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INTR 3L ucri ., 4 

This paper will focus on the newsletter, specifically the Non-Formal 

Education/Women in Development Exchange Center for Asia (NFE/WID),
 

College, Laguna 3720 Philippines newsletter since this is the newsletter 
we 

prepare and publish. While we shall present some nasic theoretical aspects, 

most of the time we shall be talking from our experience, and in the
 

world of develcpment, 
 this is what really counts. 

Our world is one of interaction. From your first waking moment 

to the time you go to sleep, you are exposed to "a world of messages."
 

A typical day would oe sometning like this: Good morning from the
 

family, the News watrh, 
 Morning Edition, Question on whether we have 

enough diesel (gas) left in the pick-up, Good Morning to the Boss and your 

officemates, Interaction on how was your night (or your weekend) or Did 

you see yesterday s paper and the commercial on... Then you sit in your 

office reading last minute notes on your lecture in class. Noon break. 

Office work... Look at your board for daily assignments/meetings/ 

schedules. Go to an occasional lecture, or just talk with your peers/ 

friends. 

In all these occasions, we are interacting and the messages we get 

may or may not be meaningful to us. 

"People with similar interests, goals and activities often choose 

newsletters as a way of keeping in touch with one another and sharing 
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valuable information. These newsletters, to be successful, must be meaning­

ful and attractive to stand out from all the other material competing for 

people's attention.' 

THE SIMPLE STEPS WE FOLLOW 

One informal question you can ask yourself (if you are planning to 

prepare a newsletter) is, Do you have enough useful and functional (infor­

mation) to say on a regular basis to justify your newsletter? 

Then, consider the following: First, what are your objectives in 

publishing the nwsletter? 

We at the NFE/WID... have this objective: To disseminate and make 

possible the exchanje of information and available knowledge concerning 

non-formal education experiences and resources of women in development 

in the region. In addition this information exchange project would support 

non-formal education-related programmes and practices, and establish 

linkages on information exchange with users in government and non-govern­

ment organizations. 

Second, Who will read (and use) your newsletter? Our (target) 

audience for the NFE/WID is composed of: students, researchers, 

scientists, organizations, institutions/agencies concerned with NFE/WID. 

Since ours is a very large, diversified, worldwide audience, we limit 

our information to areas of development in NFE/WID. 

We started by publishing local studies and local information. Then, 

since we started Networking, we branched out to SEA countries. We do 
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hope to carry this on, and in time, come up with a newsletter containing 

information of not only the one we feature In an issue, but a combined 

issuu featuring all our partners in development. 

Third, What is our nedium (language)? We have always assumed it 

is English, until wu came across som(: partners in developmen; .,ho would 

warit our information in their local dialects Eo it would be more meaningful 

and more functional. Of course wc thought of translating... but at their 

local level so that is one protlem and possibility our networking can look 

intu. Meanwhile, vwe shal keep on using English if we are to relay our 

information to "four corners of thu developing world." 

Fourth, How do we finance our newsletter? Although this may not 

be our problem at present sir,ce we have very generous people interested in 

our work and who are funding us, the next five ;',ars will really tell. But 

we at the NFE/WID... have committed ourselves: that we shall go on 

relaying meaningful and useful information, as long as we are able. We 

strongly Delieve that we have started somu:hing which we should keep on 

going... if only for the sake of our partners in development. 
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Meet Our Staff 

Before we 	get down to the business of saying what we publish and how 

we get it, 	we would like you to meet our staff. 

Our :taff is 	 a unique one. Since we have to go by our budget, 

our staff is composcd of staff members of our department (Dept. of Agri­
cultural Education, UPLB-CA). We are all on honorarium basis and are not 

full time staff members of the NFE.. 

Our line-up 	 is a queer one. We thought of having the foliowing 

positions (and a line up of their responsibilities), again hecause of 

necessity. But at this point in time, we are proud to say that our "team" 

has been working out well. 

Here is our 	 line-up: 

1. 	 Editor - is in charge of our publications. 

- selects, arranges, amends all articles submitted for 

rublication 

- sees to it that there are enough materials for our 

newsletter and occasional paper which come out 

every three months 

- makes sure that such material is of significance and 

interest to our readers 

- goes over galley proofs for final editing 

- writes the editorial on the cover page of the newsletter 
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2. 	 Editorial Assistant
 

- assists 
 in preparing the NFL/WID newsletter and 

occasional paper 

- do,.s lay -outs, proofeLading and checking of dummy 

sncuts b.for- final orinting 

- assiss in QLetting matcrials and supplies for the 

projec t 

- assists in comoiling and summarizing research 

materials on N.-E/WID for bibliography 

- assists in filing and cataloging NFE/WID materials 

in the library 

3. 	 Research Assistants (2) 

- help in choosing materials to be included in the 

NFE/WID nLwslutter and occasional paper 

- help in proofreading the dummy and galley proof of 

the newsletter and occasional paper 

- help in mailing th,.- newsletter and occasional paper 

locally and abroad 

- makes records of our day-to-day expenses (only 

one of them) 

- assists in art work regarding NFE/WID (only one 

of them) 

- assist in cataloging materials for the NFE/WID 

Library 
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4. Circulation 	Manager 

- is in charge of mailing the newsletter and occasional 

paper iocally and abroad 

- receive,, Lxchange publications and donations and 

acknowledgus them 

- replic5 to Ltters of requtests and other correspondence 

- Jives persons/iristitutions copies of our publications 

upon request and records 

- monitors and updates our mailing list 

5. 	 Typist 

types all our manuscripts, from thu first rough stage 

to the last, when we hand over the "typewritter, 

copy" to the printer 

6. 	 Resource Administrator 

- takes care of and overseers our "resources" and 

signs our vouchers, requisitions, etc. 

7. Project 	Director 

- makes surL that the project will be a continuing one 

and works twenty fivL hours a day to see to It that 

we deliver our sharj in dLevelopment in our own way, 

and keeps each and all of us happy and contented 

that we are doing our jobs 
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The "Mechanical" Side Of Our Newsletter 

j. 	 Format - is thL sizc r' a n-wsietter and thLe number of columns in it. 

Ours is an 8 i 12 by I I, with two columns. 

C.6. 	 of C;)nvfLniuncC, most nLwsletturs are printed on 8 1/2 by 

II, eithur flat or folduu in half. In printer's jargon, a sheut of paper 

and a page arL. two different things. A sheet is a piece of paper that 

has two sides (or pagcs) if not folded, four pages if folded once, and 

so forth. (The paper must b.e flat to go through the printing press, it 

cannot bt folded until after it is printed°) 

The numibr of columns in the newsletter should be determined 

by the size: of the pagL' and the typeface. (Display type - headlines, 

and body type - text,) Display typL is generally larger than body type 

and is usually used in small amounts for the reader to be able to 

decipher thL words. 3ody type, on thu other hand, must be highly 

legible; anly a relatively f,'vw body faces are used on a regular basis. 

2. 	 Pap.r - the one we usu is 60 pounds, smooth. Selecting the paper 

fc, our newsletter is net our problem since the printer does this for 

us, based on our budget. 

3. 	 Masthead - ours is a 215 x 100.4 cm., green and black letterhead, 

with illustrations; each of the four centers (NFE/WID) is enclosed in 

a circle, and the relationship betwuen and among these, is indicated 

by arrows. It runs across the top of the front page. 
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4. 	 Editorial Box -- ours is found at the: end of every issue. It contains 

thL narriIs ,.;f eOur staff and a statement of joint publication by the 

instituti-,s 'hi:h ark: - ral and funding backstops. We arc not On 

a suhs.c-ipti-n basis, y.t, but %,c d,, h)ope to solicit funds in the near 

future, sully fo;r public tiL.ns. 

5. 	 Mailing Procedure .ur cFwslM.tL-r has been entered as second class 

mail under Philippin.- posta! rules and r .gulations. We mail it, 

usually with the o-ccasional paper, in a brown unvelope on which is 

stamp,.J cur name and addr,.ss (sunder's corner), plus thc statement -

Entered as 3cnnd class mail. 

6. 	 We use offset printing, jnO again, we do not bother much about this, 

since thu printer dres this for us. 

Our Pubiishing Story 

WHAT we pLblish are mostly articles, sto)ries, rusearches on NFE/WID. 

Lately, we nave been cuncentrating on WID because of the networking we 

ar,2 establishing ,vith o)ur developing countries in the region. When we 

starteU some three years ago, ,e crc,.ntratd on Philippine materials and 

Philippine researches regarding ;FZ/WiD. Our c)wn department a richwas 

so)urcc since we had staff members 3nd graduate students who were con­

ducting -;r had conducted So,me' sturicL: r.garding thuse areas. Then, there 

were oth,.r agencies/institutions at the natio.nal level who also worked in 

the same areas, and who were willing to shar with us their experiences 

in development. 

http:addr,.ss


9 

No, we n3ver lacked materials for any issue we have put out, so 

far, We could net print all that vas ffcrcd us, so we are reserving what 
nas nt bc,.r, publish-.o, f,',r sw' )C futur., isseLJ 

WHAT VE -_O with articILs, eSs3Vs, resuarcnc-s submitted in their entirety, 

is an -!it rs Kt W, try tU transp s. the highly sciuntific into. the com­

mon reuodrs language, jnd when %,,i lel w,. are bcing unfair to the
 

writer, N-
 "ry and ask him Lj tune down the manuscript, himself, if he is 

accessible. Otherwisu, w,: t, tht: best of the situation.try make (Some­

tiinus we2 have. to rLsort tL Lrrata).
 

WHAT WE HCPE TO DO is tD publish mure meaningful, more functional, 

rnrc readablu maturials to be read by a wider, mire active, and more 

involved clientele, specially the women of the (developing) world. 

TIPS ON WRITING 

Since the ,NFE... publishes mostly studies, semi-formal or formal, it is 

the jt .;f the edito)rial b,-.ard to "trim" what is deemed unnecessary and 

not significant. 

But f',r would be writurs/contributurs, here are a few tips: 

1. Style_ the simpler and the more direct, the better. However, 

if WL have t, dual with such matters as typographical forms, 

spelling, punctuatiun, capitalization, abbreviation, syllabication, 
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paragraphs, etc., we r~ter t established rules eog. Webster's 

ar other kn,:wn stylL boo)iks. 

Where v,,'fe l th:. figures in a statement aru not correct, 

we chceck with thL write..r whun,.ve.r w can; otherwise, if we 

publish th . articl and rakL a miitaku, we correct ,urselves 

thL next issue­

2. 	 Clear, concisu writing. Onu of the duties uf the editor is to
 

make surLe that all articles in each issue are clear 
and 	concise. 

Shc-ort, .:asy.-L-rad-and-undurstand paragraphs are best for 

our kind .-f ruadL.rs. 

Since rusLarch papers mere :ften than not, follow a format, 

we stick to that format of the writer. But we do tune down 

"pure sciintiic" languagu into 'c'mmunicable" English since 

we know that wu are read by a lt f peoplu who are not 

scientifically.-orientted. 

3. 	 The writL:r shc.uld choose topics ,,rfields which are not-too-old, 

specially in th, w,)rld ..f development. The m,st significant, the 

mi)st timely, the mr,st furctiinal .... while these are superlatives, 

they arc also cy,_!-catching, and in Dur developing wtjrld, owe 

curtainly wculd like, t,)kn.Jw wh--it is tht- latest where, who is 

producing the best.., and th-L m..,st, what substitute is the most 

recent for fiod to check undern,urishment, etc. 

http:ruadL.rs

