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YOUR INPUT ISREQUESTED

If you have any suggestions on the content of this
manua—or ideas for additional sections—please
contact IHQ ...

inFar

We are grateful to Alan Wallington of the Kingswood Y's Men’s Club, England, for hishelp in preparing
thismanual for electronic distribution.

PREFACE

This manua is intended to help you as editor to creste a good bulletin, newdetter or
magazine. We use the term “bulletin” to cover al threg, even though some make dis-
tinctions between them. Normally a“newdetter” is seen asasmpletool of communi-
cation while a “bulletin” is seen as somewhat more elaborate and a “magazing” as
even more elaborate. However, in some parts of the world these definitions are not
valid and therefore, ingead of trying to differentiate, we use the terem “bulletin” in its
wide sense.

The manua indudes materia produced by severa people or groups over the years.
Most of the materia is geared towards Club Bulletin Editors but many of the ideas
can aso be used by editors on District, Region and Arealevels

The first section outlines the aims of a bulletin and gives some helpful tips and the
second section provides additiona idess

Some Aress give awards for the best bulletins, while others cal bulletins which reach
a certain standard “Honour Bulletins’. The third section of the manud gives genera
ideas on Honour Bulletins and Appendix | shows a points system developed in the
U.S. Area. These ideas about bulletin content are appropriae even for Areas where
awards are not used.

Appendix Il provides further Club Bulletin Guiddines

Rolando Damés
International Secretary Generdl April 2002
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6 Indude news of other Clubsin your
Region and from other parts of the
world. It's fun seeing your Club
mentioned in other bulletins—they
fedl the sameway!

How do you get started exchanging
bulletins? EASY! Write to your
Regiona Director and let hinvher
know what part of the country or
which countries you're interested in.
You'l be glad you did.

If you prepare your bulletin on a
computer then exchanging bulletins
iseasy by email.
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Don't forget to put on the correct postage for the country to which you are mailing. We recommend airmail and

USE COMMEMORATIVE STAMPS

7 Get your facts draight! Check dates in
cther peoples atides—they may not
have had time to do so. Check spdlling of
names—youre annoyed when your
nameisnt right, arent you?

Don't be afraid to repeat dates and times
and places in your bulletin. You read
every word because you either wroteiit or
edit others stuff. However some (sorry,
but it's true!) only scan it and need to
have important matters lad in front of
them more than once.

9 A word about the reproduction process.
If the members, their spouses and pro-
spective members can't make out what
you write it's a waste of time and effort.
If you use photocopy make sure it's dark
enough and that sheets arent wrinkled—
be proud of good looking issues; have
one every time!

10 Have important dates in abox in every
issue. They will then jump out of the
copy and members can quickly check
dates - and maybe read the rest after
the mesting!

Don't be afraid to
hammer home a
date

11 People like to see their birthdays men-
tioned but skip the year!

12 Illustrations help make an issue more
readable. Borrow them if you're hope-
lessat drawing. Computer dip atisa
valuable source.

"Offset" isafairly low-cost process worth exploring.
Photocopies can be excedlent but doppy workmanship
when running off copies can make good copy ook bad.




Appendix 1

CLUB BULLETIN GUIDELINES

Do you fuss with your spouse as to
who will read your Club bulletin
firgt?

Or do you read dl other mall firgt, induding the
careulars requesting contributions?

Is the Bulletin Editor's job up for grabsin your Club? Y ou know,
you could just try your hand et it for a trid time and maybe it
would grow on you—and the Club!

HERE ARE SOME IDEASTO HELP YOU DEVELOP BULLETINS
THAT GET READ

1

2

Be regular in publishing your bulletin.
Be it the Thursday before your Monday
meeting, or whenever you choose,
make sure members get it on time.

Include guests names or even pro-
spective guest names. Then make
sure they get a copy of that issue.
They may begin thinking of them
selves as part of your Club!

Feature the next meeting or Club pro-
ject. What is coming is your best news!
Y es, write up the last mesting, but put it
on aback page.

Include spouses! Even if your Club
hasnt gone co-ed (mixed) yet, indude
news and jokes about the whole family.
It will help the bulletin get read—and
isnt that theidea?
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THIS IS SO IMPORTANT A GUIDELINE,
WE'LL PUT IT IN A BOX!

Use members names in it. It's fun to find your
own namein print. Everyone fedsthat way! The
next best feeling is seeing your family members'
namesin the bulletin.

Dig up news about members & ther families.
Watch the local paper. Listen to people a church
and Club mestings

Keep a smal card in your pocket to jot down
names and news or leadsto check up on

Swipe jokes as you find them but use member
namesin them!

Give members credit when they give you atithit.
Weal enjoy aby-line.

By now you should have got the message—
wethink namesarevital in abulletin.

Sill reading? Good! Try another page

THINKING THROUGH THE CLUB BULLETIN

AIMSOF THEBULLETIN

The Clubbulletinis avita part of Clublife.

ltsamsare:

a Toinform—our members and neighbours:

. calendar of events—Club, Didtrict,
Regiona

. details of next Club meeting and coming
eventsin Didtrict

- Club announcements

- news of Club and members, birthdays
and anniversaries

. reports

. sodal events and work projects

. committees, rogters, ec.

- Board meeting minutes

- Regiond, Areaand International news

- YMCA events of interest

. vidtsto other dubs

- items of interest from other Club
bulletins

b. Toeducate:

- history and tra-
ditions of our
Club

. basics about
Y'sdom

. our service
fields(and-
most endless
category)

c. Topromote:

. atendance

. projects

. BF, ASF, TOF, IBC, YEEP, etc.

- al our activities—local, Regional and
International

. membership

. conventions and conferences

- YMCA activities and projects of rele-
vance to Club members

e.

. Toinspire:

through Christian
emphasis

To provide enjoyment:
- good humour

. persond items

- biographies

. cartoons, pictures

. editorids

. guotes, &tc.

INGREDIENTS OF A GOOD BULLETIN

interesting contents

good reproduction on good paper— in
many cases the YMCA will dothe
reproduction

good heading—induding name of bulletin
and Club, Y's Men's matto, Regional/
Area emblem, name and address of editor,
date, number and volume

hired hel p (expert volunteers)

enough money

good taste

THE QUALITIESOF A GOOD
BULLETINEDITOR

a

b.

C.

effort

iy sy N &L 2

adtive participation k
}'\u—

interest
ability towrite

N
inClublife Y %
knowledge of -
Y’sdom
good humour

willingness to give necessary time and
dearlyand smply
perseverance



BULLETIN RECIPIENTS HOW BULLETINSFAIL TO MEASURE UP

a each Club member a the editor does not give the necessary time
b. honorary Club members and thought

c. prospective Club members b. the editor is uninterested and just tregts the
d. Dinner, Lunch or Meeting visitors bulletin asachore

e. Regional and AreaBulletin Editors c. lack of quantity—very littlein the bulletin

f. Didtrict Governor (and Lt. DG if any) d. isolationism—the editor does not see other
g. Regional Director and RD Elect Club bulletins

h. locd YMCA staff e. the "wrong" person is editor and the Club
i. exchanges: President does nat replace him/her

in your own Digtrict, other Clubs in the f.
Region, other Regions, a few oversess, a
least one Brother Club

j- Internationa President, IP Elect, Interna- g
tional Headquarters, Internationa Historian
and Editor of "Y's Men's World", when

appropriate

the editor getsin arut—does not redise dl a
good bulletin could and should do and just
does the same few things time after time

the editor does not set higher sights high
enough

Element 6 International News

4 points artide (paragraph) about Brotherhood Visits or Brotherhood Fund Raising or Time of
Fast or International Convention

3 points short statement in reference to above

2 points caendar of events, dates, but no comment

1 point show only the Y's Men emblem

Element 7 AreaNews

4 points artide on Area Convention or Area project

3 points short statement about something going on in the Area

2 points calendar, date of Area Convention or project but no comment

1 point mention of anything interesting happening outside your Region but within the Area

Element 8 Regiona News

4 points paragraph on someone or something outside your Club but within your Region,
e.g., Club vistation, inter-Club picnic, bal game, ec.

3 points short statement about something occurring outside your Club but within your Region

2 points oneline of above

1 point for each event or happening outside your Club but within your Region

MAKE SURE YOURBULLETIN ISEAGERLY AWAITED!

N

In addition to the above, four extra honorary awards have been established for the following best of the
best bulletins:

1) Most complete and informative (d asest to 384 points)

2 Most professiondly written—let's give credit to the editor who puts hisher heart into it
3) Most origina bulletin—any one bulletin from throughout the year - an outstanding effort
4) Most punctua bulletin—the bulletin that arrives the same day of each week or month

Honour bulletins will be listed in the order of the most points atained. The first bulletin listed will be
considered the best of the bedt.

Note:
approximately 50 words = paragraph
gpproximately 20 words = 1 line

These criteriawere developed for theU.S. Area
but will serve asavery useful checkligt for any
bulletin editor.




Appendix |

CRITERIA FOR BULLETIN AWARDS
(INCLUDING REGIONAL BULLETINS)

The bulletin will be rated on 8 dements, with each element worth 4 points, giving a possible 32 points
per month, for atotal of 384 points per year. If a bulletin is published weekly, then al 4 bulletins will
be used to gain up to 32 points that month. If it isa monthly bulletin, then dl 32 points must be earned
from that one bulletin. A bulletin must be received each month for 10 of the 12 months, except for
Regiona Bulletins which must be mailed at least quarterly.

Element 1 Commemorative Stamp
4 points commemorative stamp
3 points YMCA/Y's Men non-profit stamp (Regiond only)
2 points YMCA/Y's Men non-profit samp (Club)
1 point regular issue stamp
Element 2 Chrigtian Emphasis
4 points paragraph, verse or scripturewhich isof Christian origin
3 points 2 linesrelating to verse or scripture
2 points 1linereatingto verse or scripture
1 point 1 line quotation or memorable saying
Element 3 Positive Attitude
4 points paragraph on positive happeningsin your Club
3 points brief mention of Club news
2 points oneline on Club events
1 point use of bulletin only as minutes
Element 4 Appearance—Heading—Bulletin Name—YMCA
4 points organised body with heading, including
a) bulletin name
b) name of Y's Men's Club
¢) editor's name, address and phone number
d) YMCA address and phone number
3 points 3 of 4 of the above (a,b,c,d)
2 points 2 of 4 of the above (a,b,c,d)
1 point 1 of 4 of the above (a,b,c,d)
Element 5 Members mentioned by name
4 points many members—or aroster of members
3 points 6 to 10 members mentioned
2 points 3 to 5 members mentioned
1 point only 1 or 2 members mentioned
6

ADDITIONAL IDEASON BULLETINS

The appearance of a

bulletin should reflect EDHHHIIATII]HE
its intent. If it is pri-
marily intended to keep
Club  members in-
formed about current
events—up-to-date in
fact—then it is impera-
tive tha production
and digtribution be
done as smply and speedily as possible so that
the newsistill news when it reaches the mem-
bers. A smple photocopy machine or even
copies run off a the YMCA can suffice. How-
ever, this is not redly a “bulletin’—it is a
“newdetter”. Yet, humble though it may be,
the newdetter till plays a vita roe in most
Clubs and indeed is usudly what Clubs think
of when they talk about their “bulletin”.

A bulletin goes out to more than jus the Club
members; it is the Club/District/Region/Area’s
image to other Y's Men and prospective Y's
Men, to YMCA secretaries and to the commu-

nity.

As such the bulletin has a vitd place in the life
of the Club and care should be taken to see that
it is attractive and dear to dl who read it. It
supplements rather than replaces the newd etter.
However, only a very few Clubs around the
world have both a newdetter and a separae
bulletin. Many Clubs cannat afford either the
printing and mailing costs or the hours needed
to produce a Club Bulletin. For thisressoniitis
vital that the District, Region and Area produce
bulletinsthat all Clubs can use

Most Clubs try to produce a sngle paper that
attempts to cover the functions of both news-
letter and bulletin. Where Clubs meet infre-
quently, or where cheap and rapid printing is
available, the result can be satisfactory. How-
ever, the tendency of dmost al such
“composite” bulletins is that sooner or later
they become more like a newdetter than a
bulletin, without polish or the generd informa-
tion about Club activities well-known to the
members but not to an outsider.

Many Club bulletins are very conservative in
format. While this makes them easy to write
they are dull to read, and when one sees a
copy lying around it is difficult to tell whether
theissueisan dld or anew one. To gtir interest
and keep the issuesread, it is highly desirable
to keep varying the format.

Some Clubs do this by dternating editors;
cthers by the use of graphics and photographs.
You do not need to be an atig if you have
access to a photocopier; smply cut illustra-
tions out of magazines and newspapers for
futureindusonin bulletins. Very lively results
can come of this practice. Computers, scanners
and dip art make the task even easer and give
more professional results.

Single-page bulletins or pages stapled a the
corner are the generd rule, though some Clubs
go in for fancy printing
by commercid press
Have you considered the
benefits in bulletin ap-
pearance you can get by
carrying a few appropri-
ate advertisements?




If you print your own bulle-
tin, you can give it a more
professiona appearance by
typing in columns.

IDEASFOR CONTENT

IBC news, induding
greeting cards from
Erl| your Brother Club.

History of Y'sdom/your Club, explaining your
current projects.

Job descriptions for Club Officers, so everyone
knows which members are responsible for what
work.

Committee  reports,
SO everyone gets a
chance to be invol ved
in decison-making.

News and gossip about
members, especidly if
funny.

A normal-sized page can be printed Sdeways
(landscape) then folded and stapled in the same
style as this booklet.

Correspondence as appropriae.

A “Club calendar” with [B=
blank spaces for mem- ||~
bers to write in coming [}1. -
events not aready listed.

Some things to encourage active participation
in the bulletin, such as a quiz, contest, games,
brainteasers or even intentiond erors that
members must find before the next fines ses-
sion.

News from other Clubs.

Reprinted atides from International, Area,
Region or Didrict Bulletins in case someone
did not see animportant item.

IF1T°"SAN HONOUR BULLETIN...

It's attractive:

- has adigtinctive masthead

- isvariedin content and style
- has dearly printed copy

It'sreadable:

- keeps short and smple

- presents main ideas and urgent content first

. emphasises key words

. uses illugrations, lines, boxes or other de-
vices to separate portions of text

It'sinformative:

. about past events

. about coming events

. about YMCA programmes, plans and needs

It's world-minded:

. contains news of International programmes

. contains news from cther Clubs

- informs members about foreign countries

. encourages involvement in inter-Club activi-
tiesand Regional affairs

. publishes addresses of the Club President
and Bulletin Editor to hdp communi cation

It helpsE*MC:

. appearsregularly just before meetings

- thanks members for doing agood job

- informs members about new members

- regularly publishes an updated roster

- mentions members by name

. explains projects to make sure everyone—
induding any outsiders who read the bulle-
tin— knows what the Club is doing, and why

And it'smore:

. source of new service and fund-raising ideas
. forumfor the debate of controversia issues

- bait for attracting new members

. entertaining

- inspiring

- means of salf-expression for you and Club

Bulletin Content

Each issue: date, editor's name and address and
Club address, reports on past and future events,
jokes, stories and cartoons and inspirationa
quotes.

At least quarterly: news from other Clubs,
YMCA news—local, nationd and World
Alliance.

As needed: conventions, reports, editorias.

Bulletin Production

A ditinctive masthead or heading will do won-
ders for your Club's sdf-image. Black, one-
colour or two-colour printing of your Club's
chosen design should be available locdly a a
price you can afford.

These days many Clubs have access to a com+
puter and desk top publishing which makes
producing a bulletin much essier but, if nat, the
tried and tested method of a typewriter plus cut
& pasteisbetter than no bulletin a all.

Don't forget

. Establish bulletin dates for publication.

- Request pictures, artides and reports from
members.

- Indude noteworthy information, e.g., birth-
days, anniversaries, promations, business
relationships and results of activities

- Use names—most people enjoy seeing their
names in print when assodiated with some-
thing good.

. Makehbulletins apriority.



