
This story can fit 175-225 

words. 

The purpose of a newslet-

ter is to provide special-

ized information to a tar-

geted audience. Newslet-

ters can be a great way to 

market your product or 

service, and also create 

credibility and build your 

organization’s identity 

among peers, members, 

employees, or vendors. 

First, determine the audi-

ence of the newsletter. 

This could be anyone who 

might benefit from the 

information it contains, 

for example, employees or 

people interested in pur-

chasing a product or re-

questing your service. 

You can compile a mail-

ing list from business 

reply cards, customer 

information sheets, busi-

ness cards collected at 

trade shows, or member-

ship lists. You might con-

sider purchasing a mail-

ing list from a company. 

If you explore the Pub-

lisher catalog, you will 

find many publications 

that match the style of 

your newsletter. 

Next, establish how much 

time and money you can 

spend on your newsletter. 

These factors will help 

determine how frequently 

you publish the newslet-

ter and its length. It’s 

recommended that you 

publish your newsletter 

at least quarterly so that 

it’s considered a consis-

tent source of informa-

tion. Your customers or 

employees will look for-

ward to its arrival. 
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Special points of in-

terest: 

This story can fit 75-125 

words. 

Your headline is an im-

portant part of the news-

letter and should be con-

sidered carefully. 

In a few words, it should 

accurately represent the 

contents of the story and 

draw readers into the 

story. Develop the head-

line before you write the 

story. This way, the head-

line will help you keep 

the story focused. 

Examples of possible 

headlines include Product 

Wins Industry Award, 

New Product Can Save 

You Time!, Membership 

Drive Exceeds Goals, and 

New Office Opens Near 

You. 
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Response to Tom Cwi-

akala’s article.  By Alan 

Maddaus  

     

       Welcome back to our summer resi-

dents. 

     Our May meeting opened with a mo-

ment of silence to honor the passing of 

our member and former treasurer Ann 

David.  

     The annual election of officers and 

trustees was held.  Bonnie Donnan was 

elected president, Virginia Sawicki vice 

president, Martha Brandow secretary, 

and Marjorie Hall trustee. Thanks to 

Tom Cwiakala for his service on the 

Board of Trustees. 

      We thank the Suprenants for open-

ing their home, the Stimson House, to us 

for our program. A historical marker 

was unveiled and dedicated by Phyllis 

Keeler, Galway Town Historian, in front 

of the house. Craig Suprenant’s history 

of his home and an exhibit of artifacts, 

newspaper clippings, and documents as 

well as a tour were enjoyed at this well 

attended meeting. 

     The annual member’s picnic will be 

hosted by Dusty and Arlene Rhodes at 

their home June 3rd at 6 p.m. If you did-

n’t sign up at the May meeting for what 

goodies you are bringing to the picnic 

you may hear from Sue Surdyka or 

Margie Hall.  

     We will be having our auction at the 

picnic. Members are invited to bring one 

item, historical or Galway relevancy a 

plus, to donate. Items will be tagged 

with a number and will be available for 

preview before the sale. The auction 

will have a time limit, so all of the items 

may not be sold. 

     The Gazebo decorating committee 

has braved the weather and fit in the ap-

plication of patriotic bunting in between 

the storms.  The Gazebo in the Village 

Park is now ready for Memorial Day 

and the festivities .  

       Check out the exhibit in the lobby 

of Town Hall if you haven’t already 

seen it.  People have shared heirlooms 

and treasured items from their families.  

Remember, an heirloom can be a story 

as well as an item. If you are inspired by 

the display to share a story about an 

item in your family that reminds you of 

a relative, a family event, or the origins 

of your family, please write it up to 

share in this newsletter. If you are con-

cerned about the quality of your prose 

Evelyn Hanna has volunteered to help 

you out. 

    The next Board of Trustees meeting 

will be July 24th, 7 p.m. at Town Hall. 

As always, all members are welcome. 

     The next regular membership meet-

ing will be September 9th, the week after 

Labor Day. Have a good summer. 
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This story can fit 150-200 words. 

One benefit of using your newslet-

ter as a promotional tool is that you 

can reuse content from other mar-

keting materials, such as press re-

leases, market studies, and reports. 

While your main goal of distribut-

ing a newsletter might be to sell 

your product or service, the key to a 

successful newsletter is making it 

useful to your readers. 

A great way to add useful content to 

your newsletter is to develop and 

write your own articles, or include a 

calendar of upcoming events or a 

special offer that promotes a new 

product. 

You can also research articles or 

find “filler” articles by accessing the 

World Wide Web. You can write 

about a variety of topics but try to 

keep your articles short. 

Much of the content you put in your 

newsletter can also be used for your 

Web site. Microsoft Publisher offers 

a simple way to convert your news-

letter to a Web publication. So, 

when you’re finished writing your 

newsletter, convert it to a Web site 

and post it. 

Microsoft Publisher includes thou-

sands of clip art images from which 

you can choose and import into your 

newsletter. There are also several 

tools you can use to draw shapes 

and symbols. 

Once you have chosen an image, 

place it close to the article. Be sure 

to place the caption of the image 

This story can fit 75-125 words. 

Selecting pictures or graphics is an 

important part of adding content to 

your newsletter. 

Think about your article and ask 

yourself if the picture supports or 

enhances the message you’re trying 

to convey. Avoid selecting images 

that appear to be out of context. 

near the image. 

Caption describing picture 

or graphic. 

ternally, you might comment upon 

new procedures or improvements to 

the business. Sales figures or earn-

ings will show how your business is 

growing. 

Some newsletters include a column 

that is updated every issue, for in-

stance, an advice column, a book 

review, a letter from the president, 

or an editorial. You can also profile 

new employees or top customers or 

vendors. This story can fit 100-150 words. 

The subject matter that appears in 

newsletters is virtually endless. You 

can include stories that focus on 

current technologies or innovations 

in your field. 

You may also want to note business 

or economic trends, or make predic-

tions for your customers or clients. 

If the newsletter is distributed in-
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We’re on the Web! 

example.microsoft.com 


