MODULE 1: DEFINING NEWSLETTER ELEMENTS

Designing a Newsletter


The demand for newsletters in the private and business sectors has helped to promote the desktop publishing revolution. Affordable word processing and desktop publishing software, along with laser printers, significantly reduced the cost of producing professional-quality newsletters. Now, users with limited budgets can create multiple page documents in-house, providing organizations, businesses, or individuals with a cost-effective means of communicating.


Newsletters are one of the most common means of communicating information and ideas to other people. Newsletters may be published by individuals, associations, clubs, churches, schools, businesses, consultants, service organizations, political organizations, government offices, and other organizations all over the world.


Designing a newsletter may appear to be a simple task, but newsletters are more complex than they appear. Newsletters may be the ultimate test of your desktop publishing skills. Remember that your goal is to get the message across. Design is important because it increases the overall appeal of your newsletters, but content is still the most important consideration. Whether your purpose for creating a newsletter is to develop better communication within your company or to develop awareness of a product or service, your newsletter must give the appearance of being well planned, orderly, and consistent. To establish consistency from one issue of a newsletter to the next, carefully plan your document.

Defining Basic Newsletter Elements


Successful newsletters contain consistent elements in every issue. Basic newsletter elements divide the newsletter into organized sections to help the reader understand the text, as well as entice the reader to continue reading. Basic newsletter elements include the following:

· Nameplate: The nameplate, or banner, consists of the newsletter’s title and is usually located on the front page. Nameplates may include a company logo, a unique typeface, or a graphics element to help create or reinforce a company identity.

· Logo: A graphic symbol of a company.

· Subtitle: A subtitle is a short phrase describing the purpose or audience of the newsletter. A subtitle may also be called a tag line. The information in the subtitle is usually located below the nameplate near the folio.

· Folio: A folio is the publication information including the volume, issue number, and current date of the newsletter.

· Headlines: Headlines are titles to articles that are frequently created to attract the reader’s attention. The headline may be set in 36- to 72-point type or larger and is generally keyed in a sans serif typeface.

· Subheads: Subheads are secondary headings that provide the transition from headlines to body copy. Subheads break up the text into organized sections.

· Byline: The byline identifies the author of the article.

· Body Copy: The main part of the newsletter is the body copy or text.

· Graphics Images: Graphics images are added to newsletters to help stimulate ideas and add interest to the document. They provide visual clues and visual relief to text-intensive copy.

MODULE 2: PLANNING A NEWSLETTER

Defining the Purpose of a Newsletter


Before creating your newsletter, consider your target audience and your objective for providing the information. Is the goal of your newsletter to sell, inform, explain, or announce? What is the purpose of the newsletter?


Companies and organizations often use newsletters to convey a sense of pride and teamwork among employees or members. When planning a company newsletter, consider the following suggestions:

· If a scanner is available, use pictures of different people from your organization in each issue.

· Distribute contributor sheets soliciting information from employees.

· Make sure the focus is on various levels of employment; do not focus on top management only.

· Conduct regular surveys to see if your newsletter provides a needed source of information.

· Keep the focus of the newsletter on issues of interest to employees.


If the aim of your newsletter is to promote a product, the focal point may be a graphics image or photograph of the product rather than more general company news. Your aim may also influence the selection of typefaces, type sizes, and visual elements and even the placement of all these elements.


Also consider the following questions when planning your document: What is the image you want to project? How often will the newsletter appear? What is your budget? How much time can you devote to its creation? What items are likely to be repeated from issue to issue? Will your newsletter accommodate ads, photographs, or clip art in its layout? After answering these questions, you are ready to begin designing your newsletter.

