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If your neighborhood already has a community newsletter, add the NEPP logo to indicate that the community is a NEPP participant and provide regular updates and preparedness information in each issue.  Consider adding a regular NEPP column to the existing homeowner’s association community newsletter. 

You don’t need to have a fancy publishing program to create a simple newsletter. Use a simple Microsoft Word template like this one.

Edit the text in the headline to reflect the name of your community.  Replace this copy with the story that you want.  Replace the copy in the side bar with your headlines.  Spotlight a NEPP community contact or neighbor with preparedness skills.  Add your own community logo.
Hurricane Season starts June 1 - Insert a story or tips for preparing for a typical disaster or event that may be a threat to the community.  Summer is a great time to focus on hurricane season, providing preparedness tips and reminders.  Other seasonal advice can be provided during times of threat for tornadoes, wildfires etc.

Newsletters can be a great way to stay in touch with your neighbors and keep them informed and engaged. 

Keep it simple.  Too many fonts, sizes and colors can cause confusion and look less professional.  Make sure the type is large enough to be easily read by community members.  A 12 or 14 point type is more appropriate for older readers.  

After you write the newsletter, put it aside and come back later to reread and proofread it.  

Put a copy of the newsletter on your community website.  Try adding the NEPP logo to your community website to let everyone know your community is prepared.
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For other newsletter templates, ideas, or assistance go to the help menu on your task bar.  Select Microsoft Office Word Help.  A new window will open up.  In the “search for” box enter “newsletter templates.” 
For an example of a community association newsletter go to: http://lakeforestatslw.com/newsletters.html
http://lakeforestatslw.com/images/Newsletters/2010/March_2010.pdf (see page 7 of the March 2010 Newsletter for NEPP information)

Here is another source of free templates for small and medium businesses: www.hp.com/sbso/productivity/office/index.html?jumpid=ex_R295_go/ideahouse
Community Training a Great Success - Highlight a past event, an upcoming event or training or even a volunteer.  

Add graphics or pictures with captions to break up the text and create interest.  Add text boxes to insert additional pictures.  Depending on your printing ability or community budget, add colors to headlines or text boxes or print in black and white.  

Don’t worry if your text box moves while you are preparing the newsletter.  You can grab the text box at the top to readjust it.  If the text box along the side causes you a problem you can always cut it and just use a traditional format. 

Add a caption to   the picture.  Make sure you have permission from people in the picture before you put it in your newsletter.

Highlight a past event, an upcoming event or training or even a volunteer.  

If you are sending your newsletter by email, try not to include too much text or you can lose the reader’s interest.  Also, be careful with the use of graphics and file sizes that could overwhelm a person’s electronic mail box.  Make sure the subject line with your email clearly identifies what is attached or your message could be deleted as “junk” or “spam.”  Think about all of the emails that you delete without reading them.
If possible, save the newsletter as a PDF file before sending to maintain its formatting.
Add links to additional resources or other information of interest to community members - add a training calendar, a list of items for an evacuation “grab and go” kit, special tips on getting yards ready for hurricane season.  
If you are not skilled with word processing, you can probably find a student volunteer in the community with journalism or graphic arts skills to help prepare the newsletter.  They might even be able to use the newsletter for a school project and get some classroom credit for assisting.










You can insert a picture here or remove this text box.  To remove the box, right click on the box border, and select cut.  Additional pictures can be added by inserting text boxes and inserting the picture in the text box.  Inserting a picture in a text box allows you to move it around as needed.
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Florida’s Network is Growing
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Don’t Reinvent the Wheel




















Are You Prepared?




















Newsletter 


Tips





Add contact information.  Include an e-mail address and the community Web address.








































































































Story Headline


Here





“To catch the reader’s attention place an interesting sentence or quote from the story here”


























































































































Story Headline


Here









































Resources


























You can insert graphics in the side bar but keep it simple.
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