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| DO IT WITH STYLES

Styles are a huge help in keeping
your design consistent. Don't just
set a subhead and move on—
create a Subhead style for it.
You'll never have to worry about
subhead consistency again. You'll
just apply your style whenever

you need a subhead.

This technique is especially nice if
you haven't yet decided what you
want your subheads to look like.
Define a Subhead style, and
don’t even bother with the font
seftings. You can just use the
program defaults. Set all of your
subheads in this style, then go
back and tweak the style’s font
seftings. Your subheads will be
updated automatically, and you'll
be able to choose the right font
for the job based on the actual

layout. Pretty sweet, huh?

Newsletters

Newsletters are major beneficiaries of the desktop publishing revolu-
tion. Highly specialized newsletters that once were impractical because
of high typesetting and paste-up costs can now be produced using the
most basic desktop publishing and word processing software. They’ve
become a very cost-effective advertising medium for businesses and
organizations.

One of the most difficult aspects of newsletter layout is devising a de-
sign that will work well repeatedly. You don’t want to change the
layout of each issue to fit the content, for a number of reasons. First of
all, it’s usually impractical. Good design takes time, which is why you
should spend a great deal of time designing your first issue. Once it
has been published, you're on a schedule. Coming up with a brand-
new design for each successive issue will probably throw you off
schedule, and you'll lose your readership. (As you might expect, read-
ers don't think much of periodicals that habitually appear three weeks
late or skip the occasional month.)

Besides, if your newsletter looks different every issue, will your readers
even recognize it? A consistent design establishes a strong identity for
your publication; readers will automatically associate new issues with
previous ones they've seen. Some high-profile periodicals—magazines,
in particular—are so confident about the strength of their identity,
they'll frequently cover up part of their nameplate with artwork or a
blurb. Now that’s recognizability!



Nameplate

DISTRIBUTION MEDIA

Your nameplate provides immediate visual identification and communicates

your newsletter’s purpose.

Devote some time and thought to the design of your nameplate. It's

the most noticeable feature of a newsletter and is essential for promot-

ing identification and continuity. Successful nameplates are simple in

design and easily recognized.
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Turn Your House
Into a Fortress

Lorem ipsum dolor sit amer, cansectetuer adipiscing
e, sed diam nonummy n:bh euismod tincidunt ur

inorecr colore magna aliquam crar volutpar. U wisi

enim ad minim veniam, quis Rostrud exerci G
ullancorper stscipic lobortis misl w aliquip ex ca
commodo consequat.

on

Duis autem vel cum iriure dolor in hendrerit ir.
ulpracase velit esse molestie consequat, vel illum.
is ac vero eros cr

dolozc e feugiar nulla fac
accumsan ef iusto odio dignissim qui blandic
pracsene luptatum zzril delenit augue duis dolore te
feugait rula facilis.. Lorem ipsum dolor sir amet,
consectetucr zdipiscing elit, sed diam nonummy nibh
euismod t:ncidurc ut laorees dolore magna aliquam
eraz volutpat.

Ut wisi enim ad minim veniam, quis rostrud
exerci tation ullsmeorper suscipic foborcis aisl ut
alicuip = ca commodo cor:sequar. Duis aurem vel
eum iriure dolor in hendserit in vulpurate veli esse
molestie consequat, vei illum doiore eu feugiat nulla
Facilisis at vero eros ct accumsan et justo odic
digrissim qui bland 1 praesen luptatum zzril delenic
~ugue du.s dolorc te feugait nlla facilisi,

5
a
ceawv olutpac. Ut wisi enim ad minim vsniam,

nosuuc execdi tarion ullamcorper suscipic loborris
nisl ur aliquip ex eu commodo consequat,

Duis autem vel eum iriure delor ir. hendreriz in
vulputare velit esse molestic consequar, vel ilum
dolore cu feugiac nalla facil
accumsar <t iusto odio dignissim qui blandic
pracsent luptacum zzril delenit augue duis dolore te
feugait auila facilisi. Lorem ipsum dolo: sit amet,

s af vero eros et

corsectecuer ad.piscing clic. sed diaf ronurmy nibh
cuismed tincidunt ut laorcet dolore magna aliquam
erax volurpat

Ut wisi erim ad minim veniar, qu:s nostrud
exerci ration ultam.corper suscipit lobortis nisl u
alicuiv ex ex commodo consequat, Duis autem vel
cura ic.ure do.or in hendrerit 'n vulputare velit esse

molest:c consequar, vel i.lum dolore ea feugiar nulla

facilisis at vero cros et accumsan et ustc odio
digaissim qui blancic pracsent luptazum zecil delenit
augue duis colore te feugait nulla facilisi

Invest in a Chain Bolt

Duis auterr: vel eum

¢ dolor in hendrerit in
vulputaze velir esse molesric consequar, vel illum

dolore eu feugiat nuila facilisis. Ut wisi eaim ad

minim veniam. quis nostrud exerci tation ullam

Nameplates are generally centered at the top of the first page and

sometimes extend across the full width of the page. However, equally

effective nameplates can be placed flush left or flush right.
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Lorem ipsum dolor sit amet, consectetuer adipiscing
eit, sed diam nonummy ribh cuisinod tincidns ut

zoree dolore magna aliquam erat volupac. Ut wis
enira ad mini veniam, quis a0struc exerci aticn
ullamcorper sascipi loboreis n.sl ut aliquip ex ca
commoco consequat,

Duis ausem vel cam iriare dolor in hendrerit in
vulputate velit esse moiestic consequar, vel :llum
dolote ey feugias s facilisss at vero ezos et
accumsan et iusto odio cignissm qui Elandit
praesent luptatum zzril delenit augue duis dolore te
feugaic aula facibsi. Lorem ipsum dolor sit amet,
<otisectesuct adipiscing eli-, sed diam nonummy nibh
euismod tincidunt ut korcet dolore magna aliquam
erag volucpa,

Nam liber tempor cum soluta nobis eleifend.
option corgue n.hii imperdiet doming id quod
mazim placerat facer possim assum, Lorem ipsum
dolor sut aet, consectetuer acipiscing eli, sed diam
S

em vel cum iriute dolor in hendresit in
esse molestic consequat, vel :llm

Duis

vulpusace

delore eu feugiat nulla Facilisis at vero eros =
accumsan et iusto odio aignissim qui blandit
pracsent luptarum 7zril delenit augne duis dolcre te
feugaic auika facil:si. Lozem ipsum dolor sit amet,
consectetuer adipisc.ng clt, sed diam nonummy nibh
euismad rincidunt at hareet dolore magna aliguam
erar vorutpat.

Ut wisi enir ad minim veniam, quis noscrud
exerci tation llamcorper suscipit lobortis nis. w
aliquip e 2 commode consequar. Duis autem vel
eum iriure delor ir. hendreric in valputate velic csse

molesie consequat, vet llum dolose eu feugiar nulla
facilisis at vero eros et sccumsan et iusea odio
dignissim qui blandit pracsent luprarum zaril delenit
augue duis dosore te fengait rulia facilis:.

Invest in a Chain Bolt

Duis awsem vel eum iriure dolor in hendrez:1 in
ulpatate velic esse melestie conszquar, vel il.ur
dolore cu feugiat nula faciiisis, Us wis: enim ad
minim veniam, qu.s nostred exerci tation wlam

Turn Your House
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Lorem ipsum dolor sit amet, consecretuer adipiscing
elut, sed dliam nonummy nibh ewsmod tincidvne ur
laorect colore magna aliquam erat vohe.pat. Us wisi
enin ad minira veniam, quis rostrud exerdi tation
Allamcozper suscip.t lobortis nisl ut aliquip ex ca
<ommodo <onscquat.

Luis autem vel em iriure dolor in hendrerit ir
vulputate velit esse molastie consequat, vel illum
dolore eu feugiar nalla facilisis ar vero eros 2t
accumsan et itsto odio digaissim qui blandit
Sraesent uptatum zzrit delenit augue duis delore te

. Lorem ipsum dolor sit anaet,
nonummy nith

feuggit rala facili
comsecretuer adipiscing efit, sed di
caismod tncidunt ut laoreet dolore magna aliquar.

crar volutpar.
Nam liver tempor cum soluta nobis cleifend
opticn cangue nihil impercict coming id quod
nuzim placerat facer possim assam, Lorem ipsum
doler sir amet, consecteruer adipiscing elic, sed diam
wonureav nibh cuismod tincidunt ut laoreet dolore

I L ] ®
Duis autee vel sum iriure dolor ir: hend %
walputate velit csse molesti consequar, vel iium
dolore e feugiac nulla facisisis a7 vero sros accumsan
ez iusro odio digaissit qui blandir pracsent huptatum
2221} delenit augue duis dolore te feugait nula facilisi
Lorem :psum delor sif amer, consectztuer adipi cing
clit. sed diarr. nonummy ribh suisrod tincid.un. ut
laozezs dolo-e magna aliquam erac volupac.
Ut wisi enim ad miair veniara, quis nostrud
exerci tatioa ullamcorper suscipit loborti ais! ut
aliguip ex ea comerodo consequat. Duis autem vel
cun isiure dolor in hendretit n vulputate velit esse
walla

motescie consequat, vel fiturn dolore ea feuy
facilis:s at vero eos ct accumsan et fusto odic
dignissim qui biand:t pracsent luptarum zzril delen ¢
zugue duis dolore re feugait nulla tacilisi

sliquip ¢ ca commado corsequi.

Invest in a Chain Bolt

Duis autem vel eum iriure dolor in hendrerit ir:
valputate veiit sss molestic consequat, vel illum
dolore e feugiat nulla facikisis, s wisi enim 10
venian:. quis nostrud exerci tacion ullam
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You can also place nameplates approximately one-third of the way
down from the top of the page. This location leaves room for a feature
headline and article to appear above it.

Turn Your House Into a Fortress

Lozem ipsum dolor sit amet, conscctetuer adipiscing
clit, sed diam nonummy aibh evismod tincidunt uc
laoreet dolote magna aliquam crat volutpat, Ut enim
corper suscipit lobortis nisl ut aliquip ex ea commodo
consequat =t laorbat.

Duis autem vel eum iriure color in hendrerit 1n ad
minim veniam, guis nostrud exerci cation ullam

Secure Livin

vulputate velit esse molestie consequat, vel illum
pracsent luptazum zzril delenit augue duis dolore te
feugait nulla facilisi. Lorem spsur: dolor sit amet,
dipiscing clit, sed ciam nibh
euismod tincidunt ut iaoreet dolore magna aliquam
erat voluzpat ut laorcet colore magna aliquam nibk
(Continued on page 2)

Bar the Windows

Lozem ipsum: do'or sit amet, consecteruer adipiscing
clit, sed diam nonummy nibh euismod tincidunt uc
Taoreer dolore magna aliquam cratv olutper. Ut wisi
enim ad minim veniam, nostrud exerci cation
ullamcorper suscipit lobortis nisl ut aliquip ex ea
commodo consequat.

Duis autem vel eum iriure Color in hendrerit in
vulpurate velic esse melestie consequat, vel illum
dolore eu feugiat nulla facilisis at vero eros et
accumsan et iusto cdio dignissim qui blandic
praesent luptatum zzril delerit augue duis dolore t
feugair rulla fac.lisi. Lorem ipsum dolor sic amet,

dipiscing elic, sed diam

delore eu feugtat aulla fac lisis. Ut wisi enim
ad minim veniam, quis nostrud exerci cation ullam
corper suscipit fobort:s nisl ut aliquip ex ea commodo

consequat. Duis autem vel cum iziure. doler hendreric

in vulpugate velit csse molestic consequat, vel Hlum
dalore eu feugiat nulla facilisis at vero eros et accumsan
et iusto odio dignissim qui blandit praesent luptacum
2zri] delenit augue duis dolore z¢ feugait nulla facilisi,
Nam liber tempor cum soluta nobis eicifenc option
congue nihil imperdier doming."

Nail the Doors Shut

Duis autem vel eum iriufe dolor in hendrerit in
vulpurate velit essc melestie consequar, vel illum dolore

There are, of course, other possibilities. Sometimes the logo is incorpo-
rated into the nameplate itself. Or, if your logo reproduces well at
small sizes, try placing it in the header or footer of each page. You
might even choose not to include your logo-at all—but at the very

least, put the name of your organization-in a prom'inént place.
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Lorera ipsum dolor sit amet, consecretuer adipiscing
elit, sed diam nonummy nibh euismod cincidunt uc
laoreer dolore magna aliquam erat volurpat, Ut wisi
enim ad minim veniam, quis nostrud exerci tation
ultamcorper suscipit lobortis nisl ut aliquip ex ea
commoda censequat.

Duis autem vel ecm iriure dolor in hendrerit in
vulputate velit esse molestie consequa. vel i.lum
dolore eu feugiar nulla fac:lisis at vero eros et
accumsan et fusto odio digrissim qui blandic
praesent luptarum 2zril delenit augue duis doiore te
feugait nulla facilisi. Lorem ipsum doior sit amet,

c dipiscing elit, sed diam nibh
euismod tincicunt ut laoreet dolore magna aliquam
erat volurpat.

Ut wisi erim ad minim veniam, quis nostrud
exerci tation uilamcerper suscipit lobortis nis] uc

aliquip ex ea commodo consequat. Duis autem vel
eum iriure dolor in nerdrerit in vulpurate velir esse
molestie corsequas, vel illum dolore eu feugiar nuila
facilisis at vero eros et accumsan et iusto odio

Secure Livin
B

tincidunt wt laoreet dalore magna aliquam dolor in
hendrerit in valpuzate. .
Duis zutem vel cum iriure dolor ia hendrerit in
vulpurare velir esse molestie consequat, vel illum
dolore eu feugiat nulla facilisis at vero eros et
accumsan et iusto odio dignissim cui blandit
praesent luptatum zzril delenit augue duis dolore te
feugait nulla facilisi. Lorerr. ipsurm dolor sit amet,
consectetuer adipiscing elic, sed diam nonummy ribh

euismod rincic¢unt ut laoreet dolore magna aliquam
erat volutpat.

Ut wisi enim ad minim veniam, quis nostrud
exerci tation ullamcorper suscipit lobortis nisl uc
aliquip ex ea commodo consequat. Duis autem vel
cum iriure dolor in kendreric in vulpurae velit esse
molestie consequaz, vel illum dolore eu “eugiat pulta
facilisis at vero eros et accumsan et iusto odio
dignissim qui blandit praesent luzratum zzril delenit
augue duis dolore te feugait nulla facilisi.

Invest in a Chain Bolt

Duis zutei vel eum iriuce dolor in hendrerit in
vulputare velit esse molestie consequa, vel ilium
delore eu feugiat rulla facitisis. Ut wisi enim ad
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Volume numbers, issue numbers, and the date should also be promi-
nently featured. This allows both you and your readers to refer easily
to back issues.

Secure Livin

Volume II, Issue 9

Turn Your House
Into a Fortress

Zorem ipsum dolor s:t amez, censectetuer adipiscing
elit, sec diam nonummy nish euismod tincidunt ve
luoreer delore magna aliquam erar volutpat. Ut wisi
enim ad minim veniam, quis nostrud exersi ration
ullamcorper suscipit loberis nisl ur aliquip ex ea
commodo consequat,

Duis autem vel eum irjure dolor in hendrer:tin
vulputate velit esse molestic consequat, vel illum
dolore eu feugiat nulla facilisis ar vero eros et

accumsan ot iusto odio digniss
praesent lupratam zzril delenit augue duis dolore ==

m qui blandi

feugait nullc. facilisi. Lozem ipsum dolor sit amet,
censeererucr adipiscing lit, sed ciam noaummy ribh
edismod tincidunt ut 1aoreet dolore magna aliquzm
enat voluzpar,

Ut wisi enim ad'minim veniam, quis tostrud

exerci sation ullameorpey suscipit lobortis nisl ur
aliquip ¢x ca commodo consequat. Duis zutem vel
cum iriure color in hendrerit in valpuzate vz esse
moiestie consequat, vel illum dolore 2u feugiat nulla
facilisis at vero eros et accumsan et iusto odio
dignissim qui dlandit pracsent luptacum zzri: delenic

laoreet ciolore magna aliquam erarv cluepar. Ut wisi
enim ad minim veniam. nostrud exerc tation

uliameorper suscipit labortis nis. ut aliquip ex ca
comraode consequat.

Duis autera vel eur iriure dolor in hendretit in
vulpurate velit esse molestie consequat, vel ilum
dolore eu feug.at nulla facilisis ar vero cros et
cecumsan et iusio-odio dignissim qui biandit
praesent luptatum zzril deleniz auguz duis dolore te

feugait nulla feciiisi. Lorem ipsum doior sit amet,
.

elit, sed diam nibh
cuismod tincidunc ut laorezt dolore magna aliquam
erac volutpa.

Ut wist erim ad minim veniam, quis nostud
exerci tation wllameorper suscipit lobortis risl uc
aliquip ex ea commodo consequat. Duis auten vel
eum iriure doior in headrerit in vulputase velir esse
molestie consequat, vel :llum dolore eu-feugiat nulla
factlisis at vero eros ct accumsar: et iusto cdio
rif delenit

dignissim qui blandit pracsenc luptacum
augue duis dolore te feugair nulla facilisi,

Invest in a Chain Bolt

Duis autem vel eum iriure dolor in hendrericiv
vulputate velit esse molestie consequar. vel illum

September 1996 %.’ \

headline.

Vertical orientation can draw more attention to an important

1Ivin

» Turn Your
House Into a Fortress

Lorem ipsumn door sit amet, consectctuet
aaipiscing clit, se.d dliam aonuminy mbh
cuismod tincidunt u laoreet dofore
nagna aliquam crac voluepar. Ut wisi
enitn ad minim veniam, quis sostd
exerdi tatiorn: ullameorper suscigit iobortis
it e aliquip ex e conmodo consequat
Duis autem vel cum iriure delor ir.
Aendrerit in vulputace velic esse molestie
consequat, vel illum dolore eu feugiar
wila facil:sds at vero eros et accumsan z¢
usto cdio dignissin: qui blandit prassent

upearum zzrii delenic augue duis dolore e

“cagait nulla facilisi. Lorem ipsum do.or
sic amet, consecretuer adipiscing elic, ved
diam nonumy nibh eismod eincidunr
at oreet aolore magna aliquam crac
volucpat.

Ut wisi erim ad minim veniam, quis
nostrud exerci ration uliameorper suscipit
Toboris nisl ur adiquip ex ca commoco
consequat. Euis autem vel eum iriwe
dolor in hendreci: in vulputace velic csse
molestie consequar, vel illum doiore cu
feugiat nulk faciliss at vera cros er
accunsar: et fusto odio cignissm qui
blandit pracsent hptacum 7ril delenir
augne duis dolore t feugait nulla facilis.

Secure L

Put Bars on the Windows

Lorem ipsum dolcr sit amet, consecteruer
adipiscirg ¢'it, sed diam nonummy ribh
cuismod sincidunt vt laoree: dolore
aliquam crary obutpar. Ut wisi

miagna
cnim ad minim veniam, nostrud exerci
taricn ullamearper suscip t lobortis nisl ur
sliquip ex ca consequar,

Duis aurem vel curm iriure dolor in
hend vulputate velic esse molesti
consequat. vl dllvm delore e feuy

n.lla facilisis at vero eros accumsan er

usto odic dignissim qui blandic pracsenc
laptacun: zasil delenit augue duis dolore e

feugaic nulla Ficiisi, Lorem ipsarr. dolor
it amet, coraccrever ad piscing elit, sed
aizm noni:mmy nibh ewsmod tinvidunt
it laoree: dolcre magna afiquam erat
vosurpar.

Ut wisi enim ad minim veniam, qaic
nostrud exerci taton ullamoeper suscipit
loborci
consequat. Duis aurem vel curr iriare

nisl ur aliquip ex ca commodo

dolor in nenererit i v purate vaiit ssee
aoicstic consequat, vel illum delore eu
Feugiac vl frciisis ai vero sras et
accumszn et ius:o odo dignissim qui
blandir praesent hipracum zzril delenit
augue duis doiore e feugait aulla facilisi,

Invest in a Chain Boit
Duis autem vel earr. iriure dolor in
aencrerit i1 v putare veiic esse molestie

vel illum dolore eu feugiat
ke facilisis, Ut wisi eaim ad minim
veniam. quis nos:rud exersi tation cllam
curper suscipit lobortis nal e aliquip ex ca
commedo consequat. Duis autem vel cam
isin-c dolor hendrerit in vulputate velic
esve mokestic comsequar. vel ilum dolore
cu feugiae nulla Fcilisis at varo eros cr
accumsan et iusto ocio dignissim qui
slandic pracscat luptatum 7si; delenit
augue duis dolore e feugait nulla facilisi.
Narn liber tempor cum solata nobis

fend option congue n hi: imperdiet

i
dom.ng 1 quod mazien placerar facer
possiam assuin, Lorem ipsum dolos sit

amet, consectetuer rdipiscing elit, sed

orueamy nikh eismod tincidunt

diam

ut lnoreer do.ore magna aliquam erat
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Publication Information
Your readers should be able to identify the source of the newsletter quickly

and easily.

Be sure to tell your readers who you are by leaving space for your or-

ganization’s logo or name, as well as your address and phone number.

Logically, your logo belongs in a high-profile place. The most logical
choices are the front cover or the mailing area. If you choose to place
your logo on the front cover, make sure it's large enough to be noticed
but small enough to avoid competing with the nameplate. The name-
plate deserves higher priority.

Secure
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Tu rn y°u r House Duis autem vel sum irl}lx‘e dolor in h:n'd ¢

yuiputate vel:t esse molesti consequat, vel itlum
| nto a Fortress do!ore eu f.:ugiva[ r.\u¥la fa:i.lisis at vero sros accumsan

et iusto odio dignissim qui blandic pracsent luptacum
Lorem ipsum do:or sit ames, consectetuer adipiscing zzzil delenit augue duis dolare te feugait nulla facilisi.
clit, sec diam nonummy nidh cuismoc tincidunt e Lorem ipsum dolor sit amet, consectetuer adipiscing
laoreet dolore magna aiiquam crat volutpat. Ut wisi eliz, sed diam nonummy nibh euismod rircidunt ut
enim ad minim veniam, quis tostrud exerci tatior. laoreet dolore magna aliquam ezat volutpat.
ullamcorper suscipit losortis nisl uc aliquip ex ea Ut wisi enim ad minim veniam, quis nostrud
commodo consequat, exersi tation uilameorper suscipit lobortis nisl ut

Mailing Information
If your newsletter is a self-mailer, be sure to provide sufficient space for a

mailing label and other mailing information.

A newsletter’s mailing area normally appears at the bottom of the

back page.

Be sure to include your organization’s return address next to the mail-
ing label. Sometimes when fulfillment (mailing list maintenance and
addressing) is handled by an outside firm, you’ll put that firm’s return

address in the mailing area.

In the mailing areaq, clearly indicate whether your newsletter is first- or
third-class mail. In either case, to avoid licking stamps, include your

firm’s postal permit number.

Adding Address Correction Requested above the mailing label area helps
you keep your customer or prospect mailing list up to date. If you in-
clude Address Correction Requested in the mailing area of your
newsletter, you'll be informed of the new address when a recipient.

moves.



Stockholder Report, 1990°s

Such bas heen the patient sulferance of these created equal,

it they ie endowed by iheir Creator with cettain

i rights, that among these are Life, Liberty. und the
Pursuit of Happiness. That o secure these rights
governments i institvied umong Men. deriving their ust
Fowers trom the consent of the governed. Thut whenevar any
form of government hecomes destruciive of these end, it is

| e cight of the people 10 alter or to ahosish it and 1o insttute
rew govemmen, laying its foundation of such principles, and
arigirating its powers in such form, as 1o them shall seem
most likely to etfect their safety and happiness. Prucence.
indeed. will dictate that governments long establishied should

| rot be chinged for light and transient caused: and accordingly
and experience hath shewn, that mankind are more disposed
10 suffor, while evils are sufferable, than 1o right hemselves
by abolishing the forms 10 which they are aceusiomed.

o loma i b e

foundkution of such principles. und originating its powers n
such form, us to them shal} scenr

design to reduce them under absolute despolism, it s their
former systems of gevernment, and 1o provide new guards for

these coionies; und such is now the necessity which

sstuns them to alter their Sormer systems of government.
The Eistory of the present King of Great Britain it w history of
repeated injuries and usurpations, all having in direct obiect
tke established or' & absofute tyranny over thewe States.

We hoid these truths to be self”evident, taat a1 People
are created equal, (ka they are endowed by tneir Creator with
certain inalienable rights, that among these are Life, Liberty,
and the Pursuit of Happiness.

That to secure these cights, goveraments are instituted
among Men, ceriving their jus: powess from the consent o.”

the govorredl. it whenever uy form of government

reduce them unuer absoluce despotism, it is their former
systeis of govemment, nd 1o provide new guards for their
futere sceurity. Such fias been the patie sttferauce of these
colonies; and suck: is now the nece: which constrains
them to alter their former systems of govement, The

| histery of the present King of Greut Brituin 18 a
#But when u jong (ram or’ubuses and usurpatior
ivariably the same object, evinces a design to reduce them
under asclute despotism, it s their former systems of

| ‘governmient, and 1o providk niew guacds for tikerr Fature

| pursuing invaciably the sume object, cvinces a design o

security. Such has been the patient sufferance of these
colonies; and such is now (ke necessity which covstraing
thetn 10 alter theit former systems of government, Th:
history of the present King of Gre:t Britain is « history of
repeated injuries and usurputions, all having in direct object
the estublisned of 4 ubsolute tyrarny over these States.

I That whenever any form of government hecomes
desteuctive of these ends. it is the right of the pzople to alter
ot 1o avolish it, and to institute new government, fayirg its

pursuing invariably the same obyect, evinces & design 1o
seduce them under absolute despotism, it s their former
systems of government, and to provide new guards for their
future secur.ty.

Subhead Two

Such has been tne patient sufferance of these colonics: und
such ’s now the nevessity which constrains them to alter their
former systems of government. The history of the prescnt
King of Great Britain is a hissory of

But wher: a long tzain uf abuses and usurpations., pursuiry
invariably ihe same objezt, evinces a design to reduce them
under absorute despotisan is s their former systems of
government, and to provide new guards for thoir future
security. Stch has been the patient sufferance of these
colonies: and stich is now the necessity which cor
them t alter their “ormer sysiens of governmen:.
h.story of the present King of Great Britain is o history

of

repeated injuries and usurpations. ull having in direct object

I
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Credits

If your newsletter is designed to provide employees or members with opportu-
nities to express themselves, identify the authors by name.

If possible, personalize feature articles by including a photograph or
drawing of the author. Photos can become organizers for features.

Secure Living

Volume I[, Issue 9 Scptember 1995

Turn Your House Into a Fortress
by Jokn Bolt

Lorem ipsum douor sit araet, praesent suptatum zzril delenit augue

consectetuer adipiscing cic. sed diam duis dolore tc feugait nulka facilisi.
nonummy nibh cuismed tircidunt uc Lorem iosum dolor st amet,

laarect dulore miagna wiquam erat conscetctver adipiscing elit,scd da.
volutpat. Ut wisi enim ad minim nonummy nibh euismod tincidunt ut
veniam, quis noserud exerci tatian laoteet dolore magna aliquam era
ullamearper suscipit lobets nisl ut valtepe.

aliquip ex 1 commodo conscqaat. Us wisi enim ad minim veniam, qurs

Duis avtern vel ewny iziuse dolor in nostrud exerci ation llamcorper
headieric in valputate velit esse molestic  suscipit lobortis nisl ut afiqu’p e ca
¢. vel flum dolore eu feugiat commendo consequat, Duis atiem vel
nulla facilisis at vero eros et accumsar: et cum iriuze dolot in hendrerit indimunso
itst0 oaio dignissim qui dlandic (Continued on pige 21

So You Want to Install a Portcullis?

by Susan D. Fence

Duis autem ve. eurn iriuie dolor o ipsum dolor sit amet, consecttner
hendrerit in vulputate ve.it esse molestic  acipiscing elit, sed diam nonummy nibh
conssqua, ve) llam dolore eu fuugart wuinmod tncidunt ut laoreer dolor:
oull faciliss of vero cios et accamssn «t mapna aliquam erat valutpat. Ut wis:

itsto odio diguissint qui blandic enim ad minim veniam, quis nosteul
praesent luptatarn zrcil delenst augue sxerci tation ullemcorper suscipit

duis dolore te fevgait nulla facilis Ioborti nisl ut aliqu.p cx ea commodo
Lorem ipsum dotor sif amet, comec consequat, sed nonummy ibh euisiod
tetucr adipiscing clit, sed nonummy tncidunt ut lacrect dolore mugna aliqm
nibh euismod tincidunt ut laore:t erat voluepat, sed nonummy nba

dolore magna aliquam ecat volutpat. enismod tincidunt st Lioreet, Ut wis

Ut wisi enim ad minim vewiam, quis  enim od niinim veniam, nostud exerei
nostrud exerer tacion wilamcorper ation uilmeorpes suscip st sed
suscipit lobocts nisl ut aliquip ex e nonummy nioh evismoc tincidunt ut
commodo consequat. Duis autem vel woreet dolore nu1gna aligm erat voluspat
cum ir:ure dolor in hendrerit ir. Lorem (Ctined on page 3)




146 CHAPTER 7

Headlines
Consider the number of articles included in each issue and the length of

each article when designing headlines.

If you plan to feature a single in-depth article plus a few shorter pieces
in each issue of your newsletter, you'll use a single, dominant headline

Volume I1, Issue §

Secure Livin%

Turn Your House Into a Fortress

Lorem ipsum dolor sic amer, ¢

seccetue, adipiscing
sed diam nonumany bh eussmod ti.scidunt ue
ohgna asiquan: eras voiutpaz. Ur wisi
enim ad minim vensam, quis noscrud exciei tation
wlarcorper sascipit foix
commodo cunsequat.
Duis autem v cun irivee dolor i hendrerit i
vulpatace velic ess molestie camequat, vel il um

lanreet dolor

s nis: Gt iguip ex e

dolore e feugiat nula fasilsis a: vere cros et
accumsan et justo odio digrissim .t blandic
practent luptatum 77e deleniv augue duis dolore te
feugait ouilla facisi. Lotem ypsum dolor sit ainet,
consectenies adipiscing ¢.it, sed diam nonumneg: nibl
ewsmod dincidun: ut lwees dolore mazna aliquam

i ad mrioion i, Guis acstrud
exerci tation uliumeorper suscipit Iabortis nisl w
aliquin ex e commodo co
cum iiure olos in
unolestic consequat.

auar. {duis auter vel

n vulputate velic ese

ouila

el illum dolore eu feu

faeilisss a vero eros e accumsan e
dignissi aw blandit pracsend juptaum 7zl delenic
augie duis dowore te feugat nula faci ii.

Nam iiber cenipor eum soluta siobis eleifend
apiicn congue nihil imperdier doonng id quod
i:n piacerat Ecer possia cssuin. Lorem ipsum
dolor sit amet, consectete it 2ed diam
vy nibh ewismod sincidnc wr laoee

o adia

i

oon:

enim ad wzinim veaiam, nosteed exe tadior.
ullamcorper sascipit Iobertis nie] ut
commodo cunsequat,

Duis auters vel eum
vulputate veli¢ e morestic cansey
dolore eu fewyg

acenmsan et iusto adio dignissim qui brand

connectctuer adipiscing i, sed diam nonuman
cunmod tincidunt wi Laoreet dolore magna alugu
et volupar,

erim ad minim ven:

15, quis nostrnd
ullameatpes suscipit lobortie

Faciliss at veto eros e1 ccumean et isnco odio
digaissin qui blandit pracsent kiptarum zreil detenis
augue duss donore te feugaic nuls facilis.

Invest in a Chain Bolt

Duis ancem vel eum iriure dolor in hendresit n
vulputate vel e ese molestie conteq
dolore cu feugiat nula facilsis, Us wisi enion ad
winion veniam, quis nostrud exera Gtion wihin

at. vel allum

% va commodo

cenper suscipit Jovort nisl w aliquiy
comequat. Dcis ausens vl eun iriurs dofor hesnazeri

Mg aliquam aze voluepat

Put Bars on the Windows

Loren ipsum dolor i

2lit, sed diam nonummy nibh ¢
Liaree dolore my

amet, consctewer adipiwing

in vilputace ve

accunsar et

esse mofestie consequar, ve
olore v feupiat nulla facliss at vero ere:
oaio dignisam qu; plancic

pracsent huptatue
smod dreiduncat— feugs
igoam ersey oluinat, Uswisi— nobss e

i nunla el

[lim

reil delenit sugue duis dolore te

i tempor cum solu

W apticn cangue nihil inigerdice doming

On the other hand, if you feature several short articles, the front page
can be designed to accommodate more than one significant headline.

Volume I Issue 9

Turn Your
House Into
a Fortress

T.arem ipsum dolot si, amet,
consectener adipisciog
diam noaummy nibh cuisracd
icidunt u daoree: dolore magu
aliquam erat voiuepa.. Ut visi
enint ad minian venzam, quis
nostrud exercs tatio
suscipit loborris nid ' 3
e comtondo consequat,

Luis augem vel zum sriure
sendeit in vulpaiate
veliz ese rolestie cansequat, 1ol
illum dosore cu feug
factiss at vero eros e accuman
et sunto oedio digaissin qun
blandit pracsen
delenit augue uis dolore «
te gait nulla

nulla

uptatuzn %

s.. .orem s

Secure Livin%

dolor sic umet. comsectetrier
adipiacir, elit. ed diam
rconmmy nibh cuismod

ciaunt ut haoreat dolore magna

iquam erat vohepat,
U wisi enam aa minim

per suscipi oborts sl
o en commora

consequuie. s autem vel cnen
iriure dolo in hendrerit i

camerpuat, vel illum dolore e
feugiat aulla faciiss at vero cres

r eCila ouia

«
digmnissint qi Wandic pracsenc
ptaauan il dek
dolore te feugaic nula ficilivi

ugne duis

So You Want
to Install a
Portcullis?

Nam liber rempor cum soiut:.
nubis eleilind option congue
aibil ingpecice doming i quod
razion placerat Licer possin
ote ipsum dolor st
amet. consecterter adipiscing el
sed diam nonummy nibh
mad tincidunt us coreet dolore
raagna aliquam erat volutgat,
Consectetver adipiscirg cl., 1
carn nontmamy nibh cui
tincidun: ut oicet dolor
aliguam eraty olutpat. Ut
enim ad minim veniam, nostrud
exci ction ullameorpe: suscipit
Iobortis wisl ut aliguip e ea
commaondy consequat.

aan.

Duss aucent: sl eum i
dolor :n hendrecit in vulputate
selit evsc molest'e conseqaat. vel
i

fac

dolote v fengia mula

52 vero w10s er aceumen
etiusta adio igaiissim qui
Wandit pracsent

peatn 7ari
delenit augus duis olore i
Nisi Lorem ipsum
dior sit amet. consectstuer
adipiscing it sed dim
nonummy tibh euismed
dincidunt ut inorcee dolore magna
aliquam erar vohurg e

Us wisi enim ad minim
seniam, quis nostrid exerci 1ation

ullamenrper suscigit Iobortis nill
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Typically, headlines are placed above the articles they introduce. How-

ever, you might consider placing the headline next to the article

instead.

Teasers

Use teasers to invite readers inside your newsletter.

A short table of contents on the front cover can draw attention to ar-

ticles and features inside. The table of contents should be a focal point.

Experiment with different locations and typographic treatments to

help it stand out on the page.

Bar. the Windows”
Nait Boats Shut.

‘Activate the .
Blsglar Alarms

Let Lopse:the .
Dogs.of wer .*

Lok Up Your -
aluabley

Stop Up the
Chimney:.

e 6w e m o ew
£

Call the Cops

Lozem ipsurn dolor it amer,
ity sed d aer
o1 ut

conseetetuer adipisciny

nonummy nibh cuismod
Saores dolore i sliguann crst
valug i et ad maini

scatam. quis neyieud excici

ulhmeorper suscipic lob
aliquip vx 1 commodo conse

i vulpuate veiit sse

msequat, vel illum wolore

agin: ol fucilvis at vero eron o
accumean e susto odio dignissim qu.

bland:¢ pracsent hipratun 7aci defenit

zonmiedo consequt, Dk au
aum tiure dolor in indimunse exerci

aticn llameorpor suscipit lahast s
nish it aliequip ex o e
(Contincd o1 pge 2,

om o

So You Want to Install a Portcuilis?

Duis autem vel cum iiure dolor in
Eendrarit in vuiput w
. vel illim wolore
e, frugiat malla faciliis ot vero eros ¢1
acetmsan et wsta odio dign esin qui
bland:e pracsene Jupeatum 7aris delenit
augue dus dolore te feugait nully
facilis . Lorens ipsum dolor sic amet,
consee tetaer adipivci
nanummy nibh ewismed incidunt uz
szt dolore magna aliquai crat
voluipiz.
Lt wisi enim add minir: venians,
quis noserid excrci tation ulamcorper
suseipit Inbortis nisl ue aliquip ex ce
comimodo conseuyuat, Duis aurae vel

sse

cle,sed

eum iritre o endrerit in.

Lorens ipsum dalor s
comsectetuer adipiscir,

1, quis nostred exerci tation:
orper suscipic lebi
aliquup ex ea commodn consequat. sed
nonammy nibl erismoa tincidurt at
luoreet colote mager. aligm erat

valatpac, sca nonammy nibh cuisrcd

cineidunt w lorect, Ut wisi enim ad
iz veniam, nost ud exerci o
ull
nonummy nibl cuismod tincidunt ut

eomer suscipit n, el

Saureer dolore magy
LContimtted on page 3,

al g volaps:

Into a Fortress

Lo ipsum dlolor sit anset, co
it sed diam wonummy nibh cuismod tncidunt uc
aorcet dolore mugna aliquam erat wohuepar. Gt wid
eniny d minim veniaos, quis nosteud exerer tazion
ullamncorper suscivit lobontis nial nt aliquip ex ea
<commotlo consequat.

cum irure dolor in henurerit i
fi esse mosestic consequat, vl illam
olora vu feugiae molla f
nsar et it sco odio dignissint qui blandic

me auge duis dolore e
Lorem insum dolor cit aier,
conscctetuee adipecing. clit, sed diam sonummy nibh
auismosd ircieun w1 lwsecse dolore raagna aliquara
erat volutgat.

Nam liber cempor cutn soluta nobis eleilind
aption corg mperdict doming id uod
i placesat fucer porsim assmin, Losem ipsum

olor ~it amer, consectatuer adipiscing dlic, sed diam
it wt loreet dolor:
magaa aliquan erat volut e §

cetetue: adlipiscing

nonuomy aivh cuismod r

rem ipsuin dolor sic

ame, consecttuer adipisciti el tinci
aoreet colore magon aliqun evat voluipat
Loretn ipwum doior sit ame, consectetiecr

adipiscir eli, sed diarn nonummy :sioh euisiod
drcicunt ut loress dolore
comscaretter adhpcing i, sed diam
cuismo tincidunt ut lnoreet doloce
eratv alutpa
nostrud exe:
nisl ue aliqui: ox e commorlo comequat

tion ullamcorper snscnit lobortis

: : Bar the Winclows 2
ecure oo 3
Activaze the Burgler Alarms 9
. L3 Let Loose the Dogs of War 5
I lVl n Lock Up Your Valuebies 6
Volume 11, [ssie 9 September 1996 Stop Up the Chimney 7
Calithe Cops &

Turn Your House Into a Fortress T —

e dolore ¢ feugainuli, E el illim

aceumsan
or
feugai, ouds

w0 odio dignissini qui blandic
cot lupuaenon rzsil debenie augie duis doloce @

i Loves e dolor st anet

conecctetier adipisciny elit, ted dian nom
idune ur lnoree dolore magna aliquam

adl miin veniam, quis nostrud
tion wlaricorper suscipit loboreis aisl ut

aiiquip ex €2 commouo consequat. Iuis autem vel

<am iriare dolor irbendrent in vulputate velic esse

molestie consequa, vol wlom dolore e feugiet tully

0Ty 108 e nccumsan el fuseo ouic:
dignissim qui vlandic
augae duis dolore te fey

et luptattn 2] delenic

¢ null facilis .

Invest in a Chain Bolt

Duis autem vel com irause dolo: in lzendretit i
ulputate ve.it essc molestis consequia, vel illum
dolore eu feupst nally €acilsis. Ut vish eonen 26,
aminim veniam, quis nostrud exezci fation ullm
uscipit lobortis nis ut iguip e e commudo
consequat, Duis auren: vel eun iriure dolor hendrerit

sim qui olanuie
dis dolore te
pat cum solata

ent lupratum zeril delenit aup
Nam |
nobis sleifend opticn congue
id quod naazim phicerst facer possim assun. § orem
ipsum doloe it amee, conseet
nonummy aibi cuismod t
aliquu o ea commiodo cons.qui.

g ulla T

adipiscing i, scd
und ut horeet

Many publications, like newsletters and direct mail pieces, appear in

the reader’s mailbox with the address label up. You may want to place

the table of contents next to the mailing label area where it can’t be

overlooked.

. LS, POSTA
Perspectives |
NEW YORK C1TY

‘ 3ULK R,

WHAT’S INSIDE! k
We hold these truths

Long train of abuses

The present king ’
Certain inalienable rights

Experience hath shewn ‘
Accounting Perspectives I
P.O. Boc 5432

Now York Cizy {2345
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You can also let the entire front cover serve as your table of contents.
Include photographs that relate to the articles inside, with photo cap-
tions that tease the reader to find out more.

N SAFARI O

Experience Kenya's
Astonishing
Diversity

A
4§ Monkey Puzzles

Lead-ins

Use subheads and short summaries to provide transition between headlines
and body copy.

Lead-ins can be placed between the headline and text. Frequently,
lead-ins span more than one ¢olumn.

Violume 11, Tssue 9 September 1996

S L 1 -

Turn Your House Into a Fortress
Security is a stave of mind. When your house isn's secure, you
nray aleo experience feelings of insecurity. But those feelings
can be dispelled if you'll just take a few simple precautions.

cu eughan nulls Facilisis at vera enon ct

Jobs Bk, Securiey Expert

augue duis dolore e fougait malla
facilis. Lot iguisn dobor sin amer,
..... e adspincing clit, sed
nonsmmy sibh cuiseneed tincibant ut
Laoece dobors 1

()

nonummy nibh euismod
Laoeet dolore magns
wohutpst, sed nonumsy

sincadunt us laorees. Ur wisi enim ad
i tation

Laoroet dolore magna aliqm vobtpas
(Cantimaed o page 31
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A lead-in is often placed within the text, set off by horizontal rules or

some other device.

Volume II, lssuc $ Seprember 1996

‘Secure Livin%

Turn Your House Into a Fortress

eum inure dolor in hendresit in

walputae velit cse comsequat, vel

Security is a stare
of mind. When
your bouse isn’t
secure, you may
also experience * *dipacingeliv, sed diam nonursny

o aibi earmod tincidunt e lorees
Jeelings of olore mages alicuan volutpat.
Insecurity.

illam dolore ‘cugiat uulia fac:luis ar

et sccamsan ¢
qur blandat pracsent lupt
delenir augue duis dolos

aulla facilisi. Lorem ipsum dolor s:¢

amet, consectetuer adioi

quis nusnie exer
hutpat, <orper suscipit Inboreis nis

7
enim ad mii;

niar, ouis noscrud
cipit lobortis nist

Dutia statenns vel
et accummean et ivstn odio dgaissim qui
2reil deenit e duie

dalore te feugae nulla faclis.

ulpetsre vehvesse  ary
wFeugiacnalls blaadic pracsent fupion
10 odio

05 o aceunt

Exclsi at vero e
digaissim quu b

i
andit pray .
invest in a Chain Bolt

Duiis autem ve. cam iriute doler i hendresic in vaiie
esse molestie conseqar. vel illam dolore eu fougiar

“ague duis dozore te feogai: nulla
N

Larent ipsum dolor sit arve

Mipiscing it sed dam nom

Size
A standard newsletter is created by folding an 11x17-inch sheet of
paper, called a signature, into four 8Y2x11-inch pages. Additional

sheets increase the page count in increments of four.

Your newsletter can be any size, of course, but printing costs are gener-
ally higher for uncommon sizes. The three most common paper sizes
are letter (8%/2x11 inches), legal (8V/2x14 inches), and tabloid (11x17
inches); all printers will stock these sizes. If your page size doesn’t
match one of these, you'll have to pay the additional expense of trim-
ming each page. (Of course, if your newsletter contains bleeds, you

have to trim the pages anyway.)

Distribution
How you distribute your publication is a design consideration.

There are two important factors to consider:
* Should the newsletter be folded or sent full size?

* Should the newsletter be enclosed in an envelope or sent as a self-

mailer?

Decisions about distribution need to be made early in your planning
process. Self-mailers avoid the cost of envelopes, but you lose valuable

editorial or selling space because you must leave room for the address

149
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area. Additionally, the newsletter’s pristine condition off the press
might not withstand the rigors of today’s autcmated physical mail
delivery system. Often, tears and creases can mar an otherwise good-
looking piece. To test the durability of your publication, mail one to

yourself.

While a multiple-fold newsletter is easier to mail, the nameplate and
headlines aren’t visible until the folds are opened. You also lose the
advantage of presenting the recipient with the billboard effect of a full-
size 8%/2x11-inch newsletter.

Tabloids

Many of the same principles involved in designing successful newslet-
ters also apply to tabloids, particularly the need to maintain issue-to-
issue consistency while accommodating a constantly changing mix of
text and visuals. For example, tabloids need high-impact headlines
that don’t compete with the nameplate or with each other. It's also
important to organize photographs of varying size as effectively as
possible.

American Vlntner

for the discriminating winemaker october 1997

Suuashﬂlem Like Grapes!

olof s el consectetie

The typical tabloid page is 11x17 inches, although those dimensions
vary from newspaper to newspaper and printer to printer. Tabloids are
often printed on a web press, which feeds the paper to the press from a
large roll. As a result, the actual image area of the tabloid is slightly
smaller than the page size of 11x17 inches.



Evaluation Checklist

Each of the chapters in this section will end with a list of questions.
Pose these questions to yourself after you've completed a first draft of
your publication. They will help you spot problem areas.

Newsletters

¢ s your newsletter’s nameplate distinctive? Does it identify subject

matter and editorial focus in any way?
e Are volume numbers, issue numbers, and dates clearly identified?

¢ Do headlines compete with the nameplate or with each other?



