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Power of One: Hayley Pawsey
This story can fit 175-225 words.

business cards collected at trade

The purpose of a newsletter is to
provide specialized information
to a targeted audience.
Newsletters 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 audience of
the newsletter. This could be
anyone who might benefit from
the information it contains, for
example, employees or people
interested in purchasing a
product or requesting your
service.
You can compile a mailing list
from business reply cards,
customer information sheets,

Hayley Pawsey: Reading is
easier, too, in the new Reading view. You can collapse
shows, or membership lists. You
might consider purchasing a
mailing list from a company.

If you explore the Publisher
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
newsletter and its length. It’s
recommended that you publish
your newsletter at least quarterly
so that it’s considered a
consistent source of information.
Your customers or employees
will look forward to its arrival.
Reading is easier, too, in the new
Reading view. You can collapse
parts of the document and focus
on the text you want. If you need
to stop reading before you reach
the end, Word remembers.
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Donut Parties

Responsibility: High Achievers
This story can fit 75-125 words.

Integrity:
187 Students

3

receive Patriot
Awards
Dedication:
Patriot Teachers
earn Masters
Degrees

4

Your headline is an important
part of the newsletter and should
be considered carefully.
In a few words, it should accurately represent the contents of
the story and draw readers into
the story. Develop the headline

before you write the story. This
way, the headline 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. Reading is
easier, too, in the new Reading
view. You can collapse parts of
the document and focus on the
text you want. If you need to
stop reading before you reach
the end, Word remembers
where you left off - even on another device.
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Integrity: P.R.I.D.E. Recipients
This story can fit 150-200
words.
One benefit of using your
newsletter as a promotional
tool is that you can reuse
content from other marketing
materials, such as press
releases, market studies, and
reports.

PRIDE Cards are a
hit with parents and
students

“Senior Signings is
a spectacular
event. Gratifying
for graduates,
inspirational for
the rest of the
student body.”

While your main goal of
distributing 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.

used for your Web site.
Microsoft Publisher offers a
simple way to convert your
newsletter to a Web
publication. So, when you’re
finished writing your
newsletter, convert it to a
Web site and post it.

Much of the content you put in
your newsletter can also be

Dedication: C2G College Signings
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 predictions for your
customers or clients.

If the newsletter is distributed
internally, you might comment
upon new procedures or
improvements to the business.
Sales figures or earnings will
show how
your
business is
growing.

column that is updated every
issue, for instance, an advice
column, a book review, a letter
from the president, or an
editorial. You can also profile

Some
newsletters
include a

Everyone: Closing Ceremony
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
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convey. Avoid selecting images
that appear to be out of
context.
Microsoft Publisher includes
thousands 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 near the
image.
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Power of One: Honor Flight Takes Off
This story can fit 150-200 words.

find “filler” articles by accessing
the World Wide Web. You can
write about a variety of topics but
try to keep your articles short.

One benefit of using your
newsletter as a promotional tool is
that you can reuse content from
other marketing materials, such as
press releases, market studies, and
reports.
While your main goal of distributing
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.

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 newsletter to a
Web publication. So, when you’re
finished writing your newsletter,
convert it to a Web site and post it.

“When
students

You can also research articles or

are in class,

Responsibility: Perfect Attendance Donut Parties

learning
can

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
predictions for your customers or
clients.

If the newsletter is distributed
internally, you might comment
upon new procedures or
improvements to the business.
Sales figures or earnings will show
how your business is growing.

new employees or top customers
or vendors.

happen.”

Some newsletters include a column
that is updated every issue, for
instance, an advice column, a book
review, a letter from the president,
or an editorial. You can also profile

Integrity: 187 Students receive Patriot Awards
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.
Microsoft Publisher includes

thousands 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
near the image.
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This would be a good place to insert a short
paragraph about your organization. It might
include the purpose of the organization, its
mission, founding date, and a brief history. You
could also include a brief list of the types of

Liberty High School

products, services, or programs your
organization offers, the geographic area
covered (for example, western U.S. or

925 Jewetta Avenue
Bakersfield, CA 93312
Phone: 661-587-0925
Fax: 661-587-1299

European markets), and a profile of the types
of customers or members served.
It would also be useful to include a contact
name for readers who want more information
about the organization.

That's the Patriot Way!
We’re on the web at
Liberty.KernHigh.org/PatriotWay

Dedication: Patriot Teachers Earn Masters Degrees
Video provides a powerful way to
help you prove your point. When you
click Online Video, you can paste in
the embed code for the video you
want to add. You can also type a
keyword to search online for the
video that best fits your document.

your new theme. When you apply
styles, your headings change to match
the new theme.

When you work on a table, click
where you want to add a row or a
column, and then click the plus sign.

Save time in Word with new buttons

Reading is easier, too, in the new
Reading view. You can collapse parts
of the document and focus on the
text you want. If you need to stop
reading before you reach the end,
Word remembers where you left off
- even on another device.

To make your document look
professionally produced, Word
provides header, footer, cover page,
and text box designs that
complement each other. For example,
you can add a matching cover page,
header, and sidebar. Click Insert and
then choose the elements you want
from the different galleries.
Themes and styles also help keep
your document coordinated. When
you click Design and choose a new
Theme, the pictures, charts, and
SmartArt graphics change to match

that show up where you need them.
To change the way a picture fits in
your document, click it and a button
for layout options appears next to it.

To make your document look
professionally produced, Word
provides header, footer, cover page,
and text box designs that
complement each other. For example,
you can add a matching cover page,
header, and sidebar. Click Insert and
then choose the elements you want
from the different galleries.

