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Newsletters As Effective Communications Tools
Thousands of businesses and organisations across the country use newsletters as public relations and marketing tools. Company newsletters can be an amazingly successful communications technique, whether you want to up-sell or cross-sell, establish your brand or simply reach a wider market.
The newsletter format gives authority to its content, establishing a company as an expert in its field and illustrating its understanding of clients' needs. It may also deliver a marketing message more effectively than a brochure or direct mail campaign. 
Like a brochure, a newsletter's primary objective is to sell goods and services. Unlike a brochure, a newsletter uses a different sales technique. It's a soft-sell strategy that uses an informational approach rather than an advertising approach. 
It can also help a business establish, develop and maintain a relationship, create an interaction, and ask for something to happen. But it is not a product-driven message; it is an audience drive message. 
When planning a newsletter ask?
· What are our objectives and what do we want to happen as a result of this newsletter? 

· Who are our target audience? And what would they want to read? 

· Do we have the resources to write, produce and issue a newsletter in-house or do we need to outsource it? 

· How much will it cost? 

· Will it be a hardcopy or email newsletter? 

· Do we have the time to produce a quality newsletter? 

· How often will we publish it? Will it be a weekly, monthly, bi-monthly, etc. and will we be able to publish it consistently and on time? 
What kind of information can you include in your newsletter?
· Articles on new products or services, awards, sponsorships, recent success stories and case studies, promotions, specials, share price rises, company events, research. 

· Tips on how to do something you're an expert at: tasting wine, curing colds, entertaining children, saving money. 

· A behind-the-scenes look at your business: what your manufacturing line looks like, where your equipment comes from. 

· A look at the people in your business: the person who works on the process line, a day in the life of a salesperson, the man who drives the delivery truck. 

· Company news: new employees, a change of address, new clients 

· A contest 

Filling your newsletter with free helpful information, tips and resources will make you a valuable resource to your readers and create the kind of goodwill that all the ads in the world can't buy.
Keep a balance between your desire to keep in contact with customers and their need to receive only information, which is of use to them.
The answers to the questions above will shape the content, choice of paper, type style and size of your newsletter. Before a reader even opens a newsletter, it gives them an impression of your organization. Make sure you spend some time and money putting together a well-designed newsletter. 
When Designing Newsletters consider:
· A clean, attractive layout with relevant and clear graphics or photos is a must for a professional newsletter. Attractive graphics can obscure important content needs. 

· Use subheadings and break-out boxes to structure your copy. 

· Edit for clarity, conciseness, jargon, length, correctness. The bottom line is your readership; give them top priority. 

· Be concerned about how your newsletter reads before you worry about how it looks. Write compact copy in the active voice. 

· If you're doing an e-mailed newsletter, 'clean and simple' is the only rule. Keep it to plain text. Be concise, and put an 'in-this-issue' outline at the top. The footer should have complete 'subscribe' and 'unsubscribe' information. 

· Lead with strong items that have broad appeal. Learn from the best daily newspapers -- people decide within seconds, whether or not to read. 

· Look for reader feedback, always. Watch to see how people scan your publication. Talk with a new sampling of readers after each issue. Do a formal readership survey on a regular basis. Track what's happening.
Consistency 
Top Tips for Writing Newsletters
· Tell your readers the most interesting and relevant part of the story first 

· Mix general news stories with feature articles, profiles and reports 

· Make sure the stories aren’t just sales pitches. Readers will take far more interest if you are offering them something of value, not just doing the hard sell 

· Keep sentences short and paragraphs to just one or two sentences 

· Headlines should use strong verbs and should serve to introduce the story, e.g. ‘Marathon Raises €20,000’, not Marathon event a great success’ 

· Keep your language simple and avoid jargon 

· Use direct quotations as this adds credibility to the piece 

· Keep newsletters reasonably short and to the point 

· Use photos to add life to the newsletter 
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