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NEWSLETTER CHECKLIST

Set  Up

- One page

- One-inch  m arg ins

- Aesthet ic, sim p le g raph ics and  layout  (avoid  dark backg round and ligh t  text )

- Use an  easy-to-read  fon t  (e.g ., Tim es New  Rom an or Arial)

- The Navigators logo or your Mission 's logo
(h t tps://navteam s.navigators.org /spaces/33/navcent ral/w iki/view/438/brand-gu ide-and-logo-f iles)

- Specif ic date (e.g . Septem ber 1, 2022)

- Greet ing  (Dear Friend , or Dear Dave and Jan,)

- Your f irst  and  last  nam e(s)

- Your con tact  in form at ion , includ ing  g iving  URL

- Space for your hand-w rit ten  signature and  a personal note

Con t en t

- Open w ith  an  at ten t ion-g rabb ing  f irst  line

- Tell a short , in terest ing  m in ist ry story that  illust rates life-change

- Add a photo and  cap t ion  that  relates to your m in ist ry story

- Give a b rief personal update

- Include 2-3 p rayer requests

- Express g rat it ude for their partnersh ip

- Assure partners their p rayer and  g ift s are yield ing  f ru it  in  the m in ist ry

Fin ish in g  Touch es

- Elim inate "Christ ianese," acronym s, and  m in ist ry jargon

- Rep lace passive verbs (is, are, w ere) w ith  act ion  verbs

- Change "the Navigators" to "The Navigators"

- Sign  let ters by hand (w rite personal notes on  som e, too)

- Ensure your con ten t  cap tures The Navigators values (Bib le-based, 

In ten t ional, Relat ional, Transform at ional)

- Have som eone check your let ter for errors and  clarity before p rin t ing
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