ADDC Insight Newsletter Committee Guidelines
A. Duties

1. The function of the Committee is to provide information about the Association and its clubs in a timely manner.  

2. The ADDC Insight is suggested to be in the following format:

· Cover Page:

· The ADDC Insight Logo at the top

· The Volume and Issue number are based on the year and month. The Insight’s first issue was November 2013, so that started Volume 1, Issue 1. When the calendar year changes, the volume number increases and the issue numbers start again
· Table of Contents
· General Settings:

· All margins should be 0.5 inch
· Footers should have a page number listed
· All text including Headers is to be to the Editor’s discretion to capture the reader’s attention. The font and sizes can be changed to fit all the information in a pleasing format. 

· The use of styles in Microsoft Word is suggested
· Immediately Following the Cover Page:
· The monthly ADDC President Letter and Region Director Letters are to be placed in the newsletter as originally intended by the writer with no edits.

· These letters can be saved as PDF files, then Save As a JPG file.  The JPG file can be easily inserted.

· Content:
· Content to be included in the newsletter should be information pertinent to ADDC members including announcements, items of interest, energy industry articles, etc.

· Letters from Committee Chairmen to be added as originally intended by the author with no edits.

· Last Page:

· Current ADDC Board of Directors

· Motto, Purpose and Mission Statement

3. Once a draft has been completed, it is submitted to the ADDC President for review and approval.
B. Timeline

Monthly
After approval by the ADDC President, the newsletter is forwarded by the President to the Association Distribution Office (ADO) to be distributed to the entire Association.
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