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[bookmark: _Toc254268500]Introduction to The Mount Baker View
The Mount Baker View (“The View”), our free community newsletter, is published and mailed or hand-carried to neighborhood households and businesses at least four times a year by the Communications Committee of the Mt Baker Community Club. 
The geographical boundary is our defined community plus our adjoining business/commercial area. 
Committee members are volunteers, not professional authors or editors. They share a passion for the Mount Baker Neighborhood and a willingness to share information about the neighborhood’s political, social and environmental issues and events involving the neighborhood with others who live and work in the designated Mount Baker area. 
The Communications Committee is also responsible for oversight of the community (MBCC) website, http://www.MountBaker.org .
[bookmark: _Toc254268501]Purpose of The View – Intents, Purposes and Logistics
The purpose of the “View” is to provide relevant information regarding the governance of, and ongoing activities and events associated with the clubhouse. 
The publication schedule requires approximately six weeks of advance writing. Consequently, it is not a venue for late-breaking news. It is a place to share pertinent information and details for events planned far in advance and for projects that are long-running, and ongoing. The committee may choose to summarize or provide “after action” or follow up reports for fund raising events on completed MBCC projects, to further advance the goal of being a vibrant community.
The View is a supplement to the website, intended to be inclusive and reach a larger audience – thus addressing the needs of the elderly or those with limited access to the internet. 
The purposes of The View are many: 
A complete resource, designed to reaching households that don’t use the internet for their neighborhood or community information. 
A reminder to neighbors of ways to become involved in this community, either through volunteerism, participation in events, or by supporting local businesses. 
A conduit directing people to the website for more complete information if available (e.g., “What’s New” articles in The View to motivate people to go to the website for more detailed information)
A quick reference for current contact information for officers, committee chairs, board members, the clubhouse staff, and the website 
A schedule of events including regularly scheduled community meetings, board meetings, elections and ongoing events 
A recap of an important topic in each issue by the President 
A list of accomplishments of the board members on the various committees by the Secretary
A venue providing local businesses the opportunity to advertise their services and products to their immediate community. 
[bookmark: _Toc254268502]Author/Contributor Guidance
[bookmark: _Toc254268503]Article guidance
Our editor and volunteer reviewers might ask you to make changes for clarity, brevity, or to avoid messages that might be misconstrued if they appear to touch on controversial topics. In general, with these guidelines your article might not need many changes. Editors will attempt, in good faith, to retain the “flavor” of the original author’s article, but reserve the right to do so if appropriate.
[bookmark: _Toc254268504]Use your own voice
It’s acceptable to write “using one’s own voice or style” as long as factual information is precise, accurate, and the contents meet the guidelines of The View editors. It is not necessary to completely alter one’s writing style or try to write like a journalist. For example, submissions can be written in the first-person style (“I wanted to rent a room…”) or second-person style (“you can rent a room for…”) or third-person style (“people can rent a room for…”). Just try to be consistent, whichever style you decide to use. 
You can certainly use personal stories, metaphors and analogies as desired. For example: “Every Sunday I take my 5-year old to the playground where he pretends to be king of the world…”
[bookmark: _Toc254268505]Give your article a purpose for the reader
Consider what is most important to convey to the readership. Your article should attempt to cover all of these criteria: 
1. Who: who is involved, who cares about it, who should get involved
1. What: clearly state the information you’re conveying. 
1. When: establish the exact date and timeframe
1. Where: establish the precise location 
1. Why: purpose for sharing this information, why it might be useful
1. How: indicate how the reader can take action if they want to become involved. 
[bookmark: _Toc254268506]Make your content useful to many people, not just a few
Try to broaden your topic to the point that it becomes interesting to more readers. If it seems too specialized, see if you can add a more general point of view. 
[bookmark: _Toc254268507]Reference websites for more detail 
If space constraints prevent you from providing all the nitty gritty detail, go ahead and list a website you know where further detail exists. 
[bookmark: _Toc254268508]Try to promote our local businesses as a whole
If your article talks about an area of business and you decide to mention a store or business owner by name, try not to be too exclusive. Try instead to mention additional businesses in the neighborhood or where to find these types of businesses. 
[bookmark: _Toc253578313][bookmark: _Toc253578314][bookmark: _Toc254268509]Use precise locations
If you are describing a location that you think people will want to see, use precise and complete street names and intersections. For example, say “31st Avenue S at S. McClellan Street”, not just “31st at McClellan”. Or say 2811 Mount Rainier Drive South, not 2811 Mt Rainier. If you refer to a park, endeavor to give the full name of the park (e.g. Bradner Gardens Park, not just Bradner). Pretend there is someone from out of town looking for the place you mentioned, and they can only use a city map to find it – make sure your directions will be enough for them to find the place. 
[bookmark: _Toc254268510]Use precise website links
If you reference a website, double-check that the website location address actually works the way you type it.
[bookmark: _Toc254268511]Use verifiable facts
Make certain article submissions can withstand fact checks. Try not to speculate if there aren’t facts behind it. For example, we know for a fact that MBCC was incorporated in 1909, it’s okay to state “MBCC is over 100 years old”. However, if you aren’t completely certain that we’re the oldest club of our type in the country, then use some “squishiness” so you’re not exaggerating. For example, you can safely state “MBCC might be the oldest club of its type in the country” even though we’re not 100% certain this is so. 
[bookmark: _Toc254268512]Look for community “hot buttons”  topics or wording to avoid
There are times when word choices or wording touch on an issue that might be considered controversial or sensitive to some people in the community. These are difficult to anticipate, unless you’re already active in local politics, but some of our editors will be able to help you anticipate these. Any issue that has more than one side to it is likely to have some of these hot buttons, and since we’re a neighbhorhood newsletter and don’t want to upset people, you’ll want to take a very neutral stance and use extremely neutral wording. 
Here is an example: we recently published an article about neighbors pooling their resources to hire a  private security service to patrol parts of the neighborhood. This could involve a hot button because some people in our neighborhood are philosophically opposed to hiring a private service when they want to hold the police department accountable for protecting our neighborhood. Therefore, the author avoided certain wording that might inadvertently inflame someone’s philosophical objection to private security. 
[bookmark: _Toc253578318][bookmark: _Toc253578319][bookmark: _Toc253578320][bookmark: _Toc254268513]Try to keep your paragraphs short and on one topic
Try to separate ideas you cover into different paragraphs. Try to avoid run-on paragraphs. This approach is easier to tell your story in a clear, chronological or “step-wise” way so your readers can follow along. 
[bookmark: _Toc254268514]Use your references consistently
Be cautious when using generalizations or words that reference people or things. Try to be unambiguous. For example, a sentence like “Parks are something we use a lot” might be ambiguous if you meant “Parks are something my family uses every week”. Editors can help with this too. 
[bookmark: _Toc254268515]Wordcount less than 400
Typical articles should not exceed 400 words in length, which prints to approximately half a printed page. Shorter articles are fine too. If you need more wordcount, make your request early to the editor so it can be discussed among the communications committee to determine if it’s appropriate to extend your article in order to give a bigger message. 
If you want to use a photo as part of your story, be mindful that your wordcount should drop further to provide room for your photo. Maybe expect to drop at least 150 words for one photo (estimate). 
If you use Microsoft Word to write your article, Word can tell you how many words are in the article: [Rebecca to add instructions later – it’s under the “File” menu in Word].
[bookmark: _Toc254268516]Suggest your own author byline 
Each article is attributed to the author. If you hold a formal position as a member or leader of  a committee, please include that as part of your title. It should be short. In some cases you can include your website. Some examples: 
· Patty Bonnell is a Mount Baker resident and the owner of Set The Stage (www.SetTheStageWA.com)
· by Lee Stanton, Board Chair
· By Steve Dubiel, Chair of the MBCC Nominations and Governance Committee
[bookmark: _Toc254268517]Suggest your own headline
If you have one or two ideas regarding the headline for your article, please feel free to propose them. 
[bookmark: _Toc254268518]Bubble Factoid and Photo guidance
Sometimes you don’t need a whole article to convey a message to the readers. Sometimes a photo with an explanatory caption, or a “stand-alone” box containing some small fact of interest to the readers, is sufficient. Don’t hesitate to use this method to send a powerful, though succinct, message in The View. 
Photo caption should acknowledge the photographer, and describe the subject of the photo. If appropriate, name the people in the photo. Also include a date if appropriate. 
 A factoid should be short but pack a wallop! Ten or twenty words might be sufficient  although in some cases a well-executed, brief, fifty word statement is required due to content. Again, this might  look like a newspaper classified ad, but it can be done and be effective. 
[bookmark: _Toc254268519]Calendar of events guidance
The calendar of events is a simple list of events. Please use the following format (notice the spacing, commas and dashes): 
Day_Name Month_Name Day_Number, Start_Time AM_or_PM - End_Time AM_or_PM Brief_description, Location
End_time is optional. Here are real examples:
Saturday April 10, 10:00 AM - 2:00 PM Park work party, Colman Park
Saturday May 1, 10:30 AM Pied Piper, "Xakary the Magician", Mt. Baker Clubhouse
[bookmark: _Toc254268520]Advertisement guidance
Use camera-ready art work as follows: 
· Resolution: 300 dpi (dots per inch)
· Image size: 2.127” x 3.627” (638x1088) (note: this is close to business card size)
· Preferred format: JPEG (.JPG or .JPEG).

Last Updated: 6/27/2011 7:09:00 AM		Page 2
