AA/PIRC Newsletter Worksheet

	Publication Date (Vol/No):
	Distribution Date:




Articles Deadline

	Article/Topic


	Assigned Writer
	Approx Word Count
	Rough Draft Due Date
	Copy Edited?
	Final Draft Due Date
	Final Copy Edits Made Before Laying Out?

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Made on: 10/04/06

Graphics/Photos/Advertisements Deadline

	Graphic/Photo/Ad


	Assigned Person
	Specificationsand Notes
	Rough Draft Due Date
	Copy Edited?
	Final Draft Due Date
	Final Copy Edits Made Before Laying Out?

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Production Schedule

	All Graphics and Photos Due
	All Final Articles Due
	Page Dummy Layout
	All Articles and Graphics Layed Out
	Copy Edited?
	Edits Made?
	Final Copy Check Made?
	FINAL PRINT DEADLINE
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