
The Newsletter Editor Challenge:

Producing an Informative, Appealing, 
and Timely Newsletter 

Sue Britting
Chapter Council meeting

June 6, 2009



 Have the newsletter production be a team activity

 Set realistic goals for the newsletter

 Make an action plan for the steps to create the newsletter

 Create a design and content template

 Get commitments from people to assist with the steps

 Launch the plan and enjoy the results

Steps to Delivering a Newsletter 

While Keeping Yourself Sane and Happy



Make It a Team Activity

Shared responsibility

 Lessens the burden on any one person

 Helps people feel invested in the product

 Allows many to contribute

 Reduces my anxiety about actually delivering the 
newsletter



Set Realistic Goals

El Dorado Chapter’s Goals

 Newsletter comes out 6 times per year (we also have a 
back up plan to send out a postcard)

 Newsletter length of 4 pages is the standard (more is 
okay)

 Desire to give notice about programs and walks 2-4 
months in advance

 Desire to report on chapter actions and programs

 Include an image or picture on each page of the 
newsletter

Be careful not to take on too much at once



Make an Action Plan

Elements of the Plan

 Developing content

 Laying out newsletter

 Copying newsletter

 Securing current addresses

 Preparing mailing labels

 Folding and stamping

 Dropping at the post office



Create a Design and Content Template

By adopting a design and content template you can simplify 
the decisions you need to make as you are laying out the 
newsletter.

Elements for a template

 Font size and type for titles, photo captions, signatures

 Placement of repeating content (contact list, etc.)

 Standard placement for certain types of information 
(calendar, announcements)

 Word length for features article(s)

 Word length for announcements

Look at other newsletters to get ideas
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Recruit Helpers

Using the steps is your action plan, recruit helpers for the 
various steps.  

Identify multiple or back up helpers to reduce the risk of 
burn out or over-commitment 



El Dorado Chapter’s Task and Helper List

 Board members provide content and ideas (Sue has 
archive of articles from other chapters for filler)

 Sue organizes content and lays out newsletter

 Cindy reviews newsletter (Steve is back up)

 Amy acquires and prints labels (Sue is back up)

 Amy copies newsletter and delivers to board meeting 
(Cindy is back up)

 Newsletter is folded and stamped during board 
meeting



And then, sit 
back and enjoy 
your work!


