-raising sirstegy. Bobbie Strand from the

how 1o raise those dollars,

l.-Il-‘,'.-

Ociober 20-23 "Servicas Markating
Conlerenca,” Sponscred by the Sarvice
Markating Divislon of the Amarican
Murkoting Association In Kissimnmens,
FL. Conlact: 312/848-0536,

Ociobar 24-25 "Proceasing and
Analyzing Quastionnaire Data.” A
workshop offered by Andarson, Nisbuhr
& Asascidtas in Alania. Contact: BOOY
TBA-55T7,

Ociobar 25 "Ba A S.TAAR® A
seminar by Kayoes Halo offered by
Broward County Library Systam in Fr.
Laudardales, FL. Comacl: Rosa Millar
305/a57-7529,

Ociober 25 "Mainsiraaming the Special
Library.” A ona-day seminar by Alce
Warnar in Ann Arbor, M, Contact; Joy

| Larnar 202/234-4700.

|

| Oclobar 28-30 “Research lor Rasults "
| A two-day seminar olfered by Geomge
Washington University in Crystal City,
WA, Coanlact: 202994-5200.

Gch:b-hm I:nm "Your Parsonal & Profes-

& aga.” A seminar by Kayces
Hale oflared by San Barnarding County
Litrary, Contact: Barbara Andarson T14/
3ETETH.

N

The Crystal Ball

Movarmbar 7 “Ths How-Ta's ol Gaod
Customar Sernvicn,” A workshop ollened
by Dun & Bradstresl n Annapolis, MO,
Conlact: 212/312-6RAD.

Movarmbar 8 “All tha World's a Stage:
Speaking and ‘Writing with Excamani.
A ona-day workshop olfered by Lou
Willlams Seminacs in New Yok City.
Conlaci: BOO/323-2837,

Movarnbar 10 “Infarmatiaon Broker's
Seminar” A seminar by Sue Fugge af
the Online 91 eonlerenca in San
Francisoo, Conact: 415843.9743,

Hovembar 14 "Dynamic Library
Leadership: From SELF to SERVICE "
A saminar by Kayces Hale offared by
the Roundlabla for Ethnic Minosity
Concerns in Durham, NC. Contact
Ronoa St 910/848-8873,

Novembar 17-20 *Improving Service
Cuality,” A conlarenca with pra-confar-
once workshaps in San Antonio, T

Conlact: BOOI28-4329 or B12333-0471.

Movambat 18-21 *Furdamentals of
Markating; Modarn Concepis and
Practices " A lour-day seminar offened
by the Amaordzan Managamen! Associa-
tion In Boston; Orlando, FL; Chicago;
:.TdﬂPhladntﬂﬁn. Contact: 212/003-

),

MNovembar 19 “Srmiegles for Markaling
Professional Sanvices.” A one-day
wirkshop oferad by Lou Willlama
Eeminars in Los Angeles. Confact; BOGY
A23-2897,

Movambar 18 “How to Write, Design and
Edit Newsletiors.” A saminar offered by
the Busingss & Prolessional Resaarch
Insiituie in Saddie Brook, NJ, Coniac
BORTST-I261.

Novembar 20-21 “Creating Excallani
Brochuras and Pamphlets: Resching
Whom You Want With 'What You Want
To Say.® A seminar olfered by New York
Univaraity in NYC, Contmet: 212/998.
TITL

Hovembar 22 “The Basics of Design
Using Deskiop Publishing.” A saminar
offered by Padgett-Thompson in 'Wash-
ington, D.C, Contact: BOD/255-4141 or
91 30451 - 2300,

Decembar 2-3 "Fundamanial Saling
Techmquos lor tha Mow of Prospective
Salesparson.” A two-day seminar olfared
by the Amarican Managamaen! Assoacia-
tion in Chicago, Contact; 212/8903-8129,




