Class Column Process
As class secretary, you play an important role in keeping your classmates connected to one another and to our college. For the Mary Baldwin College Magazine, you will gather, organize, and compose a class column for each of two issues published in spring and fall. We hope these guidelines will help you with your class columns. 

Gathering Information

You will receive information from your classmates in a variety of ways:

· E-mails, letters, and cards sent directly to you by your classmates
· Phone calls and conversations you have with classmates
· Information sent you by the Alumnae/i Office and/or information forwarded to you by other college staff
Organizing Your Notes


You will find it helpful to keep information organized as you receive it. File letters/cards, print out e-mailed messages, and jot down information you get by phone. It is important that you record all the information you receive and provide copies to Alumnae/i Office for updating records. No doubt you will develop a method of organizing information that works for you. Here are a few suggestions to get you started:

· You may want to set up different files for information in different stages of the process:

~ More research needed

~ Hold for more info to come

~ Ready to send to Alumnae/i Office

· You may also want three separate files for marriage, birth, and death listings (see magazine for format)
· After you compose a column for each issue of the magazine and send copies of all documents — along with your class column — to the Alumnae/i Office, please keep your copies in a notebook or file labeled for each issue (Fall 2006, Spring 2007, and on).
· Keep photos in a file, and send them with any attached correspondence you receive when you submit your class column. Please create a caption for each photo identifying who is in the picture, what is happening, where it was taken and any special significance to MBC or your class. Digital photos (preferred) may be forwarded to alumnae@mbc.edu. 

Research/Fact-Checking

Twice each year, you will receive a report from the Alumnae/i Office that will give you the most current information the college has about your classmates. These listings will allow you to verify information for your class column and will help the college stay current about your classmates. It is essential that information you receive from your classmates is checked for accuracy against the list the college sends you before you compose a class column.  The following information will need to be checked:

· Full name of alumna/us: first name, any nick name (in quotes), maiden name, and last name.
· Class year of alumna/us: If you receive information from someone whose name does not appear on your listing from the college, please send it to the Alumnae/i Office. The sender may be confused, or the college may not realize that s/he considers her/himself a member of your class (for instance, if s/he graduated earlier or later than others in the class).
· Names of any other alumnae/i mentioned in the information you receive. Sometimes a classmate will send you information that includes the name(s) of other alumnae/i. Those names must also be checked. If the names are of people in the same class, you will find that information on your listing from the college. If not, please contact the Alumnae/i Office and a staff member will verify the information for you. If there is a discrepancy between what you receive from classmates and what the college listing says, please forward a copy of the information you received as soon as possible so that Alumnae/i Office may reconcile the facts, and if necessary update that person’s record. If you receive the information by phone or in conversation, please call or e-mail the staff in Alumnae/i Office.
· Death of an alumna/us: Please contact the Alumnae/i Office immediately if you hear of a death.

Composition of Notes


With Class Leadership and a renewed focus on engaging/re-engaging our alumnae/i, it seems right to present class information in a more conversational style. Class columns will now be written as columns instead of individual notes. Your class column might read like a personal letter from you, the class secretary, to your classmates. You will have a good measure of freedom in writing your class column. The Alumnae/i Office will review your column for accuracy and the magazine editor may need to edit for space and/or make corrections as needed, but you should use your own words and style.  At present there is no word count limitation, but please keep your column concise for reasons of space and magazine costs. 
     We want to continue acknowledging and honoring our alumnae/i achievements and accomplishments, so please include such information as advanced degrees, job changes/promotions, retirements, major publications, volunteer work, and notable awards. As classmates, it may also be important for each of you to know about milestone 

birthdays and anniversaries, relocations, job transitions, special travels, and the like. Remember to include your classmate’s information about marriages, births, and deaths for the separate listings in the magazine.

Class Column Samples
Here are a few sample columns that might be helpful as you find your own creative style:
1995
Class secretary: Jess Harding
222 Market Street, Staunton, VA 24401

E-mail: jhard12@tellall.com

Greetings classmates! I received so much news over the summer, if you don’t see your news here, look for it in the next issue! After finishing her residency in dermatology at Cornell University last year, KRISTINA “KRIS” COLLINS has been traveling and volunteering in Southeast Asia. She joined a Singapore-based company and ran a clinic and camp for 2,000 refugees in Indonesia for the tsunami victims for three months. Kris tells us that DONNA SAWYER Evans and husband Keith had a baby girl, Hannah Lee, in April. CARRIE SIMPSON Lawson of Jacksonville FL gave birth to twins, Molly and Connor, in January. “Molly weighed in at 5lb, 7oz, and Connor was 6lb. We are living in Jacksonville FL but hope to return to Virginia in a few years.” MARTHA MYERS earned her master’s degree in public policy from the Woodrow Wilson School at Princeton in 2003 and took a job in New York City. She enjoys living in her townhouse with feline friends Patches and Matilda. (etc) 

1961
Class secretary: Shirley Freeman Winters

333 Baldwin Blvd, Denver, CO 00000

E-mail: sfwin@hootmail.com
Remember March 30 – April 2, 2006 for our great 30th Reunion!  JANE “J” SIMON Fields has a new children’s book out, Friends Forever, which she wrote and illustrated! Jane is donating all profits from the sale of her book to the Happy Hearts charity for children. JOAN ABBOTT Myers and husband Tom are retired but have a kayak-building company in Bristol TN. They have six grandchildren with another on the way. Joan reports that she has enjoyed recent visits with GRACE HOPKINS Allen and JOY RIDER Smith. All plan to attend Reunion this spring!  LOIS PETERS Branch is planning a safari in Tanzania and CAMMIE LUCAS is off to Scandinavia for three months. LINDA JACKSON Knight and husband John took a glorious cruise on the Radisson’s Seven Seas Voyager around the Baltic Sea. They saw lots of historical sights along the way. (etc)
Submitting Class Columns
We are counting on you to get your class columns to us on time. If we do not receive them on time, you run the risk of the column not running in that issue. We must reserve the right to make that decision, if your column is late. Your deadline will be approximately 3 months prior to the mailing date of each magazine.

Fall 2007 issue

Deadline for class columns is July 15, 2007

Send Your Class Columns
It will be most helpful if you can send your class column electronically (via e-mail) so we do not have to retype it. In addition, we need you to mail your column and other documents you receive/collect for our files – please keep a copy of everything you mail to us.
Preferred format:
Microsoft Word
Also acceptable:
Other text formats




In body of e-mail

Via e-mail:

alumnae@mbc.edu 

(preferred)


Via mail:  
Class Note Coordinator, Office of Alumnae/i and Parent Relations, Mary Baldwin College, Staunton, VA  24401

Class Columns: Style Guide
The rules we follow for this section of the magazine are different from the Mary Baldwin College Style Guide, primarily to fit important and interesting information into limited space. The items below are listed because they are frequently used. 

· Please put the following identifying information at the top of each of your columns:

      Your name and class year

Jennifer Brillhart Kibler ‘91

      
      Your mailing address

222 S. Wales St, Staunton VA 24401 

      
      Your e-mail address 

jbkibler@mbc.edu
· Put only classmates names (first, nickname, and maiden names) capitalized and in bold (married names should  be in upper and lower case letters):

      
     SUSAN MAE “SUZ” SMITH Johnson 
· Do not separate an alumna/u's name when used with a spouse’s name:
Use MARY JONES Smith and Tom — not MARY JONES and Tom Smith (nor Mary Smith and Tom Smith), unless the alumna/u does not use a spouse’s name (spouse’s names should not be bold).

· Put alumnae/i nicknames in quotation marks:
DIANE “SPUNKY” LEWIS Edwards or JOHN “J” SMITH
· Use one space after the period at the end of sentences, rather than two spaces.
· Italicize:
All titles of books, magazines, newspapers, plays, and works of art, foreign words and phrases, and the names of ships
· Use quotations marks:
All short stories, poems, lectures, articles, and parts of books (chapters, sections, etc.)
· Abbreviate titles which precede names. Do not abbreviate nor capitalize titles used after names:
Dr. Jones, Pres. Smith, Gen. Johnson 


      Helen is director of the Children's Aid Society
· Months should be spelled out. Years should not be abbreviated, except when used after an alumnae/i names to designate MBC class years (e.g. ’03). In general, use month and year (not day), except for birth, marriage, and death listings.
August 2006 (instead of Aug ’06 or Aug 14, 2006)

Jane Smith ’03 (instead of Jane Smith, class of 2003)

· Use numbers with ordinals such as ‘th’ or ‘st’ to shorten days or years. 
50th anniversary (instead of fiftieth anniversary)

 1st of the month (instead of first of the month) 

· Addresses should be abbreviated with no periods. 


      Ave, St, Blvd
· Use the official two-letter abbreviations for states, no periods, and capitalize the two letters:
	Alabama
	AL
	Kansas
	KS
	Ohio
	OH

	Alaska
	AK
	Kentucky
	KY
	Oklahoma
	OK

	Arizona
	AZ
	Louisiana
	LA
	Oregon
	OR

	Arkansas
	AR
	Maine
	ME
	Pennsylvania
	PA

	American Samoa
	AS
	Maryland
	MD
	Puerto Rico
	PR

	California
	CA
	Massachusetts
	MA
	Rhode Island
	RI

	Canal Zone
	CZ
	Michigan
	MI
	South Carolina
	SC

	Colorado
	CO
	Minnesota
	MN
	South Dakota
	SD

	Connecticut
	CT
	Mississippi
	MS
	Tennessee
	TN

	Delaware
	DE
	Missouri
	MO
	Trust Territories
	TT

	District of Columbia
	DC
	Montana
	MT
	Texas
	TX

	Florida
	FL
	Nebraska
	NE
	Utah
	UT

	Georgia
	GA
	Nevada
	NV
	Vermont
	VT

	Guam
	GU
	New Hampshire
	NH
	Virginia
	VA

	Hawaii
	HI
	New Jersey
	NJ
	Virgin Islands
	VI

	Idaho
	ID
	New Mexico
	NM
	Washington
	WA

	Illinois
	IL
	New York
	NY
	West Virginia
	WV

	Indiana
	IN
	North Carolina
	NC
	Wisconsin
	WI

	Iowa
	IA
	North Dakota
	ND
	Wyoming
	WY


· Do not abbreviate institutions of higher education (unless you must mention the same institution more than once in your column):
University of Virginia (not UVA)
Virginia Military Institute (not VMI)
· Degrees may be abbreviated and no periods are necessary (you may want to add the subject of the degree, such as “Mary just completed a master’s degree in education.”):
PhD

(doctoral degree)
MA

(master of arts degree)

BA


(bachelor of arts degree)

BS


(bachelor of science degree)

· Ages should be listed in parentheses and always with using a number:
Karen has children Elizabeth (11) and Henry (9). (Not: Karen has an eleven-year-old daughter, Elizabeth, and a nine-year-old son, Henry.)
· Use numbers rather than spelling out number-names:
1 grandchild, 3 months, 16 pets (Not: one grandchild, three months, sixteen pets)
· Common words and how to use them in your class column:

      Web site


      e-mail


      master's degree
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