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WHAT ARE NEWSLETTERS?
Newsletters are an amazing resource for your members to
receive all the information they need in a quick and easy
manner! Newsletters typically include a recap of the past
month, provide updates from the club, division, or district
level, and include information on upcoming events.

WHAT TO INCLUDE:
In every newsletter that you publish, you should include…
● Message from editor (yourself!)
● Message from LTG/president
● A table of contents
● Infographics
● Articles & Visuals
● Recognition
● Contacts page

PROGRAMS
BEGINNER
● Google Drawings (FREE)
○ Easy to use and navigate
○ Can only work on one page at a time
● Google Slides (FREE)
○ Extremely user-friendly
○ My personal favorite for free programs
ADVANCED
● Adobe InDesign (EXPENSIVE)
○ Industry level program with lots of features and
abilities
○ Difficult to navigate if you’re unfamiliar with it and
expensive
● Adobe Photoshop
○ Another industry level program
○ Difficult to navigate and it’s geared more towards
photos
● Publisher (LOW PRICED)
○ A user-friendly interface with lots of features
○ Costs money

COVERS
This is the first part of the newsletter that your audience
sees, so make it eye-catching. This is also how your
audience remembers your newsletter visually, so make sure
it is also visually appealing.

TITLE
Many newsletters use creative titles, like “The Bee Times,” or
“The Bee Line,” or “The Buzz.”

GRAPHIC STANDARDS
Make sure you include the pencil, the CNH Logo, and the
CNH word art. Also, include your region, division number and
club name (if applicable).

TIPS
●

●

When creating your cover, make sure it is something
that you REALLY like! The cover is the one aspect that
stays constant within the term, so ensure that it is
something you won’t get tired of.
Personally, I think that incorporating graphics, rather
than pictures are more visually appealing when creating
a cover, but it is ultimately up to you to decide what
you want to do.

EXAMPLES

TABLE OF CONTENTS
Including a table of contents is vital! This allows members to
navigate through your newsletter easily and allows
them to find what they’re looking for.

TIPS
●
●

While this may seem self-explanatory, but ensure that
you include page numbers throughout your newsletter!
Sometimes the table of contents don’t take up the
whole page, so you can split the page in half and
include your editor’s note on the same page. (Example
below)

EXAMPLES

MESSAGES
WHAT TO WRITE:
In every issue, you should include a message from the editor
(which is you), your Lt. Governor/President. Some general
topics to address within the messages are to recap the past
month, provide updates for the upcoming month,
advertise any contests or applications, etc. However,
this is only a general guideline, so feel free to omit and add
any other topics that you deem important.

HOW TO FORMAT:
The formatting of the text is completely up to you, just make
sure that it is easy to read. Include the position and name
of the person who’s giving the update to clarify for your
audience. Also, make sure to justify your text to give it an
even and clean look.

EXAMPLES:

INFOGRAPHICS
WHAT ARE INFOGRAPHICS?
Infographics are visual images used to inform readers on a
specific topic. A part of each newsletter should be dedicated
towards educating members and an effective way to achieve
this is through infographics!

TOPICS:
The topics that you can address can be about anything
related to Key Club. For example, during the summer, you
can talk about summer oriented service projects or in the
fall, talk about RTC and FRN/FRS.

HOW DO I MAKE THEM?
This is the aspect in the newsletter that you have the most
creative control over! You can format it however you want to
as long as it’s aesthetically pleasing to the eye and achieves
it’s purpose.

EXAMPLES

CALENDAR
While this section is completely optional, it is highly
recommended. It is a helpful tool for members to look at all
the events in the upcoming month in one place. It is also
helpful towards your secretaries to look back on all the past
events of the month later.

HOW DO I MAKE THEM?
Create a table in the program you’re using and create a
calendar. Include any upcoming events that you have!

ARTICLES & VISUALS
WHY INCLUDE THEM?
Including articles and visuals are an amazing way to
recognize members! It also serves as the documentation
of activities and events that your club has attended.

HOW DO I FORMAT THEM?
You can format the articles and visuals however you want; it
is completely up to you. Generally, using one image as a
dominant image makes the page more appealing since
there’s a center of focus. Make sure you include the club it’s
from, the name of the person who wrote the article,
and the event name.

EXAMPLES

RECOGNITION
WHAT IS IT?
Every month, divisions submit their member, officer, club,
faculty advisor, and kiwanis advisor of the month for
division recognition. Implement this in your own newsletter
to further recognize members and advisors for all their hard
work! If you’re a club editor, recognize your members
through the monthly recognition that you give out!

HOW DO I RECEIVE THE INFORMATION?
Contact your club officers or Lt. Governor to see who earns
the awards.

CONTACTS PAGE
At the end of every issue, you should input the contact
information for members to contact if they have any
questions, comments, or concerns. Some people to include
are your Lt. Governor, Division Leadership Team, Club
Officers, and yourself. Also make sure to include CNH
Cyberkey, social media platforms, and the District
Newsletter!
● Twitter: @CNHKeyclub
● Youtube: CNH Key Club
● Instagram: @cnh_keyclub

GRAPHIC DESIGN
This is probably the most challenging part of creating a
newsletter! However, it actually isn’t as hard as you make it
out to be. Some general tips to follow are…
● Limit each issue to having only 3-4 fonts
○ I suggest using one for titles, one for
sub-headings, and one for body text.
● Create a color scheme
○ Choose 2-3 colors that are complementary or
utilize a hue to create fluidity in every issue.
○ Take advantage of the color wheel to see what
colors match complement each other.
○ Having a color scheme can really pull a newsletter
together, so I highly recommend implementing
one.
● When doing articles and visuals, I recommend having
one main central photo. It makes the page look
better and gives you something to base your page
around.
● Play around with the transparency of images! It can
really add variety to your newsletter and allows you to
put text on top of photos.
For a more detailed guide to graphic design, refer to the
Graphic Design 101 Manual.

LOOKING FOR INSPIRATION
At some point in the term, you’re going to reach a creative
block, and that is okay! It is perfectly normal to not have an
inspiration. When that happens, there are so many resources
to take inspiration from, but DO NOT PLAGIARIZE.
● Issuu is an amazing publishing platform to find
inspiration from. Many other divisions and clubs publish
their newsletter there, so look around and see what you
like!
● Pinterest has many amazing resources to look at.
Search up keywords like “Layout Design” to find a lot of
templates for pages!
● Canva also has thousands of templates that you can
follow! However, please don’t use canva since there is a
limited font choice.

SUBMISSION GUIDELINES
MAKE SURE TO COMPRESS YOUR FILES FIRST!
● Send to CNH Newsletter Archive
○ cnh.newsarchive@gmail.com
● Carbon Copy (CC) LTG and Region Advisors
● Subject Line
○ D## News
● File Name
○ D##_DNEWS_[Month Digits]_1920
○ Remember that newsletters are proactive
submissions, so the newsletter you submit in June
should be for July.

SUBMISSION GUIDELINES
FINAL REMARKS
This concludes the Newsletter Production 101 Manual. I hope
that you found this helpful! Remember, you are not
limited to all the components listed here for your
newsletters. You can always make additions how you see
fit for you own audience. I know that creating newsletters
may seem daunting at first, but once you get the hang of it,
it becomes really simple and fun. If you have any further
questions, comments, or concerns, please do not hesitate to
contact me through email (cnhkc.dne@gmail.com).

THANKS FOR READING!

