
Beginning Fall 2007 

 

Expect Biennial Site Visits  from the Consortium Coordinator to review   
program administration practices and documentation  

 
DAPM Training 

Reasonable Suspicion 
October 2007 

More Info to Follow 
================== 

Supervisor Refresher 
Beginning Fall 2007 

Course overview: 
• Reasonable Suspicion 
• Post Accident Testing 
• Documentation  

This course will be brought on-site to the major transit properties over the next two years - other 
member locations will attend regionally Suggested Audience: 

DAPM/DER 
Road Supervisors 

Dispatchers 

Training  

Biennial Site Visits  
 
 

In this issue: 

• Website  Access Foley Services 

• Employee ID Numbers 

• Training  

• Biennial Site Visits  
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Connecticut Drug and Alcohol  



Testing Consortium Newsletter 
This story can fit 150-200 words. 
One benefit of using your newsletter as a promotional tool is that you can reuse content from other marketing 
materials, such as press releases, market studies, and reports. 
While your main goal of distributing a newsletter might be to sell your product or service, the key to a successful 
newsletter is making it useful to your readers. 
A great way to add useful content to your newsletter is to develop and write your own articles, or include a 
calendar of upcoming events or a special offer that promotes a new product. 
You can also research articles or find “filler” articles by accessing the World Wide Web. You can write about a 
variety of topics but try to keep your articles short. 
Much of the content you put in your newsletter can also be used for your Web site. Microsoft Publisher offers a 
simple way to convert your newsletter to a Web publication. So, when you’re finished writing your newsletter, 
convert it to a Web site and post it. 
This story can fit 100-150 words. 
The subject matter that appears in newsletters is virtually endless. You can include stories that focus on current 
technologies or innovations in your field. 
You may also want to note business or economic trends, or make predictions for your customers or clients. 
If the newsletter is distributed internally, you might comment upon new procedures or improvements to the 
business. Sales figures or earnings will show how your business is growing. 
Some newsletters include a column that is updated every issue, for instance, an advice column, a book review, a 
letter from the president, or an editorial. You can also profile new employees or top customers or vendors. 
This story can fit 75-125 words. 
Selecting pictures or graphics is an important part of adding content to your newsletter. 
Think about your article and ask yourself if the picture supports or enhances the message you’re trying to 
convey. Avoid selecting images that appear to be out of context. 
Microsoft Publisher includes thousands of clip art images from which you can choose and import into your 
newsletter. There are also several tools you can use to draw shapes and symbols. 
Once you have chosen an image, place it close to the article. Be sure to place the caption of the image near the 
image. 
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While your main goal of distributing a newsletter might be to sell your product or service, the key to a successful 
newsletter is making it useful to your readers. 
A great way to add useful content to your newsletter is to develop and write your own articles, or include a 
calendar of upcoming events or a special offer that promotes a new product. 
You can also research articles or find “filler” articles by accessing the World Wide Web. You can write about a 
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Much of the content you put in your newsletter can also be used for your Web site. Microsoft Publisher offers a 
simple way to convert your newsletter to a Web publication. So, when you’re finished writing your newsletter, 
convert it to a Web site and post it. 
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The subject matter that appears in newsletters is virtually endless. You can include stories that focus on current 
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business. Sales figures or earnings will show how your business is growing. 
Some newsletters include a column that is updated every issue, for instance, an advice column, a book review, a 
letter from the president, or an editorial. You can also profile new employees or top customers or vendors. 
This story can fit 75-125 words. 
Selecting pictures or graphics is an important part of adding content to your newsletter. 
Think about your article and ask yourself if the picture supports or enhances the message you’re trying to 
convey. Avoid selecting images that appear to be out of context. 
Microsoft Publisher includes thousands of clip art images from which you can choose and import into your 
newsletter. There are also several tools you can use to draw shapes and symbols. 
Once you have chosen an image, place it close to the article. Be sure to place the caption of the image near the 
image. 
This story can fit 175-225 words. 
If your newsletter is folded and mailed, this story will appear on the back. So, it’s a good idea to make it easy to 
read at a glance. 
A question and answer session is a good way to quickly capture the attention of readers. You can either compile 
questions that you’ve received since the last edition or you can summarize some generic questions that are 
frequently asked about your organization. 
A listing of names and titles of managers in your organization is a good way to give your newsletter a personal 
touch. If your organization is small, you may want to list the names of all employees. 
If you have any prices of standard products or services, you can include a listing of those here. You may want to 
refer your readers to any other forms of communication that you’ve created for your organization. 
You can also use this space to remind readers to mark their calendars for a regular event, such as a breakfast 
meeting for vendors every third Tuesday of the month, or a biannual charity auction. 
If space is available, this is a good place to insert a clip art image or some other graphic. 

Organization 
Your business tag line here. 

Primary Business Address 
Your Address Line 2 
Your Address Line 3 
Your Address Line 4 
Phone: 555-555-5555 

Fax: 555-555-5555 
Email: xyz@microsoft.com 

  
 

FOLEY  

SERVICES 

1-800-253-5506 

or 

1-860-633-2660 

 

Specify  

FTA  
Regulat ions  



Foley Website Access  
Consider using the Foley Servi ces websi te  to s treamline your program 
adminis tra tion ef for ts .    

• Access Tes t Resul ts  using an individual  User ID and Password 

• Receive Random Tes t Selections   

• Search for Collection Si tes 

• Order Cus tomized Cus tody  and Control  Forms  

• Add, Dele te or Edit  Employee Info 

ALL AT NO COST TO YOU  

  Cal l  Mat t Wrobel  a t extension 273  
Employee ID Numbers 

 
 
 

Many locat ions have opted to ass ign discreet Employee ID numbers for their  safe ty  
sensi t ive  employees  who  are invo lved in the  program.  Ra ther  than us ing  Social  Secur ity  
numbers, the Employee ID provides further anonymity .   

Cal l Foley Serv ices to in it iate Employee ID #s    
The Lexington Group  
Employee Assistance Program 

Substance Abuse Professional Services 

1-800-571-0797 

www.the-lexington-group.com 


