Creating the Chapter Directory
· The Chapter Directory is a source of valuable information for all chapter members. It provides contact information of members, Area leaders, International and State leaders. Other information includes:

· Meeting information

· Committee information

· Chapter members’ birthdays

· Grant recipient information

· Explanation of Chapter Philanthropic Projects

· History of Outstanding Chapter Members
· List of Past Presidents of Alpha Upsilon

· Chapter Rules

· The Directory has been formatted using Word. It is then saved as a PDF to go to the printer. Use the PDF version to send to the president/s for proof reading. Remind the president/s they will need to send you any changes that need to be made as she/they will be unable to edit a PDF document. 
· The way the Directory is formatted, you cannot have more than 40 pages which includes the covers. Be aware of this when adding information. Sometimes you have to fiddle and change font size or space size to make things work.  

· There is a file of member’s pictures on the stick (labeled Alpha Upsilon photos). If someone wants a different picture, save it over the one in the file so there is no mix-up of which one to print.

· At the beginning of a meeting year (not calendar year), save a new copy of last year’s directory and change its name to the following year. For example, save a copy of 2021-2022 as 2022-2023. Use this as a start for the following year. Make edits as they occur during the year on this copy.
· At the end of the year, the president/s take an old directory to a meeting and asked everyone to look at their information and initial next to it if there are no changes. If there are changes, each member should make them and then initial. The president/s give the Directory Chairman that directory so it can be used for updating the current directory.
· Start working on the directory in July/August. The goal is to have it ready to go to the printer by the end of August so it is ready for the first meeting in September. The president/s should give you a list of meetings which should include:
· Date

· Location

· Starting time

· Hostess

· Refreshment committee

· Program 

Use this information to update the meeting section of the Directory.

They should also give you a list of committee members. Use this to update the committee section of the Directory.

· Contact the Area Director for the Area information. This usually only changes when a new Area Director takes office (odd numbered years). But there can be changes at other times. So be sure to check with the AD to be sure you have the most current information.

· Contact the Recruitment Grant chairman in order obtain the most up do date recipient information for inclusion in the Directory.

· You can also contact the Area Director for the most up to date information about State and International officers. The AD should also be able to give you the theme for DKG California. 
· Remember to remove names of people who are no longer in the chapter from the birthday list.

· Caution: When updating the members’ section of the directory, be aware the pictures tend to shift when information is inserted or deleted. Each picture is in a text box. It just takes some patience to get things lined up but it will happen!

· Remember to add the Outstanding Member to the list in the directory. It is easiest to do this on that saved directory (see 4th bullet) for the next year as soon as the Area Conference is over. This way you don’t forget it!

· Printer: The Directory Chairman has always forwarded the completed directory to the president/s who has taken it to a printer. The Chairman will need to send the PDF version to the printer so be sure to obtain their email. 

· The Directory Chairman should print out labels of members’ names and their member ID. A copy of the official record from International, which lists the membership IDs, is included in this folder. It is labeled “Chapter grid” on the stick. These are then put on the printed directories before distributing to the membership.  
Creating the Chapter Newsletter

TIMELINE

· The Alpha Upsilon News is published monthly, September to June. It should be published no later then two (2) weeks before a scheduled meeting. It is good to publish the September edition three (3) weeks before the meeting so members get back in the habit of meetings.

· Microsoft Publisher has been used to create the newsletter. But the editor is free to use whatever program she chooses. A program that has already created templates would work the best.

· REMEMBER: Ready-made templates are great to help organize the newsletter. But be sure to use a program that allows for some flexibility and creativity.

· When creating the first newsletter of the year, REMEMBER to change the Volume Number and the Issue Number on the masthead. You only have to advance the Volume number once a year. But you must remember to advance the Issue number with each edition you publish. 

· Send a reminder to various officers and chairman about 3 ½ weeks before a meeting, which is 1 ½ weeks before publication. Remind them to send their articles before…(give a due date). Request the articles be sent to you in Word or Google, depending on your preference. They should NOT send an article in the body of an email. People to be contacted regularly are:

· President/s: President’s Message

· 1st VP: Program

· 2nd VP: Membership News

· Recording Secretary (Minutes from last meeting) NOTE: be sure the minutes only contain the recording of the business of the chapter. There is no need to describe the program in the minutes.

· Treasurer (Monthly report)

· September only: Contact the chapter Finance Committee Chairman for the budget for the new year. Remind members this must be voted on at the September meeting. 

· THAT/STEP Chairman

· Global Awareness Chairman

· Leadership/Personal Growth Chairman

· LIFE Liaison

· Visual Performing Arts Chairman

· For the June-November issues, add the Schools on Wheels Chairman

· For the October-December issues, add the Hillsides Chairman and the Holiday Party Chairman

· For the January-April issues, add the Jared Boxes/Bags Chairman

· During the fall of the second year of a biennium, add the Chairman of the Nominations Committee. Then in the March and April issues, publish the proposed slate of officers. Remind members these will be voted on at the April meeting. 

· For the April issue, add the Chairman of the annual tea

· January – June: The chairman of the Mini Grant Committee should be reminded to send you articles from the grant recipients. It is a condition of their award that they either come to a meeting to share what they are doing with the grant or they should submit an article with pictures for publication in the newsletter. Tell the Mini Grant Chairman what format you prefer. Specify Word, Google.doc, share to a drive, whatever is easiest for you. HINT: It has worked well to have a folder within the year’s newsletter file that is entitled “Mini Grant Articles.” Then you can drop the articles in whenever you receive them. That way they are ready when you are ready to publish.

· The President/s should let you know when the registration form for the Area Conference (first Saturday in February) is available. Whenever it becomes ready, add it to the newsletter each month through January.

· Once the newsletter has been created, convert it to PDF and send to all members of the chapter. You should also send to the following:

· Area XIII Director

· Area XIII Newsletter Editor

· DKG California President, 1st Vice President, Area Director Coordinator (usually the 2nd VP but this could change depending on the president’s appointments), DKG California Connection Editor

HELPFUL HINTS

· It has been effective to send the newsletter with a short mention of what is contained in it in the body of the email you send. This kind of heightens awareness of what is in the newsletter and hopefully pique member’s interest to actually read it!

· It has been helpful to keep an electronic file for each month within a meeting year (e.g. 2022-2023, September-June). Then as people send you items for the next newsletter, you can save them in that particular month. When you go to create  the newsletter, all the articles will be there and you won’t have to search your email.

· DO NOT hesitate to edit articles you receive. You are the editor and are responsible for a professional, error free (hopefully) newsletter. You will find most articles are ready to print. But sometimes articles need some gentle help! Remember these articles should be informational in nature, they should not be friendly letters. Avoid pronouns, don’t overuse the word “that,” and don’t use of the word “Please.” i.e. instead of saying “Please complete the form,” say “Complete the form.” Use active verbs in the headlines for an article, e.g. “Meeting Information” is more appealing as “Enjoy Time with Friends.” The latter invites the reader to read what this time is.
· Besides chapter information, it is important to use the Alpha Upsilon News to make members aware of what is happening at the State and International levels.

· Always include information about the State convention in the January-April issues. If the link to registration is not available in January, do a “Save the Date” blurb. When the links to the convention registration and the hotel registration are available, publish them. Remind members Alpha Upsilon will pay their registration fees (including meals) to the state convention. AU will also pay for hotel expenses when the convention is held in the northern part of the state. 

· International Conventions are held in even numbered years. Start advertising the location of the convention as soon as possible. Publish the link to the registration form and the hotel registration as soon as available.

· International Conferences are held in odd numbered years. Start advertising the location of the convention as soon as possible. Publish the link to the registration form and the hotel registration as soon as available.

· DKG California has a Leadership Seminar in January of each year. Go to the state website and get the information. Start advertising this as soon as the information is available. When links for registration or housing are available, be sure to include those. 

· DKG California hosts a Legislative Study Session in odd numbered years. Go to the state website and get the information. Start advertising this as soon as the information is available. When links for registration or housing are available, be sure to include those. 

· International holds the US Forum each year in Washington, D.D. Go to the DKG International site to get information. Provide the link to the registration information when it is available.

· Investigate the International and DKG California websites to learn about what is coming up or possibilities for the members such as Go Ahead Tours, Insurance offerings, Scholarship opportunities, the US Forum, etc. There is much offered through DKG that members are not aware of, so take the newsletter opportunity to inform them.

· Use the newsletter to periodically remind members to keep their personal information updated at the DKG International website.

· The DKG News is only available electronically. Monitor the International website. When an issue is published, inform the membership and provide the link. Remind them they need to sign in to the members only section to view it.  

· The professional journal, The Delta Kappa Gamma Journal, is only available electronically. This publication is more scholarly in nature. Monitor the International website. When an issue is published, inform the membership and provide the link. Remind them they need to sign in to the “members only” section to view it.  

· The Society’s other professional journal, The Delta Kappa Gamma Collegial Exchange, is printed and mailed to all members. It is also available electronically. It differs from the Bulletin in that it provides more practical hands-on information. Monitor the International website. When an issue is published, inform the membership and provide the link. Remind them they need to sign in to the “members only” section to view it. 

· Each year the DKG California Marketing Committee has a Newsletter Competition. A copy of the judging criteria is included in the folder. The criteria might change slightly each year but basically it remains the same. The president/s will be aware of the competition and let you know the deadline for submission. 

· There is a folder entitled “Graphic Stock” in the Newsletters folder. This contains lots of graphics. These were all free downloads and do not violate any copyright laws. Pixabay.com is a great site for graphics. When you go to the site and search for something, the first ones shown to you cost money. Look for the words, “Thousands of ______ images to choose from. Free high resolution picture download.” The pictures listed after that are all free and do not violate copyright laws. 

Have fun and let your creativity flow!!
