Newsletter Checklist

EDITORIAL ELEMENTS
· Does the newsletter’s name grab attention?

· Are all articles written objectively and in a consistent style?

· Is the front page content used to draw in readers?

· Are you using photos and illustrations to draw readers into the articles?

· Do all stories have a call for action, or place to receive more information?

· Has spelling and grammar been checked?

· Have you checked all phone numbers and dates?

· Do headlines make an impact?

· Are subheads used to break up long copy?

· Are captions used under all photos and have you checked the spelling of names?

· Did you include a folio with dates and volume number?

· Did you include a masthead with contact information for editorial and advertising?

DESIGN ELEMENTS
· Is the newsletter easy to read and aesthetically pleasing?

· Does it have focus to guide the reader’s eye from feature to feature?

· Is there layout consistency from issue to issue?

· Has balance on the page been achieved without being boring?

· Are items that go together close together?

· Is it designed with a hierarchy of features in mind (larger = more important; smaller = less important)

· Are no more than three fonts used throughout?

· Is interest created with photos, illustrations, frames, boxes, screens, outlines, or borders?

· Are graphics and color accents used effectively?

