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The submission date for the newsletter info will be on the 1st of each month – starting in August. That gives us approximately 2 weeks to create the newsletter and email it to the members by the 15th of each month. It is always ok to send in your article early!
Due Dates are 1 month ahead:

                       

September info:
August 1st  

October info:
September 1st 

November info:
October 1st 

December info:
November 1st 

January info:
December 1st 

February info:  
January 1st 

March info:  
February 1st 

April info:  

March 1st 

May info:  

April 1st 

June info:

May 1st  
Overall Guidelines:
· EVERY MONTH: Each activity should have a "blurb" that describes what the activity is--- this will be for the web site and/or to use in the newsletter in the months where they don't have any particular activity. Please include your committee member names and contact info to help our members who may have questions for you. 
· You need to submit something every month, even if you do not have an activity planned. You can send this in as soon as you know what you  are or are not doing. 

· SUBMIT ARTICLES VIA WEBSITE:  Log into website- 
http://www.lblfnewcomers.com


Password: lblfnewsletter


Find “Newsletters & Roster” at left


Above current newsletter, click button to submit newsletter content. It will be reviewed and routed to the appropriate board members for newsletter and calendar placement.

PICTURES:  Please provide captions and names of members in all pictures.  We can return pictures if you provide a stamped, self-addressed envelope.  Send pictures via mail or email.
ENCORE:  Encore still mails a paper newsletter. The deadlines are listed below. Please email Encore newsletter submissions to Cheryl Pettit, cnpettit@rcn.com.

TENTATIVE

 Encore Publication Schedule

	Newsletter  Month
	Input Due Date
	Mail Date (week of)

	September
	7/30/10
	8/15/10

	October 
	8/27/10
	9/15/10

	November
	9/24/10
	10/15/10

	December
	10/29/10
	11/15/10

	January
	11/19/10
	12/15/10

	February
	12/20/10
	1/15/11

	March
	1/28/11
	2/15/11

	April
	2/25/11
	3/15/11

	May
	3/25/11
	4/15/11

	June
	4/29/11
	5/15/11


Newsletter Procedure


Christine Cua, VP Communications


Home: 224-544-5050


Cell: 203-339-5241
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