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Consolidate all the final edits of each article. Do not send the layout person bits and pieces or last minute edits unless a very serious mistake was found prior to print. 
Make all the font “Calibri (Body)” font, which is the same font as in this document. 
Remove extra spaces – leave only 1 space between sentences. Here’s one way: To make it easy, do a “Search and Replace” to change two adjoining spaces to only 1 space… repeat until no more found. 
If you are using Microsoft Word and using Change Tracking to track all the edits along the way, be sure to accept all the past changes in the document. Here’s how to do it: click the “Review” tab, then click the little arrow under the “Accept” button, then choose “Accept All Changes in Document”. Now you have a clean document without any change tracking. This is very important because if your layout person uses something other than Word they can’t accept the changes you’ve sent. 
Delete any Comments from the document. 
If you know how to make a document Final (it’s under the “File” menu) you can do this to further clean up the document. This is an optional step. 
You can opt to put all the articles into one document, or else have one article in one document (if there are 9 articles there would be 9 documents). 
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Focus of articles submitted:
Activities directly sponsored by MBCC 
Activities geographically or politically related to the Mount Baker community 
Public events that benefit the community (such as a park cleanup activity)
The geographical boundary is our defined community plus our adjoining business/commercial area. 

Generally we do not  include (exceptions can exist): 
Events for personal participation like a local race or picnic not sponsored by MBCC
Articles that are only promoting a single business entity or other non-inclusive topics
Suggested contents for The View: 
1. Article pertaining to a the mission of the MBCC Board or a specific MBCC Committee
Article pertaining to human interest information that would be of personal interest to a large proportion of our community members (not too special-purpose)
Article pertaining to the Clubhouse itself (rentals, improvements, public events, etc.)
Photos taken in the community
Short Factual information to intersperse in a small space between other articles or ads
Short Announcement or “Call to Action” to intersperse in a small space
Chronological calendar of upcoming events 
Advertisements from local businesses
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The website has all the same purposes as The View, but because of its elastic size and ability to update quickly, there are fewer constraints based on size or schedule. 
We do NOT want the website to be a place for anonymous postings. Anonymous articles or commentary is not a community-building aspect. 
The purposes of the website are many: 
1. All the same purposes as The View (listed above )
1. Content and Capability to build community in and around Mount Baker, including the businesses in our community. 
1. Classified ads posted by our community members by providing guidance on how to use Freecycle for classifieds (see http://groups.yahoo.com/group/freecycleseattle/links) 
1. Events 
1. Building rental information
1. Allow comments or suggestions on community events or activities in an effort to involve people in the community. (Utilize the best concepts found in the Rainier Valley Post with discussions on articles or threads sparking discussion on an issue.)
1. Consider a Rainier Valley Post partnership for Mount Baker discussions and calendars (http://www.rainiervalleypost.com/) 
1. Consider inclusion of articles about events of personal interest (events not necessarily sponsored by or impacting MBCC but happening in our geographical area. (e.g., the upcoming triathlon, the polar bear swim, wine bar listings, etc.)
1. Breadth availability – not constrained by size of the article
1. Search options so people can find articles (even if they don’t exactly remember where they are)
1. Greater neighborhood recognition and acceptability (outside the Mount Baker boundaries)
1. Cultural or human interest  articles  such as local student poetry, local artist shows, or other human interest articles 
1. MBCC businesses
1.  Geographical or political information, 
1. personal information,
1. Listing of and pertinent information (address, hrs of operation, contact info) for local businesses
1. Advertisements for local classes or businesses
1. Cultural enrichment
1. Contributions and/or donations
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