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The purpose of a newsletter is to provide specialized information to a targeted audience. To help you achieve this goal, this template offers suggestions that you can also find in the article in the Task Pane titled “Creating a Newsletter.” You may also be interested in reading “Printing a Newsletter,” which describes different printing options, such as using large paper to print your newsletter as a folded booklet. In addition to these template Help articles, the Task Pane contains links to Help topics related to the Microsoft Word features used in this template, such as text boxes. As an added help, before you begin replacing this content with your own, you may want to print this template to have the benefit of its instructions. Inside This Issue lists articles designed to help you write an effective newsletter.


When you create a newsletter, first determine the audience. This could be anyone who might benefit from it, such as those interested in a product.


You can compile a mailing list from business reply cards, customer information sheets, business cards collected at trade shows, or membership lists. You might consider purchasing a mailing list from a company that serves your target customer.


Next, establish how much time and money you can spend on your newsletter. These factors help determine the length of your newsletter and how frequently you will publish it. 


You can replace the pictures in this template with your company’s art. To do so, click where you want to insert the picture. On the Insert menu, point to Picture, and then click From File. Locate the picture you want to insert, and then click it. Next, click the arrow to the right of the Insert button, and then click either Insert to place a copy of the picture into the newsletter, Link to File to display the picture without actually inserting a copy, or Insert and Link. Since Insert embeds a copy, the picture is always visible, but it may greatly increase the size (in bytes) of your newsletter depending on how large the picture is.


You can compile a mailing list from business reply cards, customer information sheets, business cards collected at trade shows, or membership lists.  
































Article Title


By Author Name











INSIDE THIS ISSUE


Getting Started	1


Writing Great Newsletter Articles	1


Inserting Your Own Art	2


Drawing Readers to Other Articles	2


An Article for Everyone	3























UNIS Queens, 173-53 Croydon Road, Jamaica Estates, NY 11432


www.thereproductivetimes.com





The


REPRODUCTIVE TIMES








“It’s perfectly normal”


Volume 1, Issue 1






















































































Drawing of a scene from your story










































































































































































































































































































































































































