








Community News Guidelines 
 
Once a month the Mentor Area Chamber of Commerce will email to our members Lake 
County Community News. If you would like your non-profit or member business to be 
included in this email please send us an email with the following guidelines. Currently 
there is no fee for this service.  
 
• Email us your file on or before the 2nd Thursday of every month. We send out our 

Community Event email on the 3rd Tuesday of every month. 
• The file must be a Adobe Acrobat (.pdf) file, 81/2” x 11” or smaller 
• The file must be under 200kb in size.  
• We will not and can not edit any information in your file, and we have no ability to 

create the file for you.   
• Make sure to check dates and times because we will send it in the form we receive. 
•  If the file does not fit the format or size requirements we will not include it in our 

email. We may not be able to contact you in time to get a corrected file.  
• For more information on Adobe Acrobat (.pdf) files please visit www.adobe.com. 

There are many free programs that can turn any Word or any printable document into 
a .pdf file, or the Mentor Chamber can provide a list of graphic designers that can be 
hired. 

 
Use the whole 81/2” x 11” page to best highlight your information, you are welcome to 
include multiple events and include graphics, photos, links, whatever works best for you. 
Just keep the file size under 200kb 
 




