**Newsletter Informative Letter Outline**
1. **Header**
- Newsletter Title
- Date
— Issue Number
2. **Introduction**
- Brief opening statement
— Purpose of the newsletter
3. **Main Content Sections**
- **Section 1l: Featured Topic**
- Title of the topic
- Key points and information
- Relevant images or graphics
- **Section 2: Updates & Announcements**
- Recent news
- Upcoming events
- Important dates
- **Section 3: Tips & Resources**
- Useful tips related to the audience
- Recommended resources (articles, websites,
4. **Spotlight Section**
- Highlight a member, project, or initiative
- Accomplishments or contributions
5. **Conclusion**
- Summary of key takeaways

etc.)

- Call to action (e.g., subscribe, participate)

6. **Contact Information**
- Email address

- Phone number

- Social media links

7. **Footer**

- Unsubscribe 1link

- Copyright information

- Disclaimer (if necessary)



