
 
 
 
 
Tips & Best Practices for Chamber Communications Teams 
#ACCE19 
 
Hire a journalist. The media industry is struggling at the moment to retain, let alone add, the jobs necessary to cover local 
news. If your chamber is interested in filling that void and providing a platform through which you can express chamber and 
member opinions, there are thousands of out-of-work reporters with the knowledge, sources, and passion to help. 
 
Eventually each edition of the newspaper, e-newsletters, TV shows, podcast episodes – all of it! – will begin to run into one. 
Do yourself a favor and carve out a section of your chamber’s website for a digital archive. This will not only help you organize 
projects, but it can also act as a resource which contributors will share, advertisers will point to in their annual reviews, and 
something you can cite as evidence for your support of the local community. Be sure to make the URL simple and to the point. 
 
In order to create uniform, branded publications carve out the time to develop a style guide. At the start of the next project, 
note all of the specific-to-your-chamber names, titles, events, programming, etc. and how you would prefer they be called. 
Detail this list so that it includes correct citations for both first and second reference in a story. For example, the head of the 
Worcester Regional Chamber of Commerce is Timothy P. Murray, president and CEO. On second reference, he is referred to as 
Mr. Murray. If your Chamber produces a lot of marketing materials, online or in print, you may also want to include your 
colors, fonts, and logo preferences in this document as well. 
 
Determine which employee in your chamber has the secret skill of copyediting – and enjoys doing it! – and chat with them 
about being the last eyes to look over any final publication before it goes to the printer. No matter the size, if you’ve spent 
weeks upon weeks editing a newspaper, your eyes will glaze over and be so familiar with the content you won’t notice the 
same errors as someone with fresh eyes. 
 
For print publications, reserve space in the layout as you go for two reasons. First, if your colleagues are averse to deadlines, 
and your copy comes trickling in one or two articles or photographs at a time, you need to save space for all of your budgeted 
content. Also, there’s nothing worse than selling an ad and not including it in the final product. In addition to saving space for 
content, be sure to mark where each ad will lie and label that space with the company name. 
 
If processing larger files – multi-page Adobe Creative Suite projects, high-resolution photographs, MP3s, etc. – consider using 
a file-sharing website to share these items among staff or outside contractors. We suggest wetransfer.com. This company 
allows sharing documents of up to 2 MB for free, but you can also create a paid account if you regularly share larger files. 
 
Voices of freelancers and outside contractors can be great additions to in-house publications. These individuals can help 
accomplish everything from writing and photographing to copy editing, graphic design – you name it. Take the time to create 
a contract specific to your needs rather than a cut and paste template that may be unnecessarily overly-complicated or not 
cover all of the nuances of the position. 
 
For each in-house publication, set up a year-long timeline prior to producing the first edition. Make sure this schedule 
explains the frequency of each publication, its deadlines, the scope of content, target audience and approximate number of 
copies, financial budget, advertising revenue goals. 
 
Invest in quality headphones and make a good playlist. There is going to be a lot of computer time in your future and it’s best 
not to be interrupted. 
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