
Hello, New Jersey CKI Editors!  
 

Include a caption for your photographs so your readers 

know whatõs going on in them.  

BY AUTHORõS NAME  
POSITION/COLLEGE 

 

 Youôve been elected 
or appointed as editor of 
your Circle K club. Con-
gratulations! This job al-
lows you to explore your 
creative side as well as your 
communicative side. Sure, 
producing newsletters can 
become tedious and time-
consuming but, with the 
right tips and advice, youôll 
find creating your publica-
tions fun and easy! Hope-

fully, this Editorôs Edition 
of the Cirkling will help 
make creating and publish-
ing your newsletter a piece 
of cake (I never really got 
that sayingðdoes it mean 
itôll be delicious?).  
 This newsletter cov-
ers topics such as obtaining 
articles (one of the biggest 
difficulties an editor faces), 
printing, graphic standards, 
and much more! Youôll see 
tips from past district edi-
tor Elizabeth Connelly 

(2007-08), editors from 
other districts, and our 
International Sub-region 
Representative Kristen 
Reed!  There will also be 
plenty of examples for you 
guys to check out in this 
newsletter.  
 If you still have 
any questions or want 
some assistance with abso-
lutely anything, feel free 
to email me at jen-
nif.hsieh@gmail.com or 
call me at (908) 240-8989. 
Iôll be more than happy to 
help you out and answer 
your questions! 

A Table of  

Contents  

organizes the  

information in 

your newsletter 

and gives it 

structure.  

 

Your readers will 

be able to 

quickly and  

easily locate 

specific articles 

and/or sections 

of your  

publication.  
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 When it comes to publishing a 
newsletter, it would mean nothing with-
out articles. So who do you turn to and 
how do you get them to send them in on 
time?   

 Your executive board is an obvi-
ous choice to ask for articles.  You can 
limit yourself to just the elected positions, 
or, if your club has committee chairs, you 
can ask the whole board.  Besides talking 
to your club board, extend your requests 
to the District Board.  They are there 
ready and willing to help.  Also, include 
the general members by asking for, or 
even just assigning, an article.  You can 
even look farther into the hierarchy of 
Circle K or other parts of the K-Family.  
Your Sub-Region F Representative is just 
as willing so assist as your District board, 
and usually has articles on reserve to sug-
gest! Consider contacting your sponsor-
ing Kiwanis club or district editor about 
swapping articles.  If there is a local Key 
Club or Builders Club, try doing the 

same!  This will also help to build a rela-
tionship with your local K-Family.  

 With requesting articles, Iôm sure 
asking your executive board and general 
members is the easiest way to do this.  
However, you may still want to send an 
email as a reminder that they can check 
(when they forget :P).  This will most 
likely be your preferred way of contacting 
other people within the K-Family.  
Within my emails, I always gave sugges-
tions for topics, since this usually makes 
it easier for the other person to commit 
and write the article. It saves them the 
trouble of having to think of a topic 
themselves.  

 You should communicate to your 
óauthorsô at least a few weeks before you 
need the articles.  This will give everyone 
enough time to write an article without 
being pressed for time.  Donôt be nervous 
about asking for articles!! Most people 
love to help and wouldnôt mind contrib-
uting to your publication.  Also, letting 
them know an approximate word limit is 
also helpful.  Good Luck! 

The Key to  
 Article 

Submissions 

Setting 

Deadlines  
 An important 

part of getting articles 

in on time is setting a 

deadline! Procrastina-

tion is a common 

problem and without 

�G�H�D�G�O�L�Q�H�V���Z�H�·�G�� �Q�H�Y�H�U��
get anything done!  

 Make sure peo-

ple know when your 

next newsletter publi-

cation date is. A rec-

ommended deadline 

date is at least two 

weeks before your 

newsletter is due to 

be published. Give 

plenty of time for 

members to submit 

articles!  

 �'�R�Q�·�W�� �I�R�U�J�H�W�� �W�R��
send friendly remind-

ers as well! Once 

someone reads over 

�D�Q�� �H�P�D�L�O�� �W�K�H�U�H�·�V�� �D��
�J�R�R�G�� �F�K�D�Q�F�H�� �L�W�·�O�O��
leave his or her mind 

within a few minutes.   

 Remind them 

that articles should be 

submitted by the 

deadline, but be flexi-

ble!  

When it comes to assigning topics for articles, remember who you are requesting an 

article from. Try to match up topics with specific positions. Are they a treasurer? Have 

them write about collecting dues! Another option is asking members to write about a 

recent CKI event they attended!  *  


