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GETTING STARTED
– A QUICK QUIZ

Quick Quiz
1. How old is your
club?
a)
b)
c)
d)

Over 40 years
20-40 years
10-20 years
Less than 10 years

2. When was the last history
of your club written?
a)
b)
c)
d)

Over 40 years ago
20-40 years ago
10-20 years ago
Less than 10 years ago

The older the club and the
longer since the last history was written, the bigger
the job will be! Our club was celebrating its 40th
anniversary and this was the club’s first history book.

Quick Quiz
3. What information is available?
a)

b)
c)
d)

Full archives with annual reports, minutes,
member lists, newsletters, scrap books of news
clippings, photo albums - and some charter
members are still in the club;
Limited archives with annual reports, scrap
books and photo albums;
Annual reports only but still have charter
members;
Oddments as information was not kept/or has
been lost.

We had a full set of archives. Don’t panic if you don’t have
a full set - focus on finding the annual reports (that should
contain members’ names) and getting photos and clippings
from members.

Quick Quiz
4. Is there a particular deadline for
the history?
a)
b)
c)

Club Birthday e.g. 25 years, 40 years, 50 years
Local Festival
Zonta International centenary

You will need to work backwards from the event and be
realistic about timelines. It took us nearly 2 years to do
our book. We all worked full time and had to fit around
work, family and other Zonta commitments.
Don’t be in a hurry….

Quick Quiz
5. What skills do you have in the club? Do
you have members that can:
a)
b)
c)
d)
e)
f)
g)
h)
i)

Find the archives
Sort through the archives to get a full set of annual
reports and key information from main events
Put names to faces in photographs
Tell the story of what happened at an event as they
were there
Write or record the story of an event
Do word processing
Take photographs
Edit copy for spelling, grammar and readability
Learn a new simple computer program to put pictures
with words?

These members will be your project team - the most
important asset is a ‘CAN DO ATTITUDE’!
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HANDLING
INFORMATION

How do you turn information from
this…

…into this?

Handling Information

What sort of book do you want?


Who is the book
written for:
◦ Club members;
◦ General public; or
◦ Local library to record
the social history of the
area?



How big (and costly)
do you want the
book to be?
◦ Print in-house; or
◦ Professional printing



How much money
do you have?

Our book was written for
Zontians, friends and for the
library so it could add to the
state’s social history.
The book is colourful, readable
and fits in a large handbag.
The book costs less than $100
and is available in hard cover,
soft cover and an E-book
version via www.blurb.com.
Total budget $500 – enough for
five printed copies

Handling graphics – lessons learned


We found:
◦ Photos glued into albums
◦ Newspaper cuttings glued into scrap
books
◦ Hundreds of loose photos



We photographed them all with a
digital camera on high resolution
◦ Much quicker and easier than scanning!



We also had thousands of digital
photos
◦ Many had no dates or names of people in
them



Photos were cropped as required to
show them at their best

As we put the book
together we found
that:
• some key events
had no photos; or
• some photos
were not useable
as they were out
of focus;
• photos did not
‘tell a story’.
This made matching
the words and
pictures very
difficult.

What will you leave out?

We had 40 years of history to consider.
We could not include everything in the
book. If we did, the book would be too
large, too expensive and too off-putting to
read!
Focus on what is important. Every story
has to earn its place
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CREATING A
‘STORY BOOK’
HISTORY

Categorising what the club has done


We went through the
annual reports and created
a list of all club activities by:
◦ Year
◦ Category
◦ Description

Year

Category

Categories
• Service activities
• Issues/advocacy
• Awards
• Fundraising
• People and Fellowship
• Organisation

Description

1973

Service Activities

Two Komasaroff resuscitator machines donated to Royal Flying Doctor Service

1988

Awards

Founders Day Award was presented to Dr Fiona Stanley at the combined Birthday
Dinner held on 6/11/87 at the Rose and Crown Hotel. Sister Veronica Brady was the
guest speaker. Evening organised by the Darling Ranges Club.

1988

Organisation Activities

Ten club meetings were held at University House, Crawley, the December
Christmas Dinner was held at Helen Watson-William's home and the January
meeting was held at Myrna Tonkinson's home.

There were over 800 lines of
activities on the list

Listing the members


We also used the annual reports to create a list of
members by:
◦ Year of joining
◦ Year of leaving
◦ Highest office held at club, district and international level

There were over 300 lines of
members on the members list

Providing direction




A ‘how to’ guide was written
to provide direction to the
editorial team.
Note:
◦ Each team member had been a
member during their allotted decade
◦ They were encouraged to use the list
as a ‘skeleton’ and add their own
recollections and those of members
◦ Club newsletters (on the club’s
website) were a most valuable
resource to help them ‘fill in’ the
stories.



Each team member was given
one ‘sorted’ decade from the
activities list in word.

How the information was ‘sorted’

Information was sorted by year and then category….

The Editorial Team
Activity

Person

1970s

Margaret Medcalf/Lennie McCall

1980s

Lennie McCall/Margaret Medcalf

1990s

‘Tricia Summerfield

2000s

Karen Groves

2010s

Carole Theobald

Introduction, feature chapters,
appendices
Editor/collation/layout and
design/printing preparation
Editing of text

Carole Theobald
Carole Theobald
ALL

Breadth and Depth


Decade chapters provide the
breadth of club activities and:
◦ have sub headings for each category
◦ contain 10-12 A4 sized pages of text
in Word with no pictures.



To provide depth, feature
chapters were added that
described in detail a special
project from each decade. This
was done by:
◦ interviewing key members; and
◦ searching computer files and
newsletters

Our feature chapters
described some
innovative projects
including our part in the:
•

•
•

•

•

Powder Puff Derby – a
fundraising flight across
USA;
Zonta Dairy Village in
Thailand;
Zonta Art Shows that
funded Zonta holidays for
disadvantaged families;
Club’s friendship with senior
Ngarinyin Aboriginal law
women; and
Zonta House Women’s
Refuge.

Collating and Editing


The Word version of the book
was collated and distributed to
all the editorial team.
◦ Changes were made in ‘track
changes’ and returned to the
editor.



Photos were gathered into one
place on the computer.
◦ Photos were emailed to members
to provide missing names.

BookSmart was downloaded
free from www.blurb.com.
 Words and photos were
dropped into page templates in
BookSmart.


Blurb was trialling its e-book
version when we did our book.
Now it has launched a new
program called BookWright
that will produce printed
books and e-books with even
more ease!

BookSmart – editing view
1. Select a
layout for
the page

3. Drag
and drop a
photo
from here
into a
graphic
box above

2. Copy and
paste some text
from Word into
the text box

4. Navigate between
pages here

BookSmart and photos
BookSmart lets you zoom in on photos
so you can focus on part of the photo.
 It will also let you re-size photos.


A bit about Blurb -1
We used Blurb, but there are
many other on-line selfpublishing companies.
 We only paid for the hard
copies we have printed.

Image wrap
version
Soft cover version



◦ We can print one book or
thousands;
◦ Discounts are available for
larger print runs.


The book was easy to upload
and we selected 3 hard copy
formats for the book:
◦ Soft cover;
◦ Hardcover with dust jacket; and
◦ Hardcover with image wrap
(image is printed on the cover).

Dust jacket version

A bit about Blurb - 2


E-book version
on IPad

We also paid a small
amount (less than $20) to
have the book converted
to:
◦ E-book format; and
◦ Pdf.



These versions may be
downloaded for free.
If we want to fundraise and add money to the printed price we
can – Blurb will send us the profit. However, we chose not to do
this and instead asked readers to make a donation to the Zonta
International Foundation if they enjoyed the read.

Buying or downloading a book
You select the format
of the book you want
to buy – taxes and
delivery charges are
added at the next step

The Ipad version is
downloaded for free here
…the pdf version is
downloaded for free
from the club’s website.

Books can be purchased/downloaded from www.blurb.com (search for Zonta); or
by following the links from our club’s website at www.zontaperth.org.au
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CREATING A
‘PICTORIAL’ HISTORY

Pictorial History
We have recently
been helping the
Zonta Club of
Dunsborough to
develop a pictorial
history.
 This club is
celebrating its 25th
anniversary in
2014.


Why a pictorial history?
The club had a lot
of photographs
but not a lot of
‘story’ to go with
them.
 This information
lent itself to
Blurb’s ‘large
album’ format.


A large album format is
33 cm x 28 cm
(13 x 11 inches)
The white piece of paper
shows the size compared
to the Perth Club’s
History book.

Each year
will have a
one page
written
summary
and 3 pages
of photos….
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DISTRIBUTION AND
FINAL THOUGHTS

Distribution




We launched our
history at the 2013
District 23
Conference.
We donated copies to:
◦ the Western Australian
State Library; and
◦ Zonta International



We have 3 copies for
the club to share with
members.

Final Thoughts


Don’t be afraid to write
your history

◦ The hardest part is writing
the first words and they can
be changed later…

Have a good small team
around you to share the
load and keep you
motivated
 Design your book so you
can add to it later
 Think about doing a special
Centenary of Zonta
edition for your club!


WARNING
You will have so much
fun doing your history
that you will want to
create books for other
parts of your life!

If you have any questions,
please email me at
theobald@amnet.net.au
or visit our club’s website
at
www.zontaperth.org.au

