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Communication between a chapter and its dumni is the foundation of a strong chapter-dumni
program. Since only avery smal percentage of dumni are involved as chapter volunteers, and
because amgjority of dumni unable to regularly attend dumni events, the communications
program with dumni is the primary means to keep dumni in touch and interested in PS Upsilon.

In every chapter Stuation where dumni involvement islimited and interest appearsto be
lacking, an inconsistent and poor quality communications program is the primary cause of the
problem. And where the chapter-adumni communications are sub-standard, two other
characterigics also exist:

Proper priority has not be given to dumni reations.
Scheduling and planning has been inadequate.

"Sdling" chapter-dumni program and recruiting dumni volunteers has been addressed
elsawhere in this manua. The importance of scheduling and planning, however, cannot be
underestimated because it involves awide variety of members and purveyors. In short, one

person cannot put a quality mailing or newdetter together in one stting.
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Begin your scheduling and planning by preparing a chapter-alumni program master calendar.
Lig dl the dumni events, newdetters, invitations, and other publications that are planned for the
entire year. Use the following checklist as a starting point, and then integrate this with other
chapter-aumni programs into your master caendar:

Event/Publication Recommended Completion Dates
Invitations to Homecoming August 15
Homecoming October

Fall Newdetter October 21
Alumni Directory November 1
Invitations to Holiday Reception November 7
Holiday Reception December 14
Invitations to Founders Day January 14
Founders Day March 14
Spring Newd etter April 1
Invitations to Golf Outing April 14
Summer Golf Outing June7
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It isimportant to set redlistic deadlines and production schedules. At least two chapter-aumni
newd etters should be published and distributed per year; three to four isideal. Newdetters
should be mailed out well in advance of any chapter-aumni event (et least 6 weeks before). If
thisis not possible, send invitation or reminder cards to announce upcoming activities.
Production schedules should take into account one week for printing (with advanced notice) and
three weeks for ddlivery of 3rd Class Bulk Mall.

Alumni Record Keeping

Because one of the mgjor goas of the adumni organization isto keep dl of the chapter and/or
regiond dumni informed and in touch with P Upsilon, record keeping becomes an important
respongbility. Maintaining good records aso serves useful when attempting to recruit new

dumni volunteers

Master Alumni List

A magter liging of dl of the chapter's dumni should be maintained & al times Thislist will be
amended on aregular basis as brothers graduate, change addresses, or become deceased. Provide
these changes to the Internationa Office that, in turn, will provide you with regularly updated
ligtings. Undergraduates and involved aumni volunteers should continuoudy be atempting to

locate those dumni whose addresses are unknown. Keep in mind that updating your addressfile

IS an ongoing process, one that you should have committee member respongible for. The

following section, "Locating Lost Alumni, " provides suggestions for updating the chapter's

dumni lig.
Program Files

A file box or cabinet should be purchased in which al past newdetters can be maintained. A
complete set of newdetters will provide agood higtory, as well as being an excdlent guide for
future publications. Also include in this file completed dumni profile forms, dumni contribution

9%
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lists, evaluations of events and publications, and contracts sgned with various vendors and

purveyors.
Guest Book

A guest book isa standard tool for dl good undergraduate chapters and dumni organizations. It
should be used for dl functions and whenever an dumnus stops by to vigt the chapter house. It
can be invauable when publicizing eventsin newdetters, writing thank-you notes, and targeting
acore group of dumni.

Locating Lost Alumni

When correspondence or publications are returned because of wrong addresses, or dumni

addresses are otherwise declare "logt," use the following means to secure corrections:

1. Work closdly with your school's dumni office. They often have extensvefileson
aumni, and have the personnel to help locate lost graduates.

2. Contact the Internationa Office. Computer printouts of al members of your chapter with
addresses can be ordered.

3. Publish the names of dl lost dumni in your newdetters. Request that any information be
forwarded to the undergraduate alumni relations officer or the dumni secretary.

4, Use the telephone book or directory assistance in the town where you might suspect the
lost brother currently resides. Search the Internet.

5. If the logt brother has a"last known address,” check with that local post office to seeif he
left aforwarding address.

6. Contact dumni of thelost brother's graduation class or pledge classto inquireif they can
be of assstance in locating the lost dumnus.

7. Print "Address Service Requested” below the return address on al newdetters and other
mailings. Thiswill inform the post office thet the undergraduate chapter or dumni
organization will pay anomina fee to receive any address changes.

8. Consider sending one piece of information each year usng Firgt Class Mail or Third
Class Postage Paid Mail. If an address is unknown, the piece will be returned without
added charge.

Overdl, the best way to avoid losing addressesisto mail your chapter-adumni newdetters

frequently.
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Alumni Directories

Each undergraduate chapter and/or chapter dumni association should publish an dumni
membership directory on aregular bass. An dumni directory isimportant because it provides

aumni brothers with the means to stay in contact with their fellow brothers.

Before beginning the alumni directory, chapters should investigate the use of computer
programs available for such projects. The International Office stands ready to assist in the

endeavor.
Thefollowing is a suggested outline for the publishing of an dumni membership directory:

1 Get acopy of your dumni mailing list from the Internationd Office, school dumni
office, chepter dumni organization, or alist that has been maintained by your chapter.

2. Make a concentrated effort to update the list and locate lost dumni by using the methods
in this manua under "Locating Logt Alumni." Above dl, the directory should be as
complete and accurate as possible.

3. Once your dumni listing has been updated, arrange the addresses into two ways:
aphabetica and by dassyear. The aphabeticd ligting should include the full name, dass
year, address, and phone number of each alumnus. The dass year liging can just include
full name and class year.

4, Funding for the directory can come from avariety of sources, including the chapter and
aumni organization. Another suggestion isto sdl advertisements to be printed in the
directory. Salicit $25, for example, to dumni to have their business cards placed in the
directory.

5. Next isthe printing process. Once you have decided on your format and the gpproximate
sze of the publication, contact severd printersto get estimates. A typeset directory will
probably be the most expensive dternative. The Internationa Office able to provide
inexpensive, functiona spird bound or saddle-stapled directories in a number of formats.

6. Directories should not be digtributed to dl dumni unless funds are guaranteed in advance
to cover dl cogs. If you will be printing directories, and then taking orders from adumni,
print no more than for 20% of your dumni membership. Let dumni know thet only a
limited supply is avalable. Overdl, avoid overprinting.

7. In your next newdetter or specid mailing, run an article announcing that the directory is
available. The chapter should give directories to their dumni volunteers.

An dumni membership directory can be asmple listing; however, afew extrafeatures can be
added to increase the qudity of the publication.
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In addition to aphabetica and class year ligings, dumni can be listed geographicaly
by region.

Include a separate listing of "logt” and deceased membersin aphabetica order.
Make your cover design gppealing and eye-catching.

Include aletter of welcome from the alumni president.

Include areturn envelope with the directory for contributions and address updates.

A word about businesses that publish directories:

A number of firmsarein the business of publishing dumni directories and promoting them to
aumni. This service can be vauable, but can aso be mideading. Such businesses are concerned
foremogt with making profits, even at a chapter's expense. Generdly, afirm will print the
directories & no cost to the chapter and will sdll them to dumni. The chapter is ultimatdy
respongble for the quality of the directories and assuring that dumni are not dienated by having
to purchase the directories. Ensure that the firm is not soliciting “voluntary contributions’ in the
name of Ps Upslon if those funds will not be returned to the chapter. Also, be sureto signa
contract, which limits the company from releasing your aumni listing to junk mail houses. Read
the contract carefully and review it with your dumni.

Chapter-Alumni Newsletters

Although the chapter-aumni newdetter is not the only responghility of the undergraduate

aumni relations officer or the Chapter Alumni Association, it can, however, become the
backbone of the dumni program by serving as the main communication link between the chapter
and the dumni brothers. The newdetters kegp aumni, who can not be actively involved,
informed of the chapter's operations and in touch with other dumni members.
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The types and content of chapter-aumni newdetters published vary with each chapter. While
some are professondly printed, other newdetters may be photocopied. With the increasing
availability of persond computers and desktop publishing, many newdetters are developing a
professond image with the cost of an "in-house" publication. Whatever the price range or
procedure used to publish a chapter-alumni newdetter, there are severd basic principles and
practices that should be followed. By working through this section, you should find thet the
outlined practices will improve your newdetter.

Editorial and Content Objectives

Why is your newsletter being published?
Who are your readers?

The answers to these questions are important to keep in mind throughout the entire editoria and
design process of your chapter-aumni newdetter. By doing so, you are helping to ensure that

your reeders will be pleased with your publication.

In mogt cases, the answers to these questions are smple. Y our chapter-dumni newdetter is
published to keep dumni interested in P Upsilon, aware of the chapter's operations, and in
contact with their fellow brothers. Most readers of your newdetter will be dumni. It isimportant
to remember, however, that your dumni are from avariety of age groups and have different
fraternity memories. In short, your chapter-aumni newdetter should contain information thet is
of primary interest to the wide range of the chapter's dumni.

The content of your chapter-aumni newdetter should be about 80% aumni-related news and
only 20% chapter news. The reasoning is that dumni want to read about other dumni. The
typica dumnus does not care who the current pledges are as much he does about one of his
friends from his undergraduate days. Remember not to burden the dumni with details. Each
gtory should be concise, yet interesting. A good rule of thumb isthat if the undergraduatesfind a
newdetter very interesting, the dumni will probably not likeit.
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The mgority of your newdetter should contain materia about dumni, historical features, and
other stories that would be of primary interest to dumni. The only chapter-related information to
include would be about a campus happening, atraditiona chapter event, or an update of the
chapter's condition. A report from each chapter officer is not necessary!

In keeping with the balance of 80 percent alumni news and 20 percent chapter news, the
following are suggestl onsfor content in the chapter-dumni newdetter:
Feature story from an interview with a notable aumnus.
Feature about a major chapter or campus happening.
News, notes, and profiles about chapter alumni (include alumni from different age
groups).
Chapter-aumni event promotion (before).
Chapter-alumni event review with alist of attendees (after).
Articles written by aumni.
Articles written by members, i.e., "What is meansto beaPs U."
Engagements, marriages, birth announcements, birthdays, degths, etc.
Higtorical article about chapter, school, or Internationa Fraternity.
List of contributors or attendees at dumni events (honor roll).
Graduating brothers with their career interests.
Traditional fraternity songs (only tasteful ones).
Minutes from past business meetings.
Recruitment recommendation forms.
"State of the chapter" or Archon letter directed to the dumni.
Article from the Chapter Advisor.
Listing of alumni association/house corporation officers.
Listing of year's upcoming chapter-alumni events.
Schedule for school basketbal, footbal, or other sports.
"Logt" brothersligting.
Feature on alumni faculty members.
Feature about a legacy and his relative in the chapter.
Feature about alumni, chapter, and campus happenings from a certain class
year(anniversary issue).
Feature about traditiona chapter activities like Greek Week, Greek Sing,
philanthropies, Ritua, etc.
Chapter scholarship success.
Chapter involvement on campus and athletics.
As many good black and white photos as room will alow C use only photos of
alumni or chapter historical pictures.
Re-print areative story from the school newspaper or dumni magazine.
Interview with the university president or Greek advisor.
"Alumni on the move" C listing of new addresses for aumni.
Holiday greetings.
Feature on campus or Internationa Fraternity awards received by chapter.
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Article on chapter's participation at Convention and Leadership Institute.
News from within the International Fraternity.
Alumni profile form.

Thisextensve lig of content suggestions, the mgority of which is dumni-related information,

demondtrates the extensive possibilities for chapter-aumni newdetters.
Production Scheduling

Maintaining aredigtic production schedule can mean the difference between a newdetter that is
timely and one that never gets produced.

Every chapter should publish two chapter-dumni newdetters per year, athough three to four
newdetters each year isided. If a purpose of a newdetter isto publicize an event, it should be
mailed out well in advance. By taking into account the time needed for writing, editing, printing
and malling, newdetter production should take place over a number of weeks.

The first step is to Structure a production schedule worksheet that contains dl of the stages
involved in planning and producing the newdetter. Write down al the stages, big and small, and
order them chronologicaly.

Committee members and outside vendors should be consulted to determine how many days each
stage will take. Remember that typesetters and printers, in particular, can provide time estimates
based only on their average workload. Since many variables can ater schedules, plan for extra

time overdl.

Once you have formulated a production schedule, stick to it as best you can. Do not expect
outside services to make up for your delays without increasesin codts. If you stray from the
schedule significantly, it may beimpossible for others to absorb the lost time. Therefore, make
sure your interna planning and production runs as smoothly as possible. Reassess your schedule
target dates as you proceed, and make the necessary changes when you plan your next

newdetter.
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For each issue of your publication, start with the date on which distribution should be completed.
Use a calendar, count backwards from that date for each stage. (Remember to count only
working days, not weekends or holidays.)

Newsletter Financing

The question of financing is probably amgjor obstacle hindering a chapter in achieving its god
interms of quaity and frequency of its newdetters. True, it does cost money to print and mail a
newdetter, but it is not unreasonable to request that money be spent to help maintain a healthy
relationship between alumni and undergraduate members.

Financing for the chapter-alumni newdetter can come from essentialy two sources:
1 A fund donated by the chapter's dumni organization.

2. Contributions received from adumni for the specific purpose of financing chepter-
aumni newdetters.

The budget for your newdetter will depend on the number being mailed, size, use of pictures,
typesetting, duplicating, color, etc. Y ou should look into whether any aumni work for or own a
printing company, or have connections with other services that may help in the newdetter's
production.

On one hand, an issue may only require agood typist, writer, and use of a copy shop. Beyond
that point, the variables can lead to more costs, but not necessarily excessive costs. Make afew
phone calls or meet with printers and typesetters who can advise you on the most economical
design and production features. Whatever your budget, am for the best vaue for your dollars
invested.
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News Gathering and Sources

The undergraduate dumni reations officer and/or the dumni president should not try to write
everything for the newdetter. They should enlist other undergraduates, alumni, and even school
officdasto hdp in writing articles.

Thefirgt step in gathering news is to decide on what information, stories, and features you would
like to have in the newdetter. A correspondent should be assigned to each department or article.
Kegpsin mind that gathering information for your newdetter will not be a high priority for most
of your correspondents. Therefore, try to make their jobs as easy and rewarding as possible.
Clearly spdl out for each correspondent what needs to be written, and exactly when materid is
due. Give each ingtruction on how to submit copy, provide a copy of the publication schedule,
and inform the correspondent of newdetter deadlines. Request that dl information be submitted
to you in typewritten or nestly handwritten form. Throughout the process, you should so
remind your correspondents of when information is due.

If you have correspondents who can write well, then you can ask them to write their own stories.
For correspondents who have difficulty writing for newdetters, ask them to submit only the facts
for an article. Make it clear that you, as editor, will fit their facts into an appropriate article.

Give recognition in each issue to your correspondents. The best method is to include their names
in acredit line a the end of each article they submit.

There are many sources that can be used to obtain information for your newdetter. In most cases,
materia will be obtained from chapter members and dumni. The following suggestions for
possible sources:

Chapter Advisor and Alumni Volunteers - Y our chapter advisor and other
aumni volunteers should be able to provide you with afew good idess. These
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aumni can aso direct you to other dumni who may be interesting sources of
information.

Chapter Members - Not only will chapter members serve as correspondents,

they can dso write stories about their own fraterna experiences.

Alumni - As astandard practice, many newdetters run short profiles about
aumni from various age groups. Alumni profile forms can beinduded in a
newdetter issue requesting that dumni send in information for publication.
Also, use chapter-alumni events as a chance to network and get information

for future newdetters.

School Alumni Office and Other Officials - Sources from your college or
univergty may have information that woud be of particular interest to your
chapter's dumni. Y our Greek advisor, for example, could provide his
perspective on the school's Greek system, or you could interview the new

universty president.

Chapter Historical Files - Higorica Files may contain interesting
photographs, letters, business meeting minutes, which would be of specid
interest to your aumni.

Other Publications - Y ou may decide to publish a summary or excerpts of an
article from your school's dumni magazine, school newspaper, or The
DIAMOND. When doing so, be sure to mention the article in a brief news
note by including the title of the article, author, name of publication, and the

issue. Always obtain permission before borrowing an article.
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Conducting Interviews

Much of the gathering of news for your chapter-dumni newdetter will be through interviews,
both in person and over the phone. Thisisthe preferred method in obtaining interesting
information for the dumni profile section of your newdetter.

To conduct a successtul interview, prepare for it in advance, develop rapport with our subject,
and take good notes. The following are some additiona pointsto help your interviews go well:
Cdl or write the dumnus ahead of time to schedule a convenient time for an
interview.
Let the person know the type of information you will be asking about.
Make sure you have a notebook and pencils or pen with you.
Jot down some questions in your notebook ahead of time.
If possible, conduct the interview in your subject's office or home.
Use the telephone for shorter interviews, especidly for brief dumni profiles
and long-disgtance interviews. Let the dumnus know that you would like only
5 minutes of histimeto talk about what he has been up to snce he graduated.
If you need more time to talk, politely ask if he can tak for afew more
minutes. Y ou may want to call firgt to set up an agreeable time for a phone
interview.
When you start an interview, do not take out your notebook right away. Take
afew minutes to build rgpport with your subject.
If your subject talks faster than you can take notes, politely ask him to stop
while you catch up.
Use abbreviations in your notes. Immediatdy after your interview, fill in your
notes.

When writing a story based on an interview, remember to be brief. Make the main points and cut
out the trivia. Do not quote the person out of context or misrepresent his postion.
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Writing and Editing

Y our newdetter should be clear and concise. Y our stories are not meant to stand as grandiose
literature; they are meant to convey information to your readers quickly, informatively, and
accuradly.

Although there are various styles of writing, the best gpproach for newdettersisto be plain. The
meaning of the article must be clear in every word; it should be easy to read and easy to
understand. The following are additiona suggestions of style to consder when writing and
editing.

Avoid needless words, needless information, and repetition.

Use short words, short sentences, and short paragraphs.

Use active voice where the subject performs or causes the action expressed by the verb
- "Lightning struck the housg" is better than " The house was struck by lightning.”

Use definite, specific, concrete language.

Don't be too formal. Write in easy, conversationd language.
Write pogitive statements.

Construct each paragraph around one central idea.

Begin each article with a"lead" which tells the reader what the story is about, makes
the reader want to read on, and puts the story into focus.

Answer thetraditiond "five W's' - who, what, when, where, and why. They need not
be in the lead, but should be answered early in the sory.

Always take a second look at your writing and ask another person to proofread for you.
Repetitions, needless words, and grammatica errors will usudly be found and must be
edited.

Do not use the word “ successful” —instead use facts to demonstrate the success of an
event.

If you are unfamiliar with straight news writing, take time to sudy daily newspapers. Y ou will

quickly see consgtency of the patterns and how well the stories flow.
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Photography

Good photographs add visud excitement and appeal to newdetters. Photos should be black and
white for best reproduction, athough color photographs can work. Never use photos that are in
poor taste are of poor quality have subjects that are too smal to be seen, or which picture acohol
in any form.

All photographs should only depict dumni or higtorica scenes. Most dumni would rather see
their classmates than current undergraduates. Plan to have a group picture takena dl dumni
events, and use black and white film. Include the names of those pictured in the photo captions.
When conducting interviews, ask for a current photo of the subject that will appear with the
aticle.

Historical photographs of the chapter house, campus, or members can be interesting additions to
any newdetter. For group historical photos, have a contest for who can name the most persons on
the photo. Publish the photo again in the next newdetter giving the answers and the winner's

name.
Layout, Proofreading, and Printing

The layout of a newdetter begins with an awareness of the space in which the action takes place.
With help of your printer, select the format, type sSze, and style. Also sdlect the 4, 3, or 2 column
approach. Try to use 55 or 60 pound offset paper, and white stock is suggested if you are using
photographs. Y ou may wish to find a newdetter sample you like and take the sample to the
printer as aformat to follow. Y our printer has published newdetters before; don't be afraid to ask
for help.

If you are cregting the newdetter on your computer, clarify in advance the type of eectronic file
the printer can accept. When you save the document, be sure to include any graphic files and the
fonts used in your publication.
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If you have not scanned your own photos and graphic images, indicate where the printer will add
them. Label photo areas to correspond with notations on the back of each photograph. Photos
must be scanned at a minimum resolution of 300dpi for usein print publications. Fleswith a
lower resolution (such as those scanned at alower resolution for web stes) will look blurred and

grany.

Proof dl copies carefully. Eliminate misspelled words and be especidly careful of grammar and
punctuation. Do not rely on the printer to catch mistakes. Instead, ask areliable person to
proofread.

Labels and Mailing

Y ou can order dumni mailing labels, free of charge, from the Internationa Office. Labels may
be ordered by zip code, class year, dphabeticaly, or by chapter, or any combination thereof.

Unless your scheduled mailing is extremey time sengtive, (Sandard) non-profit bulk mail isthe
most economica way to send out alarge mailing. It will cost you gpproximately 11 cents (2000
rates) per piece, versus 33 cents per piece for Firgt Class Mail. The Internationa Office will

provide bulk mailing servicesto chapters.

In July 1997 the U.S. Postal Service made mgjor changes to its non-profit bulk requirements. All
mail submitted for these discounted rates must be CASS certified, bar coded, presorted, and
packaged according to specific criteria. The International Office maintains a bulk rate permit that
can be used for any chapter or dumni group. We aso have the materia's and software necessary
to get the job done.

For standard mail, a minimum of 200 identica piecesto U.S. addresses is hecessary and postage
must be paid 3 (three) days prior to the mailing. Most pieces can be mailed for 11 cents each
(2000 rates). The downsdeisthat deivery is dower (average ddivery timeis 2-3 weeks) and it
islessrdiable (8- 10 percent does not get delivered).
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For larger mailings of 500 pieces or more, we maintain afirst class presort permit. Using presort
methods similar to standard mail, pieces mailed to U.S. addresses can receive discounts of up to
6 cents each (26 cents rather than 33 cents). Delivery timeisthe same asfirgt class. Postage must
be prepaid three days in advance of the mailing.

The gaff ismogt willing to assst you with your mailing needs. Advance notice of your intention

to use these servicesis gresatly appreciated.

Other Correspondence

Invitations and Event Announcements

In too many cases, chapters rely on their newdetters to inform the dumni of upcoming events.
However, newdetters are often sent out late and with the time needed for bulk mailings, dumni
may not receive notice about an event until after it has occurred. The best way to give dumni
plenty of notice for activities, such as homecoming and Founders Day, isto send out specid
invitations a least 6 weeks before the event. Event announcements can be in the form of flyers,

post cards, brochures, or elaborate invitations.

Try to keep invitations short so that essentia details are prominent. The invitations should
include the chapter name, date, time, occasion or purpose, location, and contact person with
phone number. If the event is away from campus, it will be necessary to include a map or
directions. It should dso be noted if wives, guests, and family members are invited.

If you will need to reserve meds or hotel rooms, you must include a ssamped response card or
envelope and indicate a deadline for replies. Telephone replies should not be used; however, you
may want to telephone locd and important dumni two weeks before the event to confirm
attendance.
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Thank-You's and Acknowledgements

Thank-you notes should be a common part of every dumni program. They should be sent to
aumni who make contributions (financidly or otherwise) to the chapter or association, attend
events, or otherwise support the Fraternity. Send out thank-you notes to your dumni volunteers
when they help with a chapter project. In many cases, when aumni make a contribution, they
want and expect acknowledgement and recognition. Failing to do so loses future support in most
Cases.

Idedlly, thank-you notes should be sent out within a day after the donation or occasion for
thanks. If thisis not possible, such as after alarge-scae event, you must try to send them out as
soon as possible. Overall, when thanking someone, try to mention exactly what you are thanking
him or her for. Hand-written notes are the most personable and best approach.

When alarge amount of notes need to be mailed, ask other members to write to one or two
aumni. Provide member with paper, envelopes, and a sample letter format. Notes can also be
sent out to congratulate alumni for various achievements such as marriages, births, and business

promotions.

Holiday Cards

Season's greetings cards can be sent out in early December. If it is not possible to send cards to
al dumni, only send them to volunteers. Y ou may want to design your own chapter card, or

obtain cards from companies that print holiday cards for fraternities.

Birthday Cards

Birthday cards can be another excdlent public relations move with dumni. Birth dates for some
members can be obtained from the Internationa Office. Again, cards can be sent to al dumni or
only volunteers. To send birthday cards, alisting of dumni birthdays arranged by month should
be prepared. On the first week of each month, birthday cards should be sent to dumni having
birthdays in that month. The procedure is repested in each succeeding month.
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Personal

Y ou may decide to write persond |etters to certain dumni. It may be a specid invitation to a
notable dumnus or arequest for assistance on a special project. In either case, the proper format
for business-type letters should be used.

Another ideaisto leave space open on the newdetter for persona notes from member to the
aumni. Before mailing the newdetter, a bundling and packaging session could be held with the
entire chapter and members could add personal greetings on each newdetter.
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