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Guidelines for the IHCUS Newsletter Editor 

1. Publication:

a. The newsletter is the publication of record for the club  

i. It is free with membership. 

ii. Non-members may subscribe – cost is listed in IHCUS Store

iii. Back issues may be purchased   --  cost is listed in IHCUS Store

iv. Back issues will be posted on the website in the “Members Only” section

b. The newsletter is currently published quarterly 

i. Issues are known as Spring, Summer, Fall, and Winter.

ii. Issues deadlines are Mar 1, Jun 1, Sep 1, and Dec 1 respectively
1. Experience dictates that you be strict about this unless it is a pressing, time sensitive matter

2. If you want to move the deadlines up to give yourself more time please do so but advise the Board first

iii. A reasonable goal is to have an issue mailed out no later than one month after the deadline but no more than 1 ½  months

c. Reports:

i. Officers, Committee Chairs, and others performing jobs for IHCUS should submit reports for each issue (unless there is nothing to report, in which case committee members will inform the editor) 

d. Minutes:

i. Currently the minutes of IHCUS Board minutes are published (but this is at the discretion of each Board) 

e. Inserts:  

i. From time to time the Board will provide you something to have printed and inserted

ii. Inserting mailings into the newsletter for requests for nominations, ballots etc. saves the club a lot of money and saves from having to do individual mailings via the USPS 

iii. An insert usually costs about 5 cents per page inserted and may run one or two pages. 
f. Cover:  
i. IHCUS Logo is to be on all Third Eye Covers

ii. Issue and Year are to be on all covers.

iii. The title “The Third Eye” is to be on all covers

iv. The policy has been not to use dogs currently being shown or breeding. NO advertisement on the front cover.
2. Approval:

a. The Board must approve every issue before it is sent to the printer.

i. Plan on this taking one week  

b. The Board has the discretion to not approve content that it regards as detrimental to the well-being of the club or that is not backed up by supporting information when appropriate.  (No Board has ever exercised this authority and it is doubtful it will be necessary but the Editor should be aware of this.)

3. Contracts and Agreements: 
a. Contracts or agreement obligating IHCUS to expend funds must be approved by the Board. 

b. Printer Contract: 

i. The Board will exercise discretion as to whether a Board officer or the editor may sign a contract or pricing agreement from the Printer once it is approved. 
ii. The editor should use the printer that worked well for the previous editor.
iii. If the editor elects to select a new printer, he/she must provide a written request and financial breakdown to the board for approval

4. Budget:  

a. The newsletter must be self-supporting. 
b. The newsletter budget shall be one-half the membership dues pluse advertising money.

c. The editor shall submit a budget estimate for the upcoming calendar year in November of the current year. 

i. Average cost to print a newsletter is approximately $1.50 each

ii. Average cost to mail out a newsletter is approximately $1.50. (This includes postage, labels, and an envelope)

iii. A rough estimate is that you need a minimum of $383 of ad income for each newsletter to break even
d. New editors initially should base their costs on those of the outgoing editor to include adjustments if the newsletter has been in the red. 

e. The Board will provide new editors with a cost breakdown of income and expenses of the most recent year’s newsletters to assist in formulation of a budget. 

5. Formatting: 
a. The Editor sets the format for reports and ads and communicates this in the newsletter. 

b. The format traditionally is 8 ½ by 11 inches. 

c. Each issue MUST include at a minimum: (for other mandatory content, see section 13)
i. Statement of subscriptions and rates

ii. Submission Deadlines
iii. Advertisement fees for members and non-members

iv. A link to criteria to submit ads. (It is permitted to charge more for ads that are not print read.)  

v. The list of IHCUS Officers and Committees and their contact information 

d. If you wish content to be submitted within certain formats please inform all concerned

6. National Specialty Information:

a. Sweepstakes, conformation and performance results with photos shall be printed in the newsletter, in color if affordable.

b. Usually BOB, BOS. WD, WB, Best in Sweeps, BOS in Sweeps, Best Junior etc. and similar levels for performance events are included. 
c. The show chair shall ensure photos and a marked catalog are provided to the editor. 
7. Other IHCUS events:

a. Reports from non-national events may be published if submitted and space allows.
b. This can include photos, results and a write up on the event.

8. Distribution:

a. Copies of each issue shall be sent to the following
i. current members (family memberships only get one newsletter)
ii. current Non-Member subscribers

iii. club historian
iv. AKC.
v. PDF version to the Webmaster (compressed if possible)

vi. Modified PDF version for AKC Judges sent to the Webmaster (all club business is to be removed from this version.)

vii. Web Ads: Acceptable picture format (JPG, PNG etc) of all full page ads, submitted by members, should be sent to the Webmaster. (This will be displayed on the website IF the member has paid the additional $5)
viii. If a contest is used to choose the front cover of the T.E. .. the winning photo of the contest will be displayed on the website along with any Web Ads.

b. The number of issues printed shall be based on the number of:

i. current members (family memberships only get one newsletter)
ii. the copy for the historian

iii. the copy for the AKC 
iv. copies reserved for potential new members 
v. copies for all non-member subscribers 
vi. Those who place full page color ads have been given one copy of that newsletter as a courtesy (This means a member placing a color ad will be sent two newsletters)

9. Article Information:

a. The newsletter shall contain a statement that articles may not be reprinted or published online without permission from the editor.

b. The editor shall ensure that all pictures and articles or reprints from other publications submitted to the newsletter are accompanied by the appropriate permissions prior to publication.
c. Articles dealing with genetics or health must be approved by Health and Research Chairperson

d. Black Ribbon black and white ads are free and have been one page

10. Website:  
a. The editor should review with the webmaster what newsletter related information is on the website.

i. such as deadlines, subscription and ad rates 
ii. application forms
iii. options for payment (such as IHCUS Store, PayPal or directly to the treasurer etc.)

iv. full-page color ads for members to be displayed on website, for an additional fee determined by the BOD.
b. Mailing Lists of members and subscribers can be found on the website

i. It is maintained by the membership chair 

ii. You can download it from the IHCUS website for labels etc. (See Webmaster for how to do this.)

c. Issues more than 1 year old shall be published on the website for Members only.

11. Finances: 
a. The editor should work with the treasurer as regards to understand
i. how to request reimbursements 
ii. how to request advances
iii. how the treasurer keeps track of whether the newsletter is paying for itself
iv. The Treasurer shall reimburse you within 30 days of receipt of your request with appropriate documentation. 
1. Use the Treasurer’s reimbursement form downloadable from the website for all of your expenses

2. Include all receipts (highlight/circle the date and total on each receipt)

b. Treasurer can advance up to $200.00 per issue

i. itemized receipt MUST be sent to the treasurer

c. Advertisements/Announcements:

i. There are various ad sized ads

1. full page color

2. full page black and White

3. ½ page black and white

4. Business card

ii. The following announcements are free to members

1.  Black Ribbon ads, black and white, are free and have been a full page ad
2. New title brag

3. New Litter brag (litter must be born)
iii. Payments for ads:

1.  through the IHCUS Store (preferred)

a. Webmaster will forward a copy of the store invoice to the editor

2. directly through the IHCUS PayPal account (treasurer@ihcus.org)
a. Treasurer will forward a copy of the PayPal invoice to the editor  
3. Payments by paper check (sent to the Treasurer at her P.O. address)

a. Treasurer will notify the editor of any checks received and for what.
4. By-Laws regarding budget: The newsletter budget shall be one-half the membership dues plus advertising money.

12. Email Addresses / Facebook Information:
a. Email:

i. The IHCUS e-mail address for the newsletter editor is thirdeye@ihcus.org

1.  Use this for all online communication in your capacity as editor
2. All email coming to this address will automatically be forwarded to the editors personal email account
3. Set up your personal account so that you can send email from the thirdeye@ihcus.org account 

ii. Use the Board IHCUS e-mail addresses for all communications to the Board (ex: president@ihcus.org - these addresses are all in the newsletter)

b. Facebook:

i. All information posted on Facebook regarding the Third Eye is to go on the IHCUS Third Eye Facebook page. (Not editors personal FB Page) Content can also be cross posted to the IHCUS Facebook page
ii. Username:  IbizanHound ThirdEye
iii. Timeline: http://www.facebook.com/ibizanhound.thirdeye 

iv. Email - Primary: thirdeye@ihcus.org  
Facebook email:   ibizanhound.thirdeye@facebook.com
v. Password:   beezer

13. Guideline of items in the Newsletter
a. All issues:

i. Table of Contents

ii. Current listing of Officers and Board Members

1. Include contact information (email address is the “position”@ihcus.org address)

iii. Listing of “Other Positions and Committees” with contact information

iv. Letter from the President

v. Letter from the Editor

vi. 3 months of Board minutes

vii. Subscription rates

viii. Submission deadlines

ix. Advertisement information
1. Print Ready ad - cost - Requirements

2. TE Formats ad - cost - Requirements
x. Membership 
1. Will post new applications for membership which will include the applicants’ name and names of both sponsors
2. List any new members approved for membership
xi. Treasurer Quarterly Report

xii. Committee Reports are included when information is available: Committee members must contact the editor prior to the deadline to inform him/her of content going in, OR that there is no update for their committee. 
1. AKC Delegate following each AKC Delegates meeting
2. Awards will submit reports and new awards under the IHCUS program which may include some photos. (New title holders etc.)
3. AKC Columnist: Nan Little is our contributor and a copy of what she submits should be included in the newsletter

4. AKC Syndicate – features content potentially useful to dog breed clubs. To obtain your user ID and password for access to the AKC Syndicate contact AKC at atixp@akc.org.  The secretary will inform AKC you are the new editor of our newsletter

5. Health and Research submits a report when there is new information and also will submit Ibizans registered with CERF (IHCUS subscribes), also Ibizans in the OFA database for hips, thyroid, hearing etc.  Please note all articles and content submitted to the editor dealing with health and research must be approved by the health and research chair

6. Rescue
b. Specific Issues:

i. Spring Issue: 

1. Membership update

2. Application/request for bids to host the IHCUS National Specialty (minimally every 2 years)
ii.  Summer Issue:
1. Every 2 years – odd years only
a. List the new slate of officers and board members 

iii. Fall Issue:

1. Membership renewal notice (Front Cover Mandatory) & online renewal instructions
2. Membership renewal form (Insert)

iv. Winter Issue
c. Items that may move between issues:

1. Information regarding the Outstanding Sportsmanship Award
a. 2 issues prior to National Specialty – Information and request for name submission

b. 1 issue prior to National Specialty – Ballot with nominated names on it for membership to vote. - (Insert)

2. Schedule of National Specialty events – Issue that is received prior to the National Specialty

a. MANDATORY  - mention of time, date and location of Annual Membership Meeting
b. Complete information on the specialty
c. Schedule of events 
3. Results of the National Specialty (Issue following the Specialty)
4. Approximately every 2 years

a.  List of AKC / CKC judges Ibizan Hound Judges listed by State/Provence 

b. Judge Nomination form (Insert) for National Specialty judges (to be included in issue with the listing of AKC/CKC Judges)
c. Judges ballot for National Specialty Judge (Insert) –  the issue following the Listing of the judges
5. Logo for National Specialty IF a contest is used.

a. Requesting Logo submissions – 1 year from the National Specialty date

b. Publishing Logo submissions for voting –  the issue following the request for logos

c. Publishing Logo contest results –  the issue following the voting on the logos
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