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So You Want to Produce a Newsletter (OH-1)
Producing a newsletter is certainly an admirable goal, but couldn’t you just as easily pick up the phone or send an e-mail? Some questions that come to mind are: How will having your news in print benefit you or your organization? Do you (or someone on your staff) have the know-how to design a professional looking newsletter? Is additional staff available to handle newsletter production, and if not, is there a professional person or organization that can handle it for you? Is money budgeted to cover newsletter expenses? Do you know the target audience for the newsletter? These are very important questions and we will answer them in this seminar.
Important Things to Consider (OH-2)
As you contemplate newsletter production, you should consider the purpose of the newsletter, your target audience, how often you plan to publish, the kind of news to be shared, the number of people on the mailing list, and more. Discuss these things with your staff. It is vital that you have a capable production team that can plan adequately and create a sound foundation. This is important to the overall success of the newsletter. Things to discuss include:   

Purpose of the Newsletter—Do you have a clear picture of exactly why you want to publish the newsletter and what you will say that will be noteworthy, different, or make an impression? Are you publishing the newsletter to educate, train, motivate, promote, share information, give facts, give recognition, or ask for assistance?  

Your Audience—Identifying your target audience ensures that your newsletter will fit the intended readers. Here are some questions you should ask:

-  Will they be homemakers, singles, senior adults, or married couples? 

-  Are they college-age, middle-age, or elderly? 

-  Are their interests similar to your organization’s interests? 

-  Is the newsletter church-based or secular? 

-  Have they been asking for a newsletter?

Spend time understanding what your target audience needs; take an interest poll if necessary and use the information gathered to help you decide what your target audience wants to read . When you identify your target audience and focus the news to their needs, readability of your newsletter will be greater.

Type of News—Information, facts, educational resources, and training material are part of every newsletter. Photographs can be a news item, or provide additional information to a news item. Providing the kind of news your audience requires determines whether your newsletter is read with interest, read simply because the newsletter was mailed to them, or tossed aside unread. 

Number of Readers—Know approximately what your readership will be. Is it 50, 250, or 2500? This can, in part, affect your delivery of the news—the number of pages; type of news shared; size and amount of clip art or photographs used; whether the newsletter is color or black and white; if an in-house printer is used or printing company; and the number of staff members needed for production.

Frequency of Publication—Will your newsletter be printed weekly, monthly, or yearly? Can you, or your staff, make a production timetable to get the newsletter to your readers while the news is still current and stick with that schedule? Is there enough news to comfortably support the printing schedule you select? Are there adequate funds to begin and maintain production? These things determine the number of times per year the newsletter should be produced. 

Staffing

It takes a team of dedicated workers to produce a quality newsletter. Consider qualifications, expertise, talents, interests, and the role each worker will fill. Some of the key positions are: (OH-3)
Editor—This person is primarily responsible for planning each issue of the newsletter, assigning the editorial, articles, and determining photography needs; setting the production schedule and deadlines; leading the team; editing; proofreading; obtaining copyrights if needed; and verifying accuracy of information. This person needs to possess skills to handle these tasks and have goals and values consistent with the organization (or at least be flexible and open-minded). Prayerfully consider the overall experience of the person under consideration and whether the newsletter would be enhanced if he/she was selected. (OH-4)
Writer(s)—Excellent writing skills are essential whether you have one writer or numerous writers. The writer(s) need the ability to construct sentences and paragraphs well and to make the words practically leap off the page for the reader. Take time to read a variety of writing samples from the writers you are considering. Ask for references from previous organizations regarding their writing abilities. You could possibly even develop several “sample” writing assignments to test their writing skills. Well written articles—that’s the ultimate objective. (OH-5)
Photographer(s)—Photographs should be captivating, close up, clearly in focus, and should tell a story even if there are no words. Are you thinking of hiring a professional photographer? If so, discuss your particular photographic needs. Ask for a portfolio of photographs so you can determine if the person has the skills you require. A skilled photographer should be able to adapt to your needs. If you don’t have the budget for a professional photographer, perhaps one of your staff members has good photography skills or an interest in learning and would be willing to take a class. Also, keep in mind that stock photographs are available for purchase and could be useful for informational articles. There may be some free ones available on various websites, but the better quality ones will usually cost money. (OH-6)
Typist—Who will be typing your newsletter—an office assistant, a contract employee, a volunteer, or you? What is their speed and accuracy rate? Having a qualified typist typing the news into a readable format for editing is essential. As a bonus, someone who can also proofread—identifying and correcting grammatical errors, is invaluable. (OH-7)
Graphic Artist—This person will be adept at visualizing the printed page, creating graphics (or finding excellent graphics), and designing the newsletter. Laying out the news, photographs, and graphics in an interesting way will invite the target audience to read the newsletter. Captivating headlines, readable fonts, and interesting clip art or photos with pizzazz are just a few of the things that help produce a successful newsletter, and this person needs to be aware of how all of these things can be utilized to produce a great newsletter. (OH-8)
Desktop Publisher—The desktop publisher uses computer software to arrange the newsletter. This person needs to understand line spacing, headline and text fonts, layout, information boxes, and graphics. (These things will be explained briefly below). Someone with a firm grasp of layout and design or an ability to learn would be a real asset. Allowing this person access to courses in desktop publishing would be invaluable. The desktop publisher and the graphic artist are sometimes the same person. (OH-9)
Proofreader—The editor has final responsibility for proofreading and editing. The editor, and/or at least one staff member should thoroughly scrutinize the final copy for all errors before the last copy is printed, looking it over critically and carefully for typographical errors, punctuation mistakes, misspelled words, and poor sentence structure. Proofreaders should be thorough from beginning to end, using tips such as reading sentences backwards, reading with someone else, reading out loud, or using a magnifying glass to help catch errors. Having a good proofreading rule book is essential, too.

The proofreader also should take time to lay the pages that are adjoining each other side by side. Does the newsletter have the right look? Is it too crowded? Do the headlines read well? Are there too many bulleted sections, photos, or graphics/text boxes? When the desired look has been achieved, it’s time for the next phase, printing. 

You want your newsletter to be one you are proud of and one that meets your expectations. 

You may want to hire a consultant experienced in newsletter production as you think about and develop your newsletter. They can provide helpful advice, and it would be wise to let yourself benefit from the expertise of someone who knows more than you, especially as you begin.

Newsletter Basics: What to Consider (OH-10)
Your expectations (or your company’s expectations)—What do you want this newsletter to accomplish for the target audience? What are you willing to do to make this happen? What do you want your staff to do to make this happen? What are you willing to let your staff do to make this happen? Review your organization’s mission and vision in light of the expectations you have.

Budgets and Other Boring (But Necessary) Matters—Decide how much money is available for the newsletter, then make a realistic budget. Take time to prioritize every aspect of your newsletter production dream. Scale back, if necessary, but keep your vision. The amount of money available affects the final product. 

Software, Paper, Supplies—What types of computer software do you need to produce a newsletter you can be proud of? What kind and weight of paper will give your newsletter the look you want? What supplies will you need? Some ideas: clip art books, proofreaders’ tools, printer cartridges, or typewriter ribbons, just to name a few. 

Staffing—Is it a staff of one (you), or a staff of five? Is the staff full time or part time, paid or volunteer?  How much money is designated for staff? Is their time strictly devoted to the newsletter, or do they have other responsibilities?
Production Plans – How many pages will your newsletter be? Are you planning a full-color newsletter or a black-and-white newsletter? Is there adequate staff to meet all of the production plans? If not, how will you cover the areas that are deficient? How will the newsletter be distributed, and to whom? Do you have the equipment, software, books, or supplies to begin production? 

Production Costs (Printing)—Will the newsletter be color or black and white?  Will it be typed on computer or a typewriter? Will it be camera-ready (completely ready so that it only has to be duplicated) or will an in-house department, or outside printer, have to set headlines, add photos, etc? These choices can make a difference of thousands of dollars per year.

Distribution—How is the newsletter being mailed out—first class, non-profit, bulk mail, or DHL? Have a complete understanding of the various types of mail service available and the time it takes for delivery of the mail before deciding which is the best service for you. Also, determine the number of copies being mailed out. Final costs for the newsletter will be based on all of these things.

The News—Heart of Your Newsletter (OH-11)
Two kinds of articles can be used in the newsletter—hard news and feature stories. The hard news story should have a lead paragraph that gives the most important information, or answers the questions of who, what, where, when, why, and how of the story. Paragraphs following would decrease in order of importance.  The feature story is actually a hard news story, but goes more in-depth and is more outstanding in content. 

In all articles: 


-    Use current, not outdated, news 

-    Verify the accuracy of all facts and statistics used as well as their source

-    Provide variety to encourage, educate, stimulate, or prompt the reader to action                                                                                 


-    Have articles that tell who, what, when, where, how, and why


-    Vary the length of news stories


-    Use different styles of writing in each issue

            -   Provide interesting headlines that catch the reader’s attention


-    Write stories that progress well and are succinct and to the point


-    Don’t be redundant

-    Don’t over-simplify information  


-    Avoid being condescending to any racial, ethnic, or religious group                     

Production Schedule (OH-12)
Organization is the key word when planning the newsletter. This helps insure the success of the issue. Organizing each issue beforehand gives the editor time to consider the right people for the assignments and to dialogue with them regarding what is expected. Thus, the editor can make assignments in a timely manner. Here are some steps to take:

Plan the Issue—Map out what is to be in each issue at least two months before the issue is to be produced. If desired, outline every story and contemplate what photos and clip art would enhance the articles. A suggested layout of each page might also be made. 

Give Assignments and  Follow Up—The editor should let each staff member know what articles they are responsible for, approximately how long (how many words) each article is to be, the main focus of the story along with supporting information that may be needed, and when the finished copy is due. It would be wise to give a reminder/follow up call to the writers about two weeks before the article is due, especially to staff members chronically late with previous assignments, to see how the work is progressing.

Deadlines—The deadlines set by the editor are somewhat dependent on whether the editor/staff are juggling other duties. Schedules would have to be adjusted accordingly as a longer preparation time might be needed if there is major multi-tasking.  If the editor and staff work only on the newsletter, less time might be required. Deadlines are also dependent on how the newsletter will be published (in-house on a copier, in-house to a printing department, to an outside publisher, etc) and the delivery system to be utilized for getting the mail out.
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Newsletter Preparation (OH-13)
(Note to Presenter – Use Appendix 1 to illustrate the following points. Use as overheads or PowerPoints.)
As you prepare, keep the newsletter’s purpose and your target audience in mind. Now, gather pertinent information and start writing. Some suggested columns for your newsletter are: From the Editor, Calendar of Events, What’s Happening, News Features, Book Reviews, Special of the Month Feature, etc. This decided, have a variety of column lengths so every article doesn’t look the same. 

There are numerous components that deserve attention:

Name Plates and Mastheads—The nameplate gives the name of your newsletter, publisher, date and issue number, publisher’s name, and possibly a statement of purpose (called a tagline). This identifies who you are and is usually at the top of the first page.
The masthead has the editorial information (newsletter editor and staff). It’s good to let readers know who is responsible for producing the newsletter.  This could be placed on the inside cover or on the back cover. It could be a simple line item, but if space allows a box containing the information would be preferable. 

Headlines and Sub-headlines—Headlines draw the reader into the article. Keep them short and to the point. The choice of fonts for headlines and sub-headlines is quite important. A headline font size should be between 16 point and 22 point. It should not overwhelm the page, but catch the attention of the reader. It should stand out from body text. A sub-headline is a bit smaller than the headline and provides a little more information, to enhance the headline or provide additional information that will be in the story. Vary the length of the headlines and sub-headlines in each newsletter—one short line, several two liners, a headline along with a sub-headline. 

Columns—Will a one, two, three, or four column newsletter be appealing to you and to your readers? Spend time browsing different newsletters for what you like, then discuss with your desktop publisher the look you want for the newsletter. You need to be somewhat consistent each time you publish, allowing for some creativity in layout so your overall look doesn’t become boring.

Body Text Font—Many editors may concentrate heavily on obtaining the news and give little thought to the type and size of the fonts used, headlines or body text, choice of graphics, clip art or photos, or layout and design. How well your newsletter is received is contingent on the areas.

Fonts (Typeface)—Size and particular font type vary greatly, so choosing the correct one could be tricky. Here are some quick pointers to help you get started:

· Choose simple, easy-to-read fonts, especially for the body text.
· Use italics or boldface sparingly, primarily for emphasis on one or two words; no fancy or “curly q” letters. This makes reading hard.

· Use only 2 or 3 different fonts in the newsletter.
· Typeface is measured in point size. and a point is 1/72 of an inch.
· The width of letters varies with the font style. So, for example, one 12 point typeface could look smaller than another and thus take up less room.
· Do not use all capital letters as they are difficult to read.

· Set headlines apart from the basic article by using a larger, boldface type and possibly even a different font.
Use “white space” so your page isn’t crowded with too much body text. Pictures, large headlines, sub-headlines, captions, text or graphic boxes, or some combination can be used to vary the look of the newsletter. 

As a general rule, do not fill your page with more than half text. People today want to read less and be entertained more. If, however, you have a dedicated following, you might be able to have up to two-thirds body text and keep your reader’s attention, but the aesthetic appeal of your newsletter will suffer as a result.  

When producing the newsletter on your computer you probably have a suitable number of fonts to choose from, but when using a professional printer to typeset the news you, no doubt, have endless choices. Your font choices would be much more limited if you use a typewriter. 

Clip Art, Photographs, and Information Boxes—These can be used to support your article. Look over materials that appeal to you. How will it reproduce in your newsletter? If you’re not sure how it will reproduce, duplicate a copy and see how the contrast and sharpness is on the duplicated page. If it’s too fuzzy, too dark, or too light, choose something else. 

Clip Art—The internet has a wealth of clip art that you can browse through to enhance your newsletter page. Some are of great quality; others not. Spend time finding some of the websites. You could also purchase clip art, but be sure to choose the categories that will lend themselves well to your newsletter before buying. Also know the file formats you need for the software you have: generally, tif and bmp files can be read easily by your software if you are using your computer, and if you have software for photos, jpeg (or jpg) would be ideal. 

Catalogs of clip art can be purchased for your use and you would simply select what you want, scan it, save it on your computer, then import that graphic into your document (or copy and paste it into the document). If you are using a typewriter, you can still use clip art. Simply select the graphic, duplicate it at the size you want, and glue it on your printed page. As with computer graphics, check first that the quality is good and will reproduce well.

Photographs (See Appendix 1)—Photographs should tell a story even if no caption appears under it. As you decide which photos to use, ask yourself, “Is this photo captivating, is it in focus, is there good contrast, does it enhance the feature article?”  If not, select a different photo. If you’re thinking of contracting with a photographer, check their level of competency and discuss your needs/expectations before you sign on the dotted line. In this age of digital photography, you can often take your own pictures. Bear in mind, though, that you must have adequate lighting and a good quality camera if you expect to get good pictures. Framing your subjects at close range helps too, because cropping undesired parts of the digital picture decreases the quality of the photos. Pictures composed properly ensure optimum quality.  A good book or a course on digital photography would be a wise investment. 

Text Boxes—Different types of lines, thickness, coloring, fills, and gradients are available too. The text box can be used to emphasize some interesting or informative note from the article without detracting from it. It can be created in your word processing software.

Graphs and Charts—Instead of the news article, an interesting variation in giving information is through the use of graphs and charts. Your computer word processing software usually has the capability to create a variety of graphs or charts.

Layout and Design—Once the newsletter is initially typed it should be creatively laid out on the page. This is an important aspect of production and the person (desktop publisher) doing this should have ample time to work on this and to experiment to give the best layout possible. How much time is needed depends on the skill level of the person doing the desktop work. The newsletter would be typed, and after editing, printed “camera ready” to take to a printer. The disk would often also be included. In some cases, the newsletter is set by a typesetter or printer, so you would need to work with that person/organization to see how much preparation time they need. 

Layout and design of the page is vital, so determine how each page will look before actual typing begins. This will also save time with making many changes later on. Remember your target audience and what you are trying to relay. Layout of the page includes the size of the page, margins, number of columns, font type and size for headlines, body text, photos, text boxes, graphs, or charts to be used. Decide what the main features are, as they deserve prominence on the page, then consider the text boxes, graphics, photos, or other features that could be included. These things enhance the newsletter, supplement the news stories, or provide additional information.

Printing (OH-14)
If the newsletter is being printed in-house, you probably have an idea how long it takes to compete the printing and get it back. When you take it for printing, nonetheless, ask approximately when you can expect it and follow-up if too much time elapses before it is returned to you. You might want to have a sample copy printed for you to approve before printing the entire quantity, so you know the newsletter looks the same as it did when you printed it out by computer. Sometimes, with varying software there are conflicts which change fonts, spacing, and the general look of the newsletter. 

When dealing with outside agencies, more time must be allowed for sending the work out, printing, and delivery of the newsletter back to you. One week may be adequate in some cases, but this depends on the number of jobs ahead of yours, equipment, staffing, and dependability for printing newsletters. Get an estimated time for delivery of the job when you drop it off. Be prepared to wait two weeks or more if the printer has many jobs before yours.

The method used for printing will, as said previously, depend on availability of funds. Typically, a week or more should be given for professional out-of-office printing; a week for in-house printing, and a day or two for duplicating on a copier. 

Mailing Preparation 

Will the newsletter be folded? Will it be hand addressed or will labels be used? What type of mail delivery will be used? These things determine the time needed to get the newsletter mailing list ready. Naturally, the newer your technology, the less preparation time will be required, and the sooner your newsletter will be in the hands of the reader.  

Mailing Distribution  

The newsletter can be delivered several ways: in-house, first class mail, non-profit mailing, bulk mail, or DHL. The dissemination of the newsletter ultimately depends on the service you select for mailing and your postal system. You might want to check this out before deciding.   

It’s best to allow more than ample time for the overall production so time allotted for mail delivery is adequate. 

Promotion and Distribution 

Getting your newsletter to the public should rate high on your to-do list. Make sure that your mailing list is kept current. Your organization loses money every time a newsletter is discarded for lack of a correct address, or returned to you for re-mailing because of an incorrect address.

In addition to your regular mailing list, solicit more names for your mailing list. If your newsletter is by subscription only, make some free copies available to significant persons in, or directly involved with, your organization so they will be kept abreast of pertinent news. 
Advertising  

If your newsletter has space to spare, or if you are interested in helping the newsletter pay for itself, think about having simple advertisements placed in it. Remember that you should have a good quality publication with a readership that will be interested in the types of advertisements that may be placed. Keep in mind what the advertising copy will look like when you do your page layout. You could choose to assist the person with design (for a fee), or ask them to supply a camera-ready ad that could be scanned or duplicated.
Using Copyright-Protected Materials  

Using original materials is preferable to copying materials that others have written. There are times, though, when articles or photos previously published are used. Under no circumstances should any material be used without prior permission from the author or without giving credit for the material that is used. This is unethical and could get you in trouble with the legal system if you have violated the copyright of the author. Know the source of the materials you are using, obtain prior permission, and give credit, or don’t use the material. 

Learning More About Newsletter Production 

There are many aspects of producing a newsletter. Numerous books can assist you in learning. This information can help get you started. For additional assistance in building your knowledge and skills, take a class or seminar available in your area. Such classes can increase your efficiency and can inspire you to be more creative in the production of your newsletter.

CLOSING THOUGHTS (OH-15)

In closing, keep these things in mind as you prepare your newsletter:

1. Write for your intended audience.

2. Keep the purpose of your newsletter in proper perspective.

3. Produce your news the best way you can with the monies you have available.
   4. Select your newsletter staff based on expertise, knowledge, availability, and dedication to the company’s objectives.

5. Give assignments and deadlines for every issue. (OH-16)
6. Use an appealing layout and design with fonts that are easy to read. 

7. Graphics and photos should help tell the story. 

8. Text boxes can highlight a portion of an article, or provide additional iNformation. 

9. Proofread, proofread, proofread.
10.  Don’t use someone else’s material without permission. 
(Note to the Presenter – Review Appendix 3 and do activities in Appendix 2 if you have time.)

Resources
How to Do Leaflets, Newsletters & Newspapers by Nancy Catalfio and Dick Cluster, ISBN 09629067-6X, Pep Publishers, 3519 Yorkshire Detroit, MI 48224, Paperback.
Poor Richard's EMail Publishing: Creating Newsletters, Bulletins, Discussion Groups, and Other Powerful Communication Tools, Chris Pirillo, Pirillo,Chris, Peter Kent Pirillo, ISBN  0966103254, Top Floor Publishing. Paperback
Starting and Running a Successful Newsletter or Magazine, Cheryl Ann Woodward, ISBN: 0873378474, Nolo Publishing. Paperback

Newsletter Design: A Step-by-Step Guide to Creative Publications
Edward A. Hamilton, ISBN: 0471285927, Wiley, John and Song, Inc. Paperback.

Appendix - 1
Layout and Design – Newsletter Samples from GCWM Newsletter MOSAIC
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My February ifinerary in the Trans-
European Division with the WM
director Anne-May Wollan was one |
will not forget for a long time. The
weather in Europe and England was
bitingly cold, and at times | gave up on
ever feeling warm again, but our hearts
were warmed by the response of the
women to our visit and the time we
spent with them.

The trip began with a weekend of
Leadership Certification training in

By Heather-Dawn Small

MEN UNITED IN SERVICE FOR GOD

April 2003

Cold Hands, Warm Hearts

Associate Director, G.C. Women's Ministries

that this new material
on leadership is now
available.

From England,
Wollan and | traveled
fo Latvia in the Balfic
Union (comprised of
Latvia, Lithuania and
Estonia). It was mid-
winfer and the
temperatures were
below 0° Celsius, but

Staverton Park, England.

Haworth, British Union Co
{BUC) WM director, who i
responsible for Children’s

and Family Ministries, plan|
training weekend for churg
all three departments. Abo)
church coordinators attend
leadership segment and wq

Photos to
Support Article

, was
ipin

eir

wives, and the WM directors from the
churches in Latvia for an entire day of
Leadership Certification training. The
material was well received and the
feeling was that this cerification
program has come at the right time in
the growth of WM in that union.

Left- Anne-May; Center-Ruta;
Right- Heather-Dawn

Caption describing
the picture

WM weekend
he attendance
ially at the

n some 34
Id to come to
}zre Wollan

adership Training weekend in Staverton Park, England

preached an inspiring sermon on our
uniqueness to God.

On Sabbath the ladies presented
Sabbath School and | preached for the
church service on keeping our joy in
spite of life’s challenges. In the after-
noon we presented two seminars on
self-esteem and sharing our joy. We
were blessed by the response of the
church members to our fime spent with
them. The work in Denmark is very
challenging with a population of 5 12
million and a church membership of

2,800. WM is new in Denmark.

Please pray for our sisters and members
in these countries where ministry is very
difficult and church growth very slow.
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[image: image3.png]etters from friends
about Bouguets of

differenf non-, a

done prayer requests for through
Bibleinfo.com. Today | had a note from
one of them, ... mother of 6 children,
telling me how much she loves the
book. She can hardly wait to read it
each morning, and each of her 6
children gather right around her before
they leave for school and make sure she
reads the story for the day to them. The
children range in age from 6 to 18. She
is raising them by herself, and | was just
very pleased fo hear that from her.
Thanks for “listening.” One of your
contributors, Anna May Radke Waters

was thrilled to receive my copy of

the 2003 Women’s Ministries devo-
tional. Itis beautiful. | know it will touch
many hearts. Following are three more
stories for submission....Keep up the
marvelous wo Clarissa Marshall

Bouqueis of Hope is lovely...thank
you for all the dedicated work you
put into your service for Him. You're a
blessing. Joy in Jesus! Betty Kossick

Letters about previous
WM devotional books...

ay God continue to bless you as
many are being blessed by the
work you are doing. Dolores Smith

DO enjoy your books! They give
hope to us all during each year.
Rosemary Baker

have been blessed often....My prayer
is that this medium will continue to
spread the good news of Jesus and
hasten His soon return.
Abigail Blake Parchment

just wanted to tell you how WE

have used our daily devotional
book....Even numbered days, | read;
Frank reads odd-numbered days....we

KEEPERS PAGE

Just for You!

are both blessed daily. We always
read the biographical skefches first,
and then the reading....Keep up the
good work. Barbara
Wyman

Ienjoy reading the devofionals...
and regularly pray for your ministry.
Birol Christo

have really gained a spiritual
blessing. Charlotte Verrett, M.D.

he devotionals are a standard
Christmas gift for my friends and

family.. ..Each year the list gets a litfle
longer. Marie Seard
hanks for produc:ng a gor:

beautiful books.

Editor’s Note: This is

tional books ha!

Devotional Book Project

The Women’s Ministries devotional
book, a daily devotional for women by
women, is a project of the Department
of Women's Ministries, General
Conference of Seventh-day Adventists.
The purpose is to provide spiritual
growth and fo furnish funds for

scholarships for women.

About Your Contributions:

The department solicits contributio
from women on a wide variety of
spiritual topics. Each must be from
personal experience of God's pres
ence in the lives of women, or how
those experiences apply to women’s
lives. Please, no sermons. This book
will be marketed outside the Seventh-
day Adventist Church as well as within
the church; therefore, non-specific
terminology should be used so as not
to offend those of any religious
persuasion. We encourage global
participation, with a varied cultural
and athnic flavar

Those who contribute fo this project do
so agreeing that all profits from the
royalties of the devotional books will go
to the General Conference Women's
Ministries Scholarship Fund. They further
agree that they will receive no payment
for any contributions submitted or
accepted for publication.

Deadline:

October 1 of each year for the book
published two years later, but submis-
sions are accepted at any time.

How YOU Can Help:

1. Contfinue to submit material for the
devotional book.

2. Encourage your friends who write to
submit fo the devofional

3. Share your Devotional Book Guide-
lines with other women.

4. Give our website address to another
woman interested in writing so she can
refer to our Devotional Book Guidelines.
The address is http:wm.gc.adventist.org.
5. Buy devotional books for yourself and
for family and friends, too.

6. Make sure your church is aware of the
books and scholarships.

Information taken from Devotional Book Guide-
lines. To obtain the Guidelines: write us,
e-mail: womensministries@gc. odvenhst org,
or download a copy from our website
dventist.or

zania Women'’s
emorial Fund

mRecelved to
Date

ostill Need

Goal $50,000
Pledged $ 600.00
Received: $25,547.67

Note:The amount listed in the March Mosaic was
incorrect. The current figure shown above reflects
funds collected as of 3/18/03.
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Jane—An Exceptiona
Young Woman

ually dark and
f the world,
oonlight

and ironing,
ation. Several
oung people
Jane is a talented, educated, and
personable young woman from Southern
Sudan. Jane is a “displaced person,” and
lives in a permanent mud and watile
round house, with a thatched roof. She is
part of a refugee village where each one
has a home and a garden in the
Northern part of Uganda. She's not the
typical refugee—living in a tented
accommodation and eating food
supplied by charitable organizations.

The sewing school has great potential and
there is room for expansion. Jane dreams
also of teaching the women to be literate in
their own language and in English, but
there are no resources to start a literacy
project. If she taught full time she would not
have time to plant her garden and thus
would have no food. Jane could have gone
to the city and taught in school for a salary,
but prefers to help others and has dedicated
her life to this work. Income generated from
the sewing project is not hers, but the local
church’s Women's Ministries

Most mornings Jane
gets up before it is
light and walks 4
kilometers to the
fields to work in her
garden. She grows
all her own food
and her staple diet
is cassava root and
groundnuts. After means, and that He will impress us with
about two hours of ways we can reach out to people around
work, she walks us. (From Anne-May Wollan, WM Director, TED)
back home,
showers, then walks
6 km in the opposite direction to run a
sewing school in another refugee village.
Jane can cut clothes without
pattern. Only after her pupils
proficient in using brown pap
cut and sew the popular, col
cloth. She knows the clothing
well in the local market—sch
commission uniforms and hostels would
need bedding and table linens. But there
are few machines and little funding.

How many of us would be willing
km a day to raise food for our fa
12 more km to use whatever is a
Us to help others? Let’s pray for d

Upcoming Travel

B| division Women's
ia-Pacific
pur, Malaysia)

mall

lership Training/
'omen’s Ministries Retreat,

American Division (Ontario, Montreal,

Ottawa, Manitoba) Canada

| Prayer Corner

Ardis Stenbakken and Heather-Dawn
Small in their upcoming travels.

For the evangelistic work during “Holy
Week” in the South American Division;
for God’s mercy and blessings that the
women reach many with His love.

For traveling mercies and a successful
Bi-Division Women’s Convention (North
and South Asia-Pacific Divisions) in
Kuala Lumpur April 30-May 5.

For safety and peace in the midst of
anxieties concerning rumors of war.

women like Jane that God will su-
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Appendix – 2 

Practice Activities

Writing Headlines

Pick a personal story that you think is noteworthy. Write three different headlines that you feel could be used to capture the attention of the reader. If you are in a classroom setting, share briefly what the story is, then share what headlines you selected. 

Writing Text

Select a paragraph from a newsletter article, flier, or magazine. Rewrite the paragraph.
Making an Text Box
Pick any paragraph in this document, read it carefully, then pick a sentence from which to make a text box. (If you are not sure what a text box is, re-read the section in this document.) If you are in a class setting, tell what paragraph you picked and why.

Choosing Photos

Look in your wallet and pick three photos. Write a caption for each as if they were to be used in a newsletter.

Making a Budget

Make a proposed newsletter budget based on the following:  $25,500 budget. You must send the newsletter to 200 people 4 times a year.  Fixed Costs: Printing In-house $400; Paper $800 predesigned with your logo. Flexible costs:  Mailing costs (first class – about $550 per year; bulk mail or non-profit, about $300 per year); Staffing possibilities part-time (editor, typist, proofreader(s), photographers, desk top publisher). You will also need to allow for costs for photographs, clip art, software, and other supplies. Make a budget and write a justification for each item as well.

Appendix 3 – 

Checklist when you produce a newsletter 

1. Did you consider your target audience when planning your newsletter?

2. Is the purpose of this newsletter evident in the news and information given?

3. Is it clear to your readers how often your newsletter will be published, what the date is and volume number?  
4. Was your staff given assignments, and if so, were their responsibilities clearly outlined and deadlines given?
5. Did you follow up with staff on the assignments they were given?
6. Did you make a budget? Did you stay within your budget?

7. Did you consider your options for producing the newsletter and the associated costs—in-house production versus outside printing?
8. Did you have a production schedule? How closely did you stick to it? What problems did you encounter, and how would you handle things different the next time?

9. As you prepared the newsletter did you use a uniform typeface – one for the headlines and another for the body text? Did you vary your headlines – i.e., one line, two lines; one headline; one headline and sub-headline?
10. Did you use photographs, clip art, text and graphic boxes? 
11. How does the layout and design look? Does the page grab your attention? If not, what could you done to improve the look of the page? 
12. Have you gotten feedback from your readers (pro or con) regarding the newsletter.





A typical schedule could look something like this:


Planning the issue/assignments given: 	February 1


Follow up: 	February 14 


Deadline (for receipt of all assignments): 	February 28 


Typing: 	March 1 - March 7


(Desktop publishing, if used): 	March 8 and 9


Proofreading and corrections: 	March 10 – 12


Final edit and corrections, if needed: 	March 13


To printer: 	March 14


Back to office for mailing preparation: 	March 22


Mail out: 	March 26
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Poverly is rampant and work opportunities are limite|
women in India. For this
reason, the WM decided
fo fry some small
enterprise projects and
small loans. Each union
who came up with a
proposal was given
US$100, or about 4800
rupees. Reports of the
projects are beginning fo
come in.

Text

About the time the program began, the director for
Northeast India Union, Mrs. Colney, died; but the Union
reports that they have already bought goats in two places
for a goat bank. In a goat
bank, a person is given a
pregnant female. When
another female gogt is
born it is refurng

money was given to the [x
goat bank among the,

so more sewing machines can be
purchased.

One lady in the Kerala Field has
started a weaving industry. Five
women are working with her
making bamboo baskets, siffs,
coconut shell ladles, etc. She now
has a good income and is repaying Rs. 200.00 monthly.

A candle making
industry was inaugu-
rated in Tilawni,
Maharashtra Section,
in December with Rs.
15,000. Six women
are involved. They
hope fo enlarge this
project as there is a
great demand for
candles. (From Hepzibah
Kore, WM director, SUD)

Reverse

Hership Cerfification Training program is going well in
-Africa Division (EUD). The WM director for that
Noelle Vitry, has just returned from Spain where she

| met with 50 of the WM church direcfors and presented the new

leadership course and a seminar on abuse. The women were
very interested in the material and suggested that it could be
placed on the internet or used in correspondence format.
Before her frip to Spain, Vitry was in Hanover, Germany, where
she presented the topic of abuse to the entire church and did a
seminar from the leadership course in the afternoon.

Noelle Vitry, WM Director, EUD
SSD

Update on “Sisters of the Heart

As previously reported (in our March issue) the North Philippine
Union Mission (NPUC) WM launched their “Sisters of the
Heart” program last November. The program aims to foster
fellowship between SDA and non-SDA professional women,
minister fo their needs, and lead them to a wholistic lifestyle. A
banquet was held on the evening of November 17. Seventy
non-SDA women were invited and they came and built friend-
ships with one another. Dr. Linda Koh, WM director for South-
ern Asia-Pacific Division (SSD) presented a message on Chris-
fian Working Women.

As a follow up to the banquet a series of Bible studies were
held from January 26 - March 1 this year. Small group evange-
lism meefings were held for four consecutive Sundays from
February 23 to March 1. Dr. Linda Koh was the main speaker
and her inferesting presentations were a combination of
testimonials and doctrinal issues. On Sabbath, March 1,
twenty-six women were baptized as a result. The response has
excited and motivated some of our other leaders to start
organizing “Sisters of the Heart” groups in their own areas.

Ellen V. Roque, WM Director, NPUC
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Someone You Know Deserves a Woman
of the Year Award!

The Associati
2003 Women|
AAW conventi
2003.

Variation from 3 columns
“Too often thq

are overlooke] |
Year program|
broad spectrum of accomplishments of Adventist women around the
world.”

Nominees should be Seventh-day Adventist women who have made
outstanding and unique contributions to home, community, and/or
professional life. The deadline for submitting nominations is May 20.

Should you wish to nominate someone, please request a nomination
form. Write or call: Toini Harrison, Women of the Year Coordinator,
Association of Adventist Women, 24414 University Avenue, #167, Lomc
Linda. CA 92354. 909 799-5448: e-mail: kavnelson@earthlink.net



