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Memorandum
	To
	All Administration Assistants

	From
	Janet Parker, Administration Manager

	Date
	24 November 2008

	Subject
	Newsletter - Issue 1


At our last staff meeting, it was decided that we would commence a monthly newsletter for distribution to Head Office staff. The aim of the newsletter is to keep staff up to date with news and events at Head Office together with any other short articles of interest.  

As a team, I would like you to prepare Issue 1 of our newsletter as follows
1 Prepare and develop the newsletter articles for inclusion in Issue 1
2 Decide on the style of layout for the newsletter

3 Create a draft copy of the newsletter and forward to me for checking

4 Compose a memo to staff

5 Photocopy and distribute the final version of the newsletter

6 Develop a ‘template’ for successive newsletters.

I suggest that you take the following approach, as this project will require a joint effort from all members of the team.

· Organise a common time for all team members to meet and discuss the project.

· Choose one member of the team to record the minutes of this meeting

· Record the minutes on a Minutes of Meeting form

· Save the minutes as Minutes1-Newsletter into the Meetings folder 
· Print and distribute copies of the minutes to all team members and me

· Identify how much work will be involved with each part of the task.

· Estimate the time it will take for you to complete these tasks.

· Allocate tasks evenly amongst team members.

· Identify ways in which team members can best communicate throughout the project to monitor progress.

Some suggestions to help you with this project are listed below.

1 Prepare the newsletter articles

I have handwritten the text for most of the articles – refer attached.  It would be best if you divided these articles evenly amongst yourselves and key each one in as a separate document.  You can later ‘cut and paste’ the text from these documents into the newsletter.  Don’t forget to record these documents on your File Log sheets

Note - before you start, create a new subfolder called HO Newsletters and save all your work to this folder.  The .jpg files for the newsletter are currently stored in a subfolder called Photos.  Would you ‘move’ all the photos for the newsletter into the HO Newsletters folder.

I would like you to write, in your own words, four of the newsletter articles.  These are

· Welcome to our First Issue

· New Staff

· OH&S Feature

· Star Sign of the Month

Welcome to our First Issue – Write 1-2 paragraphs introducing the newsletter.  Also let staff know that the HO Newsletter will be published monthly, that articles of interest should be submitted to the Administration Department, and that the deadline for submissions is 10 days prior to publication.

New Staff – Interview all new staff members, find out when they commenced work with Swaggies, their interests/hobbies/birthdays etc.  Write a short profile for each new staff member.  You could even scan photo(s) for inclusion in the newsletter.  Remember to add names to This Month’s Birthdays if necessary.

OH&S Feature - Swaggies is committed to providing a safe and healthy working environment for all staff.  Each month, we would like the newsletter to contain an informative, short article relating to OH&S in the office.  There are a wide range of topics to choose from in this area, for example, ergonomics, posture, hazards in the office, prevention of injuries such as eyestrain, OOS, muscle strain, etc.  You could also list contact numbers/Internet sites/book references which staff could access for future reference.

Star Sign of the Month – prepare a short description about this month’s star sign.  Try to locate a clipart image for this sign as well.

Note - as a team, you may come up with additional ideas for newsletter articles – so please include these ideas as well.  The more that is included in the newsletter, the more interesting it will be to staff.

2 Decide on the layout style for the newsletter

The team will have to decide on the type of layout we should adopt for the newsletter.  You should be able to get some ideas by researching books or the Internet for newsletter layouts, the types of fonts used in headings and paragraphs etc. Alternatively you could view Wizards/Help screens in suitable software programs.  Don’t forget to include our logo as part of the newsletter.

3 Create a draft copy of the newsletter

Work together to create a draft of the newsletter.  Before inserting the text into the newsletter, work out the placement of the articles on each page (according to the layout style you have chosen for the newsletter).  

Note - you may find that using tables will be a lot easier than using columns in your newsletter.  For example, a two-column table could have a picture in one column and the related text in the other.  Please call me if you require assistance with this part of the project.

Don’t forget to give me a copy of your finished draft so that I can check it before final publication.

4  Compose a memo to all staff

Compose a covering memo to all staff letting them know that the first issue of the newsletter is attached and that articles and other suggestions for Issue 2 would be welcome.  Also include contact details and deadlines for submitting articles.

5 Photocopy and distribute the newsletter

After I have checked your draft copy, and you have carried out any amendments, then photocopy sufficient copies of the newsletter for all staff.

Collate the newsletter, attach the covering memo and then distribute to all staff.

6 Develop a ‘template’ for successive newsletters

So that the successive issues can be quickly prepared, develop a ‘template’ based on the format of Issue 1.  To do this, retrieve Issue 1 and then delete the text, but not the headings and other formatting.  Save the blank document as a template (.dot) – newsletter.dot. 

Note:  Be careful you do not overwrite Issue 1 – make a backup copy before you start.  If you are not sure how to create a template, refer to your online Help files for advice.  
As this is your first ‘team’ project in the Administration Department, I would like you to reflect on your personal performance as well as the performance of the team throughout the project.  Would you access a copy of the Team Reflection Journal from the HR Department folder called Reflection Journals.  Complete this form individually and save to your personal folder with a suitable filename.  Print a copy for your portfolio.

Good luck with this project.  Remember, if you are not sure what to do, and you require assistance, that you can contact me at any time for help.

I am looking forward to seeing the draft of our first newsletter very soon!

Janet
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