DAILY DIGEST TIP SHEET
Why follow the guidelines of this tip sheet? 

The Daily Digest team receives a large volume of fact-intensive submissions every day. The closer your submission is to the Daily Digest style, the less likely it will be substantially changed in the editing process. This greatly reduces the chance for factual errors or changes in the intended meaning of statements made in the submission.
If the editor only needs to check for grammar, punctuation, spelling, style and syntax, your submission is likely to appear in the Daily Digest close to, if not exactly, the way you wrote it. Here are some tips to follow in writing the copy for the details box of the submission form:
Format of a typical event listing in the Drexel Daily Digest
Name of sponsoring organization (no acronyms in first mention), name or type of event, day, date (with year), time and location of the event (room number and building).
Short paragraph explaining the event and giving the name and title of the speaker(s), i.e. Anthony J. Drexel, founder, Drexel University. 

Who’s invited to the event? General public?  Drexel students only?

Is there a cost?

Do people need to RSVP?

How do you reach the public contact person?

Some things to keep in mind
The Daily Digest is considered a publication “of record” for the University. The editorial staff strives to publish information that is as complete and accurate as possible. It is written in A.P. (Associated Press) style because it’s considered a news-oriented publication that lists news, announcements and events of interest to the entire University. 
The Daily Digest is not an “advertising” vehicle, so wording such as---It’s the “best” event. This is a “great” opportunity. Attendees will “really enjoy it.”--- will be deleted. Exclamation points used for emphasis are always deleted. 
Since the Daily Digest is written in A.P. style and not in an advertising style, readers are not addressed directly (in the first person), but rather as part of a general category. Instead of the word “you,”  a general category would be addressed, i.e. students, faculty and staff, general public, students only, etc. The word “please” is always deleted. Phrases such as “See you there” will be deleted because they refer to the reader in the first person. Some examples:

“You” are invited-----                 “Students, faculty and staff” are invited.

“You” should bring----               “Participants” or “attendees” should bring…..

Multiple Submissions
Each day that you would like your listing to appear in the Daily Digest requires a separate submission using the online submission form. Submissions are published a maximum of three times. Additional dates can be added at the discretion of the Vice President for University Relations. For multiple submissions, you can go to the first publication of your event in the Daily Digest and copy and paste it into the details box for subsequent submissions. Your submission will appear verbatim in subsequent issues of the Daily Digest.
