Timeline for the production of the school newsletter – Month XXXXX Year 20XX
	Task
	Remind all newsletter contributors of the deadline for the publication 
	Deadline for the submission of articles, photos, adverts or images for publication 
	Design the layout of the newsletter in publication format
	Proofread and edit the final version of the newsletter.  

Appointed person to read the final version and sign off
	Send newsletter for printing
	Distribution date – deliver to students, staff and other agreed recipients. Post on school noticeborad and place on the school website.
	Collection and response to feedback about the newsletter.

	To be complete by
	7 days prior to publication date
	4 days prior to publication date.
	3 days prior to publication date.
	2 days prior to publication date.
	Allow 1 day for the printing/ publishing.
	Publication deadline.
	Within one week of the distribution.
































