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ARKANSAS ACADEMY OF NUTRITION AND DIETETICS 
 

PP 15 GUIDELINES FOR ELECTRONIC NEWSLETTER 
 

Headings: 
 

The newsletter will be published monthly with special editions as needed. 
 

VOLUME: Change the volume yearly, based on calendar year (i.e. January 1994 - Vol. 16; January 1995 - Vol. 17.  
The Volume number remains the same for all issues printed in that year. 
 

DATE: Have the month/year that the issue will be published 
 

NUMBER: The first issue of each calendar year is number 1, and changes with each issue printed:  (i.e. all issues 
printed in 1994 are Volume 15, with each issue numbered:  January 1994, Volume 16, Number 1; 
February 1994, Volume 16, Number 2. 

 

In each issue include: 
1. Time, date, and location of the next Board meeting.  All ArA.N.D. members are invited to attend. 
 

2. President’s message  
 

3. Regular features: 
* Member Profile 
* CEU Opportunities 
* Awards and recognitions    
* Any pertinent committee reports   
* District news 
* Job Listings 
* National A.N.D. Updates 

 

General Information 
 

1. Collect and review information to determine pertinent document that is newsworthy.  Deadline is the 5th of each 
month and publication on-line is the 15th 

 

2. The editor makes the final decision if information is worthy of publication. 
 

3. Edit the reports, articles, etc. and type in appropriate format for publication on website. 
 

4. E-mail reminder notice to membership on the 25th of the previous month. 
 

5. Send to webmaster, communications committee members and executive director, and the current president for 
proof reading. Corrections will be made by the editor. 

 

6. Newsletter Editor will send the newsletter and post to the ArA.N.D website once all corrections are made.  The 
Website Administrator or Executive Director will provide back up to this process.  

 

7. Job postings will be updated by the executive director. 
Website watch when available will be updated by editor or assigned designee. 


