
Does your club have a newsletter? A newsletter is a great way to
communicate and share information with the members of your
club. Read below for tips on writing and designing your club
newsletter. To start, your newsletter should have at least these
things: nameplate, headlines, body and photos.

Nameplate
The nameplate goes at the top of the newsletter and includes the
name and possibly a subtitle, logo, volume number, and date.

The name should be catchy—something that grabs the atten-
tion of the reader. The subtitle isn’t necessary, but it can be used
to give the name more explanation. For example, Soroptimist
Summary is the name of SIA’s newsletter. “A monthly e-news
publication,” is the subtitle. Be sure to incorporate Soroptimist’s
logo into your club’s newsletter nameplate. If assigning a vol-
ume number, the number changes once a year. For example, if
January 2008 is Vol. 1, No. 1, then February 2008 would be Vol.1,
No. 2. January 2009 would start Vol. 2. And of course, don’t for-
get to include the month and year in the nameplate. The look of
the nameplate should not change from month to month (only
the volume number and date) because it is the visual identity of
the newsletter.

Headlines
Headlines break the body copy up into sections. They provide
stopping points that allow a reader’s eyes to rest. Select a nice
bold font for headlines. They should stand out from the body
copy. They should also be consistent throughout. For example,
all the headlines should be the same font type and size.

Body
The body is the main part of the newsletter and the bulk of the
text, including the headlines and articles. To make the newslet-
ter’s design more interesting, separate
the body text into columns. Keep it to
three columns at the most and
remain consistent with the number
of columns from page to page. When
writing the body text, it is important
to keep in mind the purpose of the
newsletter, its audience and the mes-
sage you want to send. The content
should be interesting and informa-
tive—provide content that members
both want and need to know. If
readers don’t get anything out of
reading it, there’s no point in pro-
ducing a newsletter.

The newsletter articles
should be short. You only
have a few seconds to
captivate your audience.
Give your readers the
information in short para-
graphs that get straight
to the point. Maintain
an active voice. When
choosing a font for the
body text, pick one that is
easy to read. For a printed
newsletter, use a serif
font, such as Times New
Roman, for the body text.
Use a sans serif font, such
as Tahoma or Verdana, for an online or email newsletter. Try not
to use more than three fonts throughout the entire body. To
draw attention to something, bold it or change its color instead.

For content, use information from SIA to fill your club
newsletter. The Soroptimist Summary, Best for Women maga-
zine, <Soroptimist.org> and <LiveYourDreamCampaign.org> are
great places to look for up-to-date news on what’s happening in
the organization.

Photos
Like headlines and subheads, photos break up text and liven up
any newsletter. As a general rule, try to use at least one photo
per page. Always include captions with photos that summarize
what’s happening in the picture or names of the people shown.
Use a font in the same family as the headlines and subheads so
that the captions stand out and don’t get confused with the body
text. See SIA’s Guide to Taking Good Photos (available in the

members area of <Soroptimist.org>) for
tips on how to take photos that will make
an impact in your newsletter.

Lastly, SIA headquarters wants to
know what your club is doing! News
about your club may be included in the
next Best for Women magazine. So don’t
forget to add SIA to your newsletter mail-
ing list.

By Kamali Brooks
Public Relations Manager

Email: kamali@soroptimist.org
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Visit the Taipei
Convention page of
SIA’s website for the
latest convention news

and to
book
pre-
and

post-
convention tours; make
hotel accommodations;
read about guest

speakers; signup for
workshops, and more.
Planning an unforget-

Live Your Dream
Women from every
walk of life and in
every situation imagi-
nable have dreams and
need inspiration to
make them come true.
LiveYourDreamCampai
gn.org is a member-
ship marketing strate-
gy designed to offer
SIA members and non-
members a fun place

to: dream and share
their dreams; increase
awareness of
Soroptimist programs;
recruit new members;
and raise funds for
Soroptimist programs
that provide direct
assistance to women
and girls in local com-
munities and through-
out the world.

40th Biennial Convention
In this issue:

New Program
Tools Available

Convention will feature
traditional Taiwanese meals

and entetainment.

• Convention News
• Live Your Dream
• Soroptimists STOP

Trafficking
• Laurel Society

Event

• Program Impact
Report

• FAQ-Soroptimist
Disaster Relief

• FAQ-Advocacy
and 501 (c)3
Organizations

Nameplate

Headlines
Photo with
caption

Body text
in 2-column
format

Is your club still creating a printed newsletter?
Consider developing an e-newsletter or posting
your newsletter on your club website. Check out
the following benefits of moving your newslet-
ter online:

• Save time and money by eliminating printing
and postage costs.

• Become earth friendly by not using as
much paper.

• Link directly from articles to sections on
your website.

• Can be forwarded.
• Ability to track readership.


