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@ Getting Organized: Forms & Files
@ Content Ideas & Resources

@ Tools to Boost Readership

@ Finding & Keeping Volunteers

@ Writing Right

@ Design/Production/Distribution
@ Advertising Primer

@ Tips to Control Costs




What do you want your newsletter to
achieve for your association?

< Build membership

<« Communicate about events
« Keep people connected

< Tangible member benefit

<« (Generate revenue

< Build association’s brand




® Production schedule*
@ Editorial runsheet*

@ Advertising runsheet*
® Ad Insertion order*

® Media kit/rate card
@ File for each issue

@ Filler story file

* Available in handouts and on website
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Event promotions

Association news

Post-event recaps

President’s letter, editor’s letter
Calendar of events

New member listing

Photos from events
PPAI/Industry news

Quotes
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Member opinion pieces
Point/counterpoints

Member profiles

Relevant cartoons

Industry glossaries and how-tos
Questions/problems

Job listings
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Health, or stress tips

Movie, book, or restaurant reviews
Travel tips

Tales from the road

Toughest sales call

Most embarrassing moment

Other ideas?




® Who will write?

® Make assignments
@ Set early deadlines
® Send reminders

® Spread work around
@ Glve rewards

@ Use Incentives




@ Pose question; publish answer
@ Contests: win prizes for solving riddles, etc.

@ Quizzes: association history, previous
program, etc.

@ Hide an image in each issue; hold a drawing
@ Poll on hot topics

@ Ask the expert—Q & A
® Tweet about it

@ Use Facebook, LinkedIn
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PPB Newslink

PPB

Promotional Consultant

Promotional Consultant Today

News releases (PPAIl and others)

Free article sites

Reprints from other publications*
(*Get permission in writing!)

promo’riondl
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Adopt a stylebook; consistency rules!
Keep sentences short and to the point.
Use paragraph breaks.

Fact check all names, titles, dates.
Edit and proof carefully.

Extra eyeballs on final copy.




@ Monthly
@ 10 times
® 6 times
@ Quarterly




® Print
Mail
Meetings
Shows

® Electronic
E-mail
Post on website

@ Both print and electronic




@ Easy to read
@ Uncluttered
@ Use photos and illustrations for interest
@ Lots of white space




Print
Online

Fabrikam, Inc.

Weekly Newsletter
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INSERT HEADLINE HERE

Subhead. Subhead.

Subhead. Subhead.

Subhead. Subhead.

PLACE LOGO OR
COMPANY NAME HERE
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Your business tag line here.

Newsletter Title

Lead Story Headline

A nevsletter iz & grest way vo provide interesting, ug eful informa-
tion t & targeted audience, Use your newslemar te mark et yaur
products or servkces to CUrrent CUSTOMErs, oF T genarate interest
inyourcompany ororganization, The lead story will cormmand the
ot attention, 5o be sume to place the most important story as
the lead #mry in your newslemer,

More Details

Second Story Headline

The headling is animportant part of your newsletter and should be
considered carefull N Each headline should be clear and concise,
and shoul sccurstely represent the contents of the story. Try 1o
make the hesdline interesming enough o draw readers into the
EWry.

More Detaik

ORGANIZATION a

Yolume 1, Issue 1, Date

N |

Caption describing picture or
graphic.

Hewsletter Spotight

Usa the Spotlight to highlight
impartant fesbires or poinks of
imtarest,

To catdh the resders attan-
tion, place &n inbe esting san-
tenoe or quote frorm the story
hqm.

To varnove Your name frem aur malling lise, plesse click hare,

Cuestions or carnments? Email uz at 2omeone@enamplecom ar eall 555-555-5555




@ Choose banner that grabs the audience
Brands your newsletter
Communicates who you are
@ Tagline
Your tagline can define what you are about
Add a little bit of zip, or pizzazz to the banner
@ Folio
Name of publication, issue

@ Date
Don’t forget the date, year, issue




Simple, easy to read

Type size makes a difference
Larger rather than smaller

Online is different than print

Verdana
Arial




@ Help define page structure for easy
scanning. Keywords in header tags help
readers find columns, or articles of
Interest.




CO Ox

Gives readers visual clues
about important content by
drawing the eye toward
highlighted sections.

Cost
1-color
2-color
Screens
Colored paper




@ Draw readers into the story

=2 Thirage Diilly Weibmme
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@ lllustrations
@ Photos

@ Cartoons

@ Clipart

“I read someplace that eye contact
is a very important business skill.”
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. No objective—not focused

. No consistency

. Poor editing—typos

. Too much clutter, too much copy

. USE OF All CAPS

. Insufficient white space

. Images that are TOO BIG, or too small
. Text thet is hard to read

. Underlining for emphasis

. Using too many Bold, or italic fonts
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Who sells the ads?
Prospects
Use Insertion orders

Make ad

specs available

Publish deadlines

Don’t se
Prepare

| off the rate card

nouse ads to fill space




For printed newsletters:

@ Talk to printer about most economical sizes.
@ Reduce paper stock, weight, grade.

@ Double-check quantity before you print.

@ Photocopy 1-500 copies.

@ Avoid rush, or late charges.

@ Get competitive bids, but consider value of long-term
printer.

@ Check on nonprofit postal rates.

@ Reduce number of pages.

@ Reduce frequency.

@ Compare costs of in-house vs. printer.
@ Go electronic only.




Contact us if we can help:

Tina Berres Filipski
tinaf@ppai.org; 972-258-3084

Pamela Fields Webb
pamw@ppai.org; 972-258-3052

Thank you!




