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So You Want to Produce a Newsletter

Producing a newsletter is certainly an admirable goal, but couldn’t you just as easily pick up the phone or send an e-mail?  How will having your news in print benefit you or your organization?

Important Things to Consider

· Purpose of the Newsletter

· Your Audience

· Type of News

· Number of Readers

· Frequency of Publication

Staffing

Editor—This person is primarily responsible for planning each issue; setting schedules and deadlines; leading; editing; proofreading; obtaining copyrights; and verifying accuracy of information. 

Writer(s)—Excellent writing skills are essential; the writer(s) need the ability to construct sentences and paragraphs well and to make the words practically leap off the page for the reader.

Photographer(s)—Photographs should be captivating, close up, clearly in focus, and should tell a story even if there are no words.

Typist—Having a qualified typist typing the news into readable format for editing is essential.

Graphic Artist—This person will be adept at visualizing the printed page, creating graphics (or finding excellent graphics), and designing the newsletter.

Desktop Publisher—The desktop publisher uses computer software to arrange the newsletter.  This person needs to understand line spacing, headline and text fonts, layout, information boxes, and graphics.

Proofreader—The editor, and/or at least one staff member should look over the final product critically and carefully for typographical errors, punctuation mistakes, misspelled words, and poor sentence structure.

Newsletter Basics: What to Consider

· Your Expectations (or your company’s expectations)

· Budgets and Other Boring (but necessary) Matters

· Software, Paper, Supplies

· Staffing

· Production Plans

· Production Costs (printing)

· Distribution

The News—Heart of Your Newsletter

· Hard News Story

· Feature Story

In All Articles:

· ___________________________________________

· ___________________________________________

· ___________________________________________

· ___________________________________________

· ___________________________________________

· ___________________________________________

· ___________________________________________

· ___________________________________________

· ___________________________________________

· ___________________________________________

· ___________________________________________

Production Schedule

· Plan the Issue

· Give Assignments and Follow Up

· Deadlines

Newsletter Preparation

· Name Plates and Mastheads: ________________________________________ _____________________________________________________________________
· Headlines and Sub-headlines: ________________________________________ _____________________________________________________________________
· Columns: ____________________________________________________________ _____________________________________________________________________
· Body Text Font: ______________________________________________________
· Fonts (Typeface): ____________________________________________________ _____________________________________________________________________ ______________________________________________________________________ _____________________________________________________________________
· Graphics: ___________________________________________________________ _____________________________________________________________________
· Clip Art: _____________________________________________________________ _____________________________________________________________________
· Photographs: ________________________________________________________ _____________________________________________________________________
· Text Boxes: __________________________________________________________
· Graphs and Charts: __________________________________________________
· Layout and Design: __________________________________________________ ______________________________________________________________________
Printing 

· Determine how long the printing will take.

· Ask for a sample print to be sure it prints properly.

· When dealing with an outside printer, the process will likely take longer.

· Method of printing depends on funds.


Mailing Preparation  
 
Factors that determine time needed in mailing preparation:

· _______________________

· _______________________

· _______________________


Mailing Distribution 

____________________________________________________________________________________________________________________________________________


Promotion and Distribution 

· Keep your mailing list current.

· Solicit more names.

· Provide copies to organization leaders.


Advertising  

____________________________________________________________________________________________________________________________________________

 
Using Copyright-Protected Materials 

Original materials are preferable.  If previously published materials are to be used, first get the permission of the author or owner, and then give them credit in the publication.  Know the source of the materials you are using, obtain prior permission, and give credit, or don’t use the material. 

 
Learning More About Newsletter Production
____________________________________________________________________________________________________________________________________________

Closing Thoughts

1. Write for your intended audience.

2. Keep the purpose of your newsletter in proper perspective.

3. Produce your news the best way you can with the monies you have available.

4. Select your newsletter staff based on expertise, knowledge, availability, and dedication to the company’s objectives.

5. Give assignments and deadlines for every issue.
6. Use an appealing layout and design with fonts that are easy to read.

7. Graphics and photos should help tell the story.

8. Text boxes can highlight a portion of an article, or provide additional information.

9. Proofread, proofread, proofread.

10. Don’t use someone else’s material without permission.

Checklist When You Produce a Newsletter 

1. Did you consider your target audience when planning your newsletter?

2. Is the purpose of this newsletter evident in the news and information given?

3. Is it clear to your readers how often your newsletter will be published, and what the date and volume number are?  

4. Was your staff given assignments, and if so, were their responsibilities clearly outlined and deadlines given?

5. Did you follow up with staff on the assignments they were given?

6. Did you make a budget? Did you stay within your budget?

7. Did you consider your options for producing the newsletter and the associated costs—in-house production versus outside printing?

8. Did you have a production schedule? How closely did you stick to it? What problems did you encounter, and how would you handle things different the next time?

9. As you prepared the newsletter did you use a uniform typeface—one for the headlines and another for the body text? Did you vary your headlines (one line, two lines; one headline; one headline and sub-headline)?

10. Did you use photographs, clip art, text and graphic boxes? 

11. How does the layout and design look? Does the page grab your attention? If not, what could you do to improve the look of the page? 

12. Have you gotten feedback from your readers (pro or con) regarding the newsletter?
Resources: 

How to Do Leaflets, Newsletters & Newspapers by Nancy Catalfio and Dick Cluster, ISBN 09629067-6X, Pep Publishers, 3519 Yorkshire Detroit, MI 48224, Paperback.

Poor Richard's EMail Publishing: Creating Newsletters, Bulletins, Discussion Groups, and Other Powerful Communication Tools, Chris Pirillo, Pirillo,Chris, Peter Kent Pirillo, ISBN  0966103254, Top Floor Publishing. Paperback

Starting and Running a Successful Newsletter or Magazine, Cheryl Ann Woodward, ISBN: 0873378474, Nolo Publishing. Paperback

Newsletter Design: A Step-by-Step Guide to Creative Publications
Edward A. Hamilton, ISBN: 0471285927, Wiley, John and Song, Inc. Paperback.

[image: image1.png]etters from friends
about Bouguets of

differenf non-, a

done prayer requests for through
Bibleinfo.com. Today | had a note from
one of them, ... mother of 6 children,
telling me how much she loves the
book. She can hardly wait to read it
each morning, and each of her 6
children gather right around her before
they leave for school and make sure she
reads the story for the day to them. The
children range in age from 6 to 18. She
is raising them by herself, and | was just
very pleased fo hear that from her.
Thanks for “listening.” One of your
contributors, Anna May Radke Waters

was thrilled to receive my copy of

the 2003 Women’s Ministries devo-
tional. Itis beautiful. | know it will touch
many hearts. Following are three more
stories for submission....Keep up the
marvelous wo Clarissa Marshall

Bouqueis of Hope is lovely...thank
you for all the dedicated work you
put into your service for Him. You're a
blessing. Joy in Jesus! Betty Kossick

Letters about previous
WM devotional books...

ay God continue to bless you as
many are being blessed by the
work you are doing. Dolores Smith

DO enjoy your books! They give
hope to us all during each year.
Rosemary Baker

have been blessed often....My prayer
is that this medium will continue to
spread the good news of Jesus and
hasten His soon return.
Abigail Blake Parchment

just wanted to tell you how WE

have used our daily devotional
book....Even numbered days, | read;
Frank reads odd-numbered days....we

KEEPERS PAGE

Just for You!

are both blessed daily. We always
read the biographical skefches first,
and then the reading....Keep up the
good work. Barbara
Wyman

Ienjoy reading the devofionals...
and regularly pray for your ministry.
Birol Christo

have really gained a spiritual
blessing. Charlotte Verrett, M.D.

he devotionals are a standard
Christmas gift for my friends and

family.. ..Each year the list gets a litfle
longer. Marie Seard
hanks for produc:ng a gor:

beautiful books.

Editor’s Note: This is

tional books ha!

Devotional Book Project

The Women’s Ministries devotional
book, a daily devotional for women by
women, is a project of the Department
of Women's Ministries, General
Conference of Seventh-day Adventists.
The purpose is to provide spiritual
growth and fo furnish funds for

scholarships for women.

About Your Contributions:

The department solicits contributio
from women on a wide variety of
spiritual topics. Each must be from
personal experience of God's pres
ence in the lives of women, or how
those experiences apply to women’s
lives. Please, no sermons. This book
will be marketed outside the Seventh-
day Adventist Church as well as within
the church; therefore, non-specific
terminology should be used so as not
to offend those of any religious
persuasion. We encourage global
participation, with a varied cultural
and athnic flavar

Those who contribute fo this project do
so agreeing that all profits from the
royalties of the devotional books will go
to the General Conference Women's
Ministries Scholarship Fund. They further
agree that they will receive no payment
for any contributions submitted or
accepted for publication.

Deadline:

October 1 of each year for the book
published two years later, but submis-
sions are accepted at any time.

How YOU Can Help:

1. Contfinue to submit material for the
devotional book.

2. Encourage your friends who write to
submit fo the devofional

3. Share your Devotional Book Guide-
lines with other women.

4. Give our website address to another
woman interested in writing so she can
refer to our Devotional Book Guidelines.
The address is http:wm.gc.adventist.org.
5. Buy devotional books for yourself and
for family and friends, too.

6. Make sure your church is aware of the
books and scholarships.

Information taken from Devotional Book Guide-
lines. To obtain the Guidelines: write us,
e-mail: womensministries@gc. odvenhst org,
or download a copy from our website
dventist.or

zania Women'’s
emorial Fund

mRecelved to
Date

ostill Need

Goal $50,000
Pledged $ 600.00
Received: $25,547.67

Note:The amount listed in the March Mosaic was
incorrect. The current figure shown above reflects
funds collected as of 3/18/03.
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Poverly is rampant and work opportunities are limite|
women in India. For this
reason, the WM decided
fo fry some small
enterprise projects and
small loans. Each union
who came up with a
proposal was given
US$100, or about 4800
rupees. Reports of the
projects are beginning fo
come in.

Text

About the time the program began, the director for
Northeast India Union, Mrs. Colney, died; but the Union
reports that they have already bought goats in two places
for a goat bank. In a goat
bank, a person is given a
pregnant female. When
another female gogt is
born it is refurng

money was given to the [x
goat bank among the,

so more sewing machines can be
purchased.

One lady in the Kerala Field has
started a weaving industry. Five
women are working with her
making bamboo baskets, siffs,
coconut shell ladles, etc. She now
has a good income and is repaying Rs. 200.00 monthly.

A candle making
industry was inaugu-
rated in Tilawni,
Maharashtra Section,
in December with Rs.
15,000. Six women
are involved. They
hope fo enlarge this
project as there is a
great demand for
candles. (From Hepzibah
Kore, WM director, SUD)

Reverse

Hership Cerfification Training program is going well in
-Africa Division (EUD). The WM director for that
Noelle Vitry, has just returned from Spain where she

| met with 50 of the WM church direcfors and presented the new

leadership course and a seminar on abuse. The women were
very interested in the material and suggested that it could be
placed on the internet or used in correspondence format.
Before her frip to Spain, Vitry was in Hanover, Germany, where
she presented the topic of abuse to the entire church and did a
seminar from the leadership course in the afternoon.

Noelle Vitry, WM Director, EUD
SSD

Update on “Sisters of the Heart

As previously reported (in our March issue) the North Philippine
Union Mission (NPUC) WM launched their “Sisters of the
Heart” program last November. The program aims to foster
fellowship between SDA and non-SDA professional women,
minister fo their needs, and lead them to a wholistic lifestyle. A
banquet was held on the evening of November 17. Seventy
non-SDA women were invited and they came and built friend-
ships with one another. Dr. Linda Koh, WM director for South-
ern Asia-Pacific Division (SSD) presented a message on Chris-
fian Working Women.

As a follow up to the banquet a series of Bible studies were
held from January 26 - March 1 this year. Small group evange-
lism meefings were held for four consecutive Sundays from
February 23 to March 1. Dr. Linda Koh was the main speaker
and her inferesting presentations were a combination of
testimonials and doctrinal issues. On Sabbath, March 1,
twenty-six women were baptized as a result. The response has
excited and motivated some of our other leaders to start
organizing “Sisters of the Heart” groups in their own areas.

Ellen V. Roque, WM Director, NPUC
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Someone You Know Deserves a Woman
of the Year Award!

The Associati
2003 Women|
AAW conventi
2003.

Variation from 3 columns
“Too often thq

are overlooke] |
Year program|
broad spectrum of accomplishments of Adventist women around the
world.”

Nominees should be Seventh-day Adventist women who have made
outstanding and unique contributions to home, community, and/or
professional life. The deadline for submitting nominations is May 20.

Should you wish to nominate someone, please request a nomination
form. Write or call: Toini Harrison, Women of the Year Coordinator,
Association of Adventist Women, 24414 University Avenue, #167, Lomc
Linda. CA 92354. 909 799-5448: e-mail: kavnelson@earthlink.net
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My February ifinerary in the Trans-
European Division with the WM
director Anne-May Wollan was one |
will not forget for a long time. The
weather in Europe and England was
bitingly cold, and at times | gave up on
ever feeling warm again, but our hearts
were warmed by the response of the
women to our visit and the time we
spent with them.

The trip began with a weekend of
Leadership Certification training in

By Heather-Dawn Small

MEN UNITED IN SERVICE FOR GOD

April 2003

Cold Hands, Warm Hearts

Associate Director, G.C. Women's Ministries

that this new material
on leadership is now
available.

From England,
Wollan and | traveled
fo Latvia in the Balfic
Union (comprised of
Latvia, Lithuania and
Estonia). It was mid-
winfer and the
temperatures were
below 0° Celsius, but

Staverton Park, England.

Haworth, British Union Co
{BUC) WM director, who i
responsible for Children’s

and Family Ministries, plan|
training weekend for churg
all three departments. Abo)
church coordinators attend
leadership segment and wq

Photos to
Support Article

, was
ipin

eir

wives, and the WM directors from the
churches in Latvia for an entire day of
Leadership Certification training. The
material was well received and the
feeling was that this cerification
program has come at the right time in
the growth of WM in that union.

Left- Anne-May; Center-Ruta;
Right- Heather-Dawn

Caption describing
the picture

WM weekend
he attendance
ially at the

n some 34
Id to come to
}zre Wollan

adership Training weekend in Staverton Park, England

preached an inspiring sermon on our
uniqueness to God.

On Sabbath the ladies presented
Sabbath School and | preached for the
church service on keeping our joy in
spite of life’s challenges. In the after-
noon we presented two seminars on
self-esteem and sharing our joy. We
were blessed by the response of the
church members to our fime spent with
them. The work in Denmark is very
challenging with a population of 5 12
million and a church membership of

2,800. WM is new in Denmark.

Please pray for our sisters and members
in these countries where ministry is very
difficult and church growth very slow.
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Notable Womenr i
Women' s Ministri
Jane—An Exceptiona
Young Woman

ually dark and
f the world,
oonlight

and ironing,
ation. Several
oung people
Jane is a talented, educated, and
personable young woman from Southern
Sudan. Jane is a “displaced person,” and
lives in a permanent mud and watile
round house, with a thatched roof. She is
part of a refugee village where each one
has a home and a garden in the
Northern part of Uganda. She's not the
typical refugee—living in a tented
accommodation and eating food
supplied by charitable organizations.

The sewing school has great potential and
there is room for expansion. Jane dreams
also of teaching the women to be literate in
their own language and in English, but
there are no resources to start a literacy
project. If she taught full time she would not
have time to plant her garden and thus
would have no food. Jane could have gone
to the city and taught in school for a salary,
but prefers to help others and has dedicated
her life to this work. Income generated from
the sewing project is not hers, but the local
church’s Women's Ministries

Most mornings Jane
gets up before it is
light and walks 4
kilometers to the
fields to work in her
garden. She grows
all her own food
and her staple diet
is cassava root and
groundnuts. After means, and that He will impress us with
about two hours of ways we can reach out to people around
work, she walks us. (From Anne-May Wollan, WM Director, TED)
back home,
showers, then walks
6 km in the opposite direction to run a
sewing school in another refugee village.
Jane can cut clothes without
pattern. Only after her pupils
proficient in using brown pap
cut and sew the popular, col
cloth. She knows the clothing
well in the local market—sch
commission uniforms and hostels would
need bedding and table linens. But there
are few machines and little funding.

How many of us would be willing
km a day to raise food for our fa
12 more km to use whatever is a
Us to help others? Let’s pray for d

Upcoming Travel

B| division Women's
ia-Pacific
pur, Malaysia)

mall

lership Training/
'omen’s Ministries Retreat,

American Division (Ontario, Montreal,

Ottawa, Manitoba) Canada

| Prayer Corner

Ardis Stenbakken and Heather-Dawn
Small in their upcoming travels.

For the evangelistic work during “Holy
Week” in the South American Division;
for God’s mercy and blessings that the
women reach many with His love.

For traveling mercies and a successful
Bi-Division Women’s Convention (North
and South Asia-Pacific Divisions) in
Kuala Lumpur April 30-May 5.

For safety and peace in the midst of
anxieties concerning rumors of war.

women like Jane that God will su-

IS publlshed momhty by the Gene«ral

for the purpose of communicating news and

YYou may contact the Editor by writing:
General Conference
Department of Women'’s Ministries
12501 Old Columbia Pike
Silver Spring, MD 20904-6600
Ph:301-680-6616 Fax:301-680-6600

or online at

ntist

‘Our website: wm.gc.adventist.org

Ardis Stenbakken irector
Heather-Dawn Small AssoclateDlrector ;
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Layout
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