Writing Newsletter Articles - to groups
What is Bury LIVE
B3SDA publishes a newsletter every quarter September, December March, June.

It is an A3 publication which more akin to a local newsletter than the usual A4 booklet. It has 16 pages and is called Bury LIVE. It goes out across the borough, to groups on our mailing list, schools, libraries and other public places, doctor's surgeries, a small number also find their way to some supermarkets.

The purpose of the newsletter is to:


tell the people of the borough about the work of the third sector


advertise future  events and volunteering/funding opportunities


report on the work of B3SDA and partners such as the Children's Trust

The more general purpose is to attempt to engender a third sector identity.
The target audience is very broad and can be both general and specific. We will not hit everyone at all times.

Writing an article

If you are a voluntary, community or faith group, a charity, cooperative, mutual or social enterprise and want to tell people about yourself then Bury LIVE is for you.

Structure of the article

· Usually an article will fit into a box 115 mm across by 171mm. This allows about 
150 words (font arial 13) a heading, a picture or logo, and contact details. We suggest not to have all words.
· Use plain English avoid jargon or give an explanation if you must

· Acronyms and abbreviations: explain what they are the first time they are used

· Sentences should be no more than 20 words, two short ones are better than one long one
· Paragraphs: no more than 70 words 
· Try to use the personal approach use 'we' and 'us'

· Use quotes or individual stories - space allowing

Is it interesting


Our readers can be from the whole of the Bury area so try and think of how 
you would engage their interest. Can they be involved in some way, make 
sure you put in contact details or a web site address.

Do you have photos or a logo - graphics give visual interest but they should 
be relevant. Use jpeg or bitmap scanned photos just don't look good enough.


We can put in text boxes to bring a specific point out or use different size of 
font. Try and think of this when writing your piece.

House Style
In particular please note:

· Use British English not American
· Numbers one to nine and numbers at the start of a sentence 


spell out the number   - 'one, two' etc., numbers above nine use 

numerical form  - 10,18, 102, etc.
· Headings: no more than 4-5 words
· Use single quotation marks eg 'line dancing' 
· Give a date not a relative point eg the event held on 22 March 

2009 not 'the event held last month'. This way it's never out of 

date
· Check spelling and grammar - don't be too picky about the finer 

points of construction it just has to be interesting and easy to 

read
Headlines

Most headlines in Bury LIVE tend to be just a subject of the article - eg the name of the organisation. That's ok but the only purpose of a headline is to get people to read the story so it's important to think about what you want to say. The following gives some types to think about.

It can be a news type - Group offers cycle support.

A question - Can you offer three hours a week?

Quote - 'Best thing that happen to me'. 

Puns - they have to be good and funny not cringe worthy.


Guarantee - Be part of something big
If in doubt you might be able to get a few key words from the article or B3SDA will create one.
Finally

There are deadlines and we are on a very tight schedule so we would appreciate you help with getting articles in asap.

We cannot guarantee your article will get in but we do try.

We try and have a series of article e.g. 'Life at the top' and Bury, not just famous for its Market.' If you have any ideas let us know. Remember it's all about you.


