
Website Article Guidelines 

 Please use the website article template form when requesting to have 

your article posted on the website.  The form can be found under the 
blue “Links” tab under Mother Advisor’s Resources.  Here is the link so 

that you can find it easily on the website:  

Website Article Template. 

 This makes the process much easier to post an article because you are 

writing this for the website and providing what you want in the 
article.  This eliminates some of the guess work on our part.  The 

template is in a Word document so that all we have to do is cut and 
paste. 

 
 We are limited in what we can use for fonts and our standard font, 

accepted and approved, is Verdana.  
 

 Please do not try to put pictures or clipart into the website 

form/article.  Simply attach the pictures and/or clipart in jpg 
format.  In your email let us know that you would like them put in the 

article and allow us to fit them in.  Just so that you know 
- pictures need to uploaded in a separate area of the server and then 

brought into the article as we create it. 
 

 Most photo's must be resized before sending. Please limit photo size to 
be less than 12KB. A website for resizing is:  

http://www.picresize.com/ 
 

 If you have a document that you want to be available to others please 
send it in the original format – Word, Excel etc.  or simply send as a 

pdf.  Please remember if we do not have the original format we cannot 
change the pdf. 

 

 The pdf documents work really well when attaching/linking 
documents to articles, however, they do not work well when using the 

pdf document as the article.  They get too large for the server to 
handle and in worst case scenario the website does not function 

properly.  If these documents are sent as jpg documents we have the 
ability to resize them.   

 
 If someone sends us a pdf to display as an article, we cannot convert 

it to a jpg because resolution is lost and it simply does not work well. 

http://massiorg.net/rainbow/page.php?id=212
http://www.picresize.com/


 As a reminder the Membership Committee, with the support of 

the Grand Executive Board, has agreed that all girls names will be 
listed on the website and in any press releases as first name and first 

initial of the last name only (example:  Sarah T.) 

Please keep all of these items in mind when submitting your requests for the 
website. We all work full time and try our best to add content when possible. 

Please allow two weeks. 

Thank you for your assistance. 

 


