Flywheel Template, v5

Make a copy of this file, save it with the date of NEXT meeting (for example, fw_092210.doc), then use it to compose your report by typing over the blue text. 

Please DO NOT type over the bolded headlines; they’re formatted so that they’ll appear properly when imported into a web editing program. If there is no new content in a category (e.g., No “Rotarian with Guests”) just type “No guests” and I’ll delete that item from the Flywheel that week.

Please read and heed the notes on word count at bottom of this template.

After you’re done, please email it to nick@lumina-media.com   Thanks.
MEETING OF (insert date of last week’s meeting): 

Write your content below each of these headlines, typing over the blue text.  Use bold for a member’s names only the first time it appears in a paragraph, not each time. Only one space needed between sentences— don’t hit the space-bar more than once.

Please keep this first section to less than about 700 words

Welcome, Invocation, Thought for the Day

Type here

Visiting Rotarians

Names spelled correctly?
Rotarians with Guests

Again, please verify name spellings.
Sunshine Report

Type here. 
Announcements 

Bulleted lists work best here, like this

· Item 1

· Item 2

· Item 3

Special Events 

(e.g., Paul Harris awards, new member induction, etc.)

Recognitions

Type here

Happy and Sad Dollars

Type here. Are those names correctly spelled? Check the Members’ pages.

THE PROGRAM 
Write your summary of last week’s program here. Please keep it to LESS THAN ABOUT 300 WORDS.

Type here

- Rotating Editor, Scribe, etc.
Notes:

· To encourage that the Flywheel is read and enjoyed, our goal is to keep it under about 1,000 words. The 700/300 split we suggest is just approximate. Divvy it up as you see fit.

· Writing for the web requires a bit of a shift from writing for the printed page. Very few people actually read word by word on the web. Instead, about 90% of web users scan the screen. Therefore:

· Use shorter sentences

· Break your content into shorter paragraphs 

· Use bulleted list when it makes sense

· Don’t underline text. Underlined text is reserved hyperlinks on the web. Let’s not confuse people.

