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Document Name: Texas Angus Association Newsletter and Digital 

Services Guidelines 
Effective Date: 05/13/2023 
Document Status: Active 

 

 

 
 

1.0 Purpose 

The purpose of this document is to outline the process of producing the Texas Angus 

Newsletter. 

 

2.0 Policy Details 
The production process will include the different sections of the newsletter, advertising customers, 

deadlines and mailing procedures. 

Training and policy updates will occur during first scheduled Newsletter Committee meeting in 

February of each year. 

The Newsletter Chair and TAA staff will oversee all aspects of production. All communications and 

updates will be copied to his/her email. 

The Executive Director will be responsible for contacting and developing advertiser list, assembling 

the periodical and getting the proof ready for review. The proof will be sent to all committee 

members for review. The advertisement proofs will be sent to each respective advertiser for 

approval with page location in periodical. 
 

3.0 Policy Scope 
The Newsletter committee should be able to put all components of the magazine together, contact 

appropriate advertisers and mail the publication using this manual. 
 

4.0 Related Policies 
The TAA newsletter will integrate with the directory annually and the American Angus 

Convention. The newsletter will also integrate with TAA sale publications. 

 

5.0 Procedures 
A. Pages 

Covers 

(Produced by Executive Director) 

The front cover will contain a photograph or piece of artwork reflecting the theme for 

that issue. A drop box will contain several photos for selection, while the TAA office 

computer will maintain and save several photos for the newsletter’s use as well. 
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Additionally, a list of contacts will be maintained to solicit photos and artwork (Appendix 

A and A1). 

 
The front cover must include the following: 

• The Title of “Texas Angus News” 

• A subtitle of “Official Publication of the Texas Angus Association” 

• A subtitle that names the theme of the issue 

• Issue number (e.g. “Issue 4”) 

• Volume number (e.g. “Volume 85”) 

• Abbreviation of Month and Year of Publication (e.g. “Sept 2020) 

• A list of major upcoming events and their dates (e.g. “Texas Angus Autumn Classic 

10/10/2020”) 

If over 48 pages, there will be a spine. If so, the spine of the cover will include: 

• “Texas Angus News” 

• Issue number 

• Volume number 

• Abbreviation of Month and Year of Publication 

The back cover will include: 

• Advertisements (see Media Kit) 

 
Membership Application 

(Produced by Executive Director) 

A revised membership application will be inserted in each publication (Appendix B). 

 
Contents Pages (Left and Right Page) 

(Produced by Executive Director) 

The contents page must contain a list of directors and contacts, a list For Sale items, a 

calendar of events, a page-by-page breakdown of the issue (excluding advertisements) 

and cover photo credits (Appendix C). 

 
Presidents’ Letter 

(Produced by President) 

This page, devoted to the TAA president’s letter, will be entitled “From the President.” It 

will contain a subtitle that will act as a title for the letter, followed immediately by the 

letter itself. The page will also contain a picture of the president, captioned by his or her 

name and title (e.g. “Greg Dennis, President”). 

 
The same format will be followed if a letter is submitted by the American Angus 

Association President, except for the requisite changes made to name, position, and letter 

title. The title of this page will be “American Angus President.” 
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Herd Management Letter 

(Produced by Regional Manager or Director) 

The format for this letter will generally follow the format of the president’s letter. 

Requisite changes include: the page title of “Herd Management,” name of contributor, 

name of ranch or business owned by contributor, contributor’s email. It will also include a 

letter title. 

 
From the Desk of the Regional Manager 

(Produced by Regional Manager) 

The title of this page will be “From the Desk of the Regional Manager” and will include a 

letter from a contributor. The format of this page will follow the general format of all 

other letters and will make the requisite changes. 

 
Sale Reports 

(Produced by Regional Manager) 

The Sale Reports page must include the name of each sale, along with its date and 

location, the name of the auctioneer, the name of the sale manager, the name of the API 

rep and the top lots sold at the auction. 

 
Texas Angus Auxiliary Letter (2 pages—L and R, Full Spread) 

(produced by Auxiliary President) 

This page will be entitled “Texas Angus Auxiliary” and will include a letter from its 

president or one of its members. It will follow the general format of all other letters, 

making the requisite changes. From time to time, it may also include a list of former 

Texas Angus Auxiliary presidents, as well as its current officers. Once a year, the page will 

also include a cookbook order form. 

 
What's Cooking Recipes 

(Produced by Auxiliary President) 

The title of this page will be “What’s Cooking.” The recipes will be courtesy of the 

Certified Angus Beef brand and will be placed side-by-side on the page, appearing as they 

are sent from the brand. 

 
Financial Forum Letter 

(Produced by director with financial expertise) 

The title of this page will be “Financial Forum.” The title of the letter will reflect the 

subject-matter of the letter. The letter will be either by introduced by the name of the 

contributor and his or her titles, or it will be concluded by the bio and photograph of the 

letter’s contributor, along with any disclosures and references that need to be made. 
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Committee Reports 

 
Each committee chair will give a brief report to the membership in the TAA Directory Issue. 

If an executive meeting or general board meeting occurs, then the president will either 

report it in his report or as a separate report. 

 

B. Timelines 

 
The timeline will be orchestrated by the Executive Director. The Newsletter Chair is 

copied to on all development emails and reported to weekly. Chairman and committee 

members will be given a call list of 5 to 10 potential advertisers during "3 months out" 

committee meeting. 

 
The timeline for each issue begins the previous year. Large companies require 

advertising to be budgeted for each physical year. Smaller companies prefer at least a 

2 month lead time to budget and prepare for an event. 

 
The "Start" timeline is as follows prior to the 1st day of publication month: 

 
February: Review Media Kit . Update committee members and directors. Update cost 

and circulation numbers during Newsletter Committee meeting . Reach out to 

contributors to give themes and deadlines for year. Train new members. 

 
August: 

Call all known advertisers to budget for upcoming year. Place each one in 

"advertisers" spreadsheet for applicable month(s). 

 
3 months out: 

Committee meeting scheduled by Executive Director 

Review theme for publication month. 

Call prospective advertisers to review our theme for month and their 

events/marketing plans for that month. 

Review articles and photos in Drop Box then place applicable documents in folder for 

that publication month. 

Determine circulation list for publication month. This is a list of TAA members, 

regional customers and advertisers. AAA expanded list may also be included. 

 
2 months out: 

Committee Meeting scheduled by Executive Director 

Secure advertisers and gather applicable art work. 

Secure any new articles for newsletter. 

Finalize front cover photo. 

Reach out to letter writers to remind them of due dates and themes for month. 
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1 month out: 

Committee meeting scheduled by Executive Director 

Amend business card advertisements. Include businesses that give TAA member 

discounts. 

Assemble newsletter by 10th of month. 

Reach out to assist advertisers who have not completed artwork 

 
 
 

C. Advertisements 

 
The net minimum for each publication is 15 full page advertisements for member mail 

out and 30 full page advertisements for expanded mail out. This does not include 

business cards and free advertisements or half page and feature pages. 

These minimums are required to cover the approximate cost of the 1000 issues for 

limited mail out and 3500 issues for expanded mail out. 

 
The procedure for securing advertisements begins 12 months out. First, introduce TAA 

Newsletter if they are not familiar with us and give them a sample of our product. There 

are several subsequent conversations after the introduction which must include an 

understanding of their business needs and how we can help them. Gather contact 

information, type of business and prospective months to advertise. A positive relationship 

needs to be established. When an advertisement is purchased the business is placed in a 

call list for that month. The call list will be used to reach out during newsletter 

development, at publication to ensure copies are sent to all additional advertiser 

locations and after publication for feedback. 

 
A. Advertising requirements: Cattle and/or genetic offering advertisers must have Angus 

cattle prominently displayed on the advertisement and if displaying multiple breeds, 
Angus will be the majority.  
 

B. Deadlines 

 
See Media Kit for hard deadlines. 

 
 

C. Mailing and Production Costs and Procedures 

 
Refer to Angus Media or Slate Group for Updated costs. 

 
Sharon Mayes at Angus Media 816-383-5221 smayes@angus.org 

Don Denny Slate Group 806-789-7713 don@slategroup.com 

mailto:smayes@angus.org
mailto:don@slategroup.com
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Completion checklist questions. (KPQ) 
 

Customers -Members and Advertisers 

Is our membership growing? 

Are our advertisers growing? 

Is our revenue increasing? 

 
Workforce- Megan, Wyman, Greg, Keith, Monte 

Is each member of workforce completing his/her task according to timeline? 

Are they properly trained for tasks? 

Do they actively participate in the committee meetings? 

Is our team reaching out to new or prospective advertisers and members? 

Is this being documented in membership list and advertiser list? 

 
Information - P&P manual, Media Kit, Master and Monthly advertiser spreadsheet, Membership 

Survey, Committee meetings checklist, Drop Box 

Does each committee member have access to information and know how to use it? 

Is the information current? 

Are they measured by the current information? 

How are they measured? 

 
Operation-Newsletter completed on time and on budget. Advertising and content goals are met 

according to P&P manual. 

What is the customer feedback from the publication? 

Do advertisers seek us out because of the publication? 

Do new members join because of the publication? 

Is Angus Media and Slate Group pleased with our production timeline and quality of work? 

Is profitability meeting budget? 

Are costs meeting budget? 

 
I have read the Policies and Procedures and understand my responsibility in the production of the 

TAA Newsletter. 
 

Signature   Date   
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6.0 Exhibits / Appendices / Forms 

 
Appendix A (front cover) 

 

Appendix A1 
Insert photographers and artists here 
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Appendix B (membership application) 
 



Policy Procedure Manual 

9 

 

 

 

Appendix C (contents pages) 
 

 

 


