Monday Mailing Article Guidelines

June 2010

The Monday Mailing is sent weekly to staff, volunteers, parents, community members, and others in the community who have signed up to receive a newsletter from Girl Scouts of Northern California. During the summer, Monday Mailing will be published every two weeks.
Submitting articles: Articles for Monday Mailing must be submitted online at http://www.girlscoutsnorcal.org/pages/for_volunteers/monday.html. This online submission system now allows you to submit images and web links. 

Submission deadline: 9 a.m. Friday for next week’s issue.
The Monday Mailing editor is Dana Allen, communications manager, who can be reached at dallen@girlscoutsnorcal.org if you have questions. The editor will review your article and make edits as needed.
Articles appropriate for Monday Mailing are those that promote and explain:

· Council-wide and local policies, procedures and deadlines

· Council-run events

· Outside events that provide council or girl program opportunities and advancement.  (Program Department should submit these articles from outside vendors)

· Service unit and troop events that need advertisement in order to be successful

· Training tips

· Other information that might be useful to our overall membership.

Articles are organized in sections: a general section comes first, which includes policies and news, followed by sections For All Ages, For Older Girls, For Younger Girls, Adult Education, etc. Within these sections, articles run in order by date, and the headlines clearly state the event date and location. 

Your article submission to Monday Mailing will be run a maximum of 2 times, and you should indicate which two dates you’d like it to run when submitting the article. The first submission will run as a new article in one of the sections above. For the second run, your article may be condensed and will run in a section entitled In Case You Missed It toward the end of that issue of Monday Mailing. This policy helps to ensure that Monday Mailing continues to be a useful, utilized tool with fresh and informative content. Exceptions may be made for special cases such as low registration that could lead to event cancellation, but you will be asked to re-word and re-submit an article if you need a third posting. Some topics or events may be published more than twice if they are large-scale and complex, but they must be split into separate submissions. For example, Golden Gate Bridging could appear several times in Monday Mailing: twice in the fall for registration, twice in early spring with a call for volunteers, and twice in late spring with specific event information such as parking.

The Online Submission Form for Monday Mailing has several categories. Please fill in all the categories as thoroughly as possible. Articles that are submitted incomplete or that do not follow the Council Style Sheet at http://www.girlscoutsnorcal.org/documents/GSNorCal_Council_Stylesheet_2009.pdf  will be returned to you for resubmission. 

For Monday Mailing articles, please fill in these categories:

· Your name

· Your email address

· The article title including the date and location (for example: Discoveree – February 6 – Union City)

· Age level (if applicable) - check all that apply (Older Girls, Younger Girls, For All Ages, Adult)

· One or two specific dates the article should run

· Article contact (if it is someone besides the person submitting)

· Event date and time (if applicable)

· Flyer or Download (optional)

· Short yet thorough Description Paragraph IN COMPLETE SENTENCES including the date, time, and location. (600 characters max) DO NOT SUBMIT ARTICLES WITH SHORT CHOPPY POINTS: no Who: When: Cost: etc. We do need to know the who, when, and cost, but please write it in sentence form. Do not simply copy the format from Choices, as Monday Mailing is a newsletter rather than a catalog.

· Web link(s)/URL(s)

· Image links

Events from Choices must include the URL web line to the Registration Page, and every article submitted should offer the reader a way to get more information, either through a web site, email address, or phone number.

If you have access to uploading documents and flyers to the website, please do so beforehand and include the URL in your Monday Mailing submission.

Common Mistakes: It’s important to consult the Council Style Sheet http://www.girlscoutsnorcal.org/documents/GSNorCal_Council_Stylesheet_2009.pdf to become familiar with GSNC’s grammatical style and formatting. For example, our Council style calls for dates to be spelled out (January 12 as opposed to 1/12 or Jan 12th) and times to be submitted in this format: 10:30 a.m. - noon (not 10:30 AM to 12:00pm). The cost of an event should be written as $35 per person, not $35.00 per person. 

Below you will find a correct submission for Monday Mailing and the same one sent incorrectly. Please note the differences between the two.

CORRECT:

World Thinking Day: Africa – February 22 – Sunnyvale

Explore Africa at a World Thinking Day event, hosted by Troop #61043/SU671! This event will have a guest speaker from Zimbabwe (a former Girl Guide), African drummer(s), African games, music and many other activities. Admission is one new or gently used book for grades pre-k to 4th grade reading level, plus $1 for the Juliette Low Worldwide Friendship Fund. Join us February 22 from 7-9 p.m. at Washington Park Building, 840 West Washington Ave, Sunnyvale. All Girl Scout levels are welcome. Troops or individual scouts accompanied by parent/guardian may register by emailing dallen@yahoo.com, visiting the website, or downloading the flyer.

URL: http:www.worldthinkingday.net/Africa

Image: (attached)

INCORRECT:

What: Explore Africa at a World Thinking Day event, hosted by Troop #61043/SU671! 

Guest speaker from Zimbabwe (a former Girl Guide). African drummer(s). African games. Music. Many other activities. Cost: Admission -- new or gently used book for grades pre-k to 4th grade reading level, plus $1.00 for the Juliette Low Worldwide Friendship Fund. 

When: Join us Sunday, February 22nd, 2010, from 7:00 pm-9:00PM in Sunnyvale. All Girl Scout levels are welcome. Register early through Choices as spots will fill fast.

How to Fill Out a MONDAY MAILING SUBMISSION FORM
Your Name: * Dana Allen

Your Email: * dallen@girlscoutsnorcal.org

(You will receive a copy of this submission for your records) 

Article Title: * Power It Up!

Age Group(s): (check all the apply)

     Everyone

    Younger Girls

X  Older Girls

X  Adults

Requested Publish Schedule: * 
(How many times, how often should this article run? The same article can only be run 2 times)

February 15, March 8

Article Contact: * 
(The person to whom questions should be addressed about this article)

Daisie Duck, snowyt@email.net

Event Date(s) (If applicable):

March 27, 9:30 a.m. - noon

Article Content: * (600 Characters max)
(This is the text that will be published in the body of the Monday Mailing. Please check your spelling and grammar)

Explore Africa at a World Thinking Day event, hosted by Troop #61043/SU671! This event will have a guest speaker from Zimbabwe (a former Girl Guide), African drummer(s), African games, music and many other activities. Admission is one new or gently used book for grades pre-k to 4th grade reading level, plus $1 for the Juliette Low Worldwide Friendship Fund. Join us February 22 from 7-9 p.m. at Washington Park Building, 840 West Washington Ave, Sunnyvale. All Girl Scout levels are welcome. Troops or individual scouts accompanied by parent/guardian may register by emailing dallen@yahoo.com, visiting the website, or downloading the flyer.
URL (website address for more information): 
http://www.worldthinkingday.net/africa

Document URL (Website address for a document): 
(If the document already exists on our website or someone else's please type the URL for the document in this field. http://www.girlscoutsnorcal.org/documents/cookie411_on_Online_Product_Marketing.doc
Document Upload: 
(Must be .doc, .xls, .ppt, .txt, .pdf file under 5MB. Do not re-upload documents you've already submitted. If your document cannot conform to these requirements, please email separately to mondaymailing-all@girlscoutsnorcal.org) 

Image URL (Website address for an image): 
(If the image already exists on our website or someone else's please type the URL for the image in this field.) 

Image: 
(Must be .jpg, .jpeg, .gif, or .png file under 100K. Images should be 72 DPI, and no larger than 800px wide. If your image cannot conform to these requirements, please email separately to mondaymailing-all@girlscoutsnorcal.org) 
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