
NEWSLETTER ARTICLE CHECKLIST 
 
Before planning chapter activities, the Chapter President should contact their Alumni Relations representative (Susan Haight 
518-276-6042 or Suzanne Turcotte 518-276-4132) to discuss the possibility of a newsletter and a production timeline for 
upcoming communications.  A printed chapter newsletter is the most effective way to get the word out about upcoming activities, 
but also the most expensive, therefore a minimum of three future chapter activities are necessary for the newsletter.   Once the 
events and timing are discussed, you're ready to start. 
 
The following is a list of information needed to write newsletter articles. Please remember we are glad to assist with writing the 
articles. These basic details will get us started. Please feel free to insert your event information and e-mail or fax back the 
document to the Regional Associate Communications Specialist, Jillian DeGregorio at degrej@rpi.edu, fax number (518) 276-
4081.  
 

 Date: 
 

 Time:  
(If appropriate, please include times for the following: beginning and ending of event, arrival time, pre-event gathering 
time, cocktail hour, dinner service, etc.) 

 
 Location: 

(City, address, floor, room, building, etc.) 
 

 Is there an attendance limit? If so, what is the number? 
 

 Who may attend?  
Alumni only? Alumni & 1 guest? Alumni, friends and family? Open to all? 

 
 Menu or type of food, when applicable (dinner, hors d’oeuvres, lunch). 

 
 Keynote speaker, special guest, host, when applicable. 

(include titles, and class years if they are alumni) 
 

 Correct spelling of names, titles, class year, and any background information necessary for the story, when applicable. 
 

 What is the cost per person to attend the event?  
 Is it different for dues-paying chapter members, non dues-paying chapter members, children, family rate, 

guests, incoming students, etc? 
 example: $20 for dues-paying members and their guests or $30 for non dues-paying members and their guests 

 
 RSVP method: 

(mail, e-mail, phone, online registration – can be more than one option) 
 

 RSVP address & receiver’s name: 
 example: To register with Visa or MasterCard, visit https://arpinet.rpi.edu/Events. Or send a check made 

payable to "Rensselaer" to Jillian DeGregorio, Office of Alumni Relations, Rensselaer Polytechnic Institute, 
1301 Peoples Ave., Troy, NY 12180.  When sending a check, please be sure to indicate your name, class 
year, contact information, and guest's name and class year if applicable. 

 
 RSVP Deadline: 

 
 Organization/person to make checks payable to: 

 
 Event contact for questions (campus and/or chapter): 

 
 Is there a web address in connection with your event or a link to directions to the event?  

(Yankees Stadium, Restaurant, etc.) 
 

 Is there a selling point? What makes your event special?  
 example: a “Behind-the-scenes” Tour or the first 5000 kids receive free baseball caps. 


