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What is a newsletter? 
According to Wikipedia, a newsletter is a “regularly distributed 
publication that is generally about one main topic of interest to 
its subscribers.”  

Newsletters can be published by NGOs, churches, companies, 
schools or any other type of organization. They are typically 
distributed via email (e-newsletters) but can also be distributed 
via regular mail. 

  

 
Source:  http://en.wikipedia.org/wiki/Newsletter 



Why create a newsletter? 
    

 Newsletters are a way of assuring a regular communication about 
upcoming and already implented activities of your organization. If 
you use it well, a newletter is a very efficient way to spread 
important news both within your organisation and to all other 
interested stakeholders (members, partners organizations, 
participants, sponsors, etc.). 

Used well, a newsletter therefore helps you ensure maximal 
visibility of your organization and your activities and create a 
positive image of your organization vis-à-vis your audience.  

 
Source: http://fr.slideshare.net/cubreporters/how-to-make-a-newsletter 



Some things to think about before you start 
The frequency of your newsletter: how often do you wish to send it? You want to send 
your newsletter at a regular interval so that your audience will not forget about you, but if 
you send it too often you may annoy your subscribers. Depending on the scope of your 
activities, anywhere from once a week to once a month is probably a good idea.  

The format of your newsletter: there are two major possibilities for creating a newsletter. 
The simplest way is probably creating your newsletter as a Microsoft Word or OpenOffice 
document and then saving it as a PDF file and attaching it to an email. You can find some 
good templates here. The other option is to create an html newsletter. The main advantage 
of this is that your newsletter will appear in the body of your email, so your subscribers 
won’t have to download and open an attachment. There are a number of popular websites 
that let you create and manage html newsletters, some for free and some at a low cost. 
You can check out MailChimp, Campaign Monitor or Smilebox.  

The length of your newsletter: regardless of the format you choose, it is a good idea to try 
to be as concise as possible. One or two pages is usually a good length, although this also 
depends on the frequency of your newsletter and how much information you need to 
include.  

http://www.smiletemplates.com/free/newsletter-templates/0.html
http://mailchimp.com/
https://www.campaignmonitor.com/email-templates/
http://www.smilebox.com/newsletter-designs.html


What to include in my newsletter? 

Start with the title of the newsletter. Also include the logo of your organization and the 
date of publication.  

Your contact information (email address, website, phone number, etc.) needs to 
appear somewhere in the newsletter, either at the top or at the bottom/last page.  

It is a good idea to include a table of contents, especially if your newsletter is long.  

Concerning your news, the central element of your newsletter, try to be as concise and 
concrete as possible when your write your articles. Cite dates, number of participants, 
names of places, and so on, and avoid repetition. Use simple words and try to come up 
with interesting headlines for each article.  

It is finally also always a good idea to use photos and other illustrations (graphs, 
cliparts, etc.). However, make sure you don’t use illustrations that belong to someone 
else (i.e. are protected by copyright laws, such as photos downloaded from the 
Internet) and also make sure the people who appear on the photos have agreed to be in 
your newsletter.  



Publishing my newsletter 
 
 

 

 
 
 
 
 
 
 
 
 
 
 

 If you’re using an online platform such as MailChimp or Campagn Monitor to create 
your newsletter, it will usually let you import your email contacts and send the 
newsletter directly to them. Some of these platforms also allow you to export your 
newsletter directly to Facebook or Twitter. 

 If you’ve created your newsletter yourself using OpenOffice or Word, you’ll need to 
first save it as a PDF file (this is to make sure anyone can open the newsletter and 
that it will look the same on any computer!). Write a short introduction in the body 
of the email and attach your PDF.  

 It’s a good idea to create a mailing list with all the contacts that you’d like to send 
the newsletter too – this is easily done using Outlook or Thunderbird or any other 
email client, including Gmail. When you send the newsletter, always use the BCC 
(sometimes called CCI) option (blank carbon copy) to avoid people seeing the 
addresses of everyone on your mailing list. 


