West Horsley
Parish Council

Briefing Note on Publication of Regular Email ‘Bulletin Board’ to Supplement Newsletters

The Communications Task Group asks for financial support for creating a “bulletin board” to be sent by e-mail
four times a year to our residents. These bulletin boards will supplement the Spring and Autumn newsletters
and provide up to date information of events in the village and important matters that affect our residents.

Reason for proposal

At present the PC publishes a newsletter twice a year. We hope you agree that it's a very informative
document and we believe that it is widely read. However, it is only twice a year and so there is a substantial
gap between each publication when there is effectively no active communication from the PC to our residents.
We accept of course that updates are made to the website and residents can access the website at any time.
However, that places an unrealistic reliance on the residents choosing to seek information unprompted.

Our Proposal

Four bulletin boards will be issued to cover the gap between the two printed newsletter. Issue one in Jan/ Feb,
Issue 2 March/ April, Issue 3 July/ August and Issue 4 in September/ October. The bulletins will be sent by e-
mail and will be a maximum of two to three pages long, containing links, if appropriate, to the PC website.
Photos may or may not be attached to the articles displayed. In every issue the recipients of the e-mail will get
an update on matters that are of importance to our residents such as planning and road safety, and also be
notified of upcoming events that may be of interest to all or some of them. In addition, brief reports on events
and activities which have occurred may be included.

Mechanics

Contributors: We intend to contact the organisations which are listed in the newsletter under the heading
“Clubs and Activities Around the Village” plus other organisations such as the churches, West Horsley Place and
any other non-commercial organisations that would like to promote upcoming activities. The Task Group will
compile a database of the email addresses of these organisations. An invitation will then be issued to them all
explaining the concept and inviting them to contribute as they wish. Clir Dodgson will be the “editor” in
consultation with the Communications Task Group. The PC Chairman will have the final say as to the inclusion
of any contributions which appear to be contentious.

Recipients: The Communications Task Group already has a database containing many email addresses of
residents. We will have to ask these addressees whether they would like to receive the bulletins.

We intend to gather more addresses by a mail drop containing an invitation to all residents to register to
receive the bulletins. Our aim is to have as many of our residents on our database as possible. A further briefing
note will be presented to Council once the cost of such a mail drop has been costed.

Recommendations

e To approve the launch of an e-bulletin board to be issued four times a year, with hard copies to be made
available on request.

e To approve a budget, not exceeding £1000 per year, to meet the cost of producing the bulletin —including
typesetting etc. in line with the current newsletter style.

e To agree, in principle, to a mail drop to all residents inviting them to join the Parish Council’s e-mailing list.
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