Tips on Preparing Your Unit Newsletter

By Traci A. Cook


The good news about preparing your unit newsletter is that you have the freedom to be as focused or as casual as you would like.  There are a few “core items” that should be included in any company-level newsletter (listed below), but the rest is really up to you!  It is important to always keep your company commander informed about what will be included in the newsletter or to plan the newsletter with the commander.  You may choose to work on it together, have the commander “proof and edit” or just approve the newsletter before it is distributed.  However you decide to work it out, be certain that there are no surprises in store for your commander when he/she reads the newsletter after distribution.

What are the “core items” that should be included in any company newsletter?

· Comments from your company commander

This is an excellent way for your commander to keep in touch with the families of your unit.  This section can include (but is not limited to):  thoughts, ideas, upcoming events, acknowledgements, reports on recent training/exercises, and information on upcoming training.  Families like to hear from their company commander and it keeps the unit focused on what the commander feels is important in his/her unit.

· FRG meeting information

Include the next FRG meeting information – Day and date, time to begin and time to end, location (with directions or a map), focus for the meeting, contact information, and any other relevant information (guest speaker information, any meal being served, items FRG members should bring, etc.).

· Acknowledgements

We all like to be recognized for our hard work.  The newsletter is an easy and effective way to pay tribute to deserving soldiers and family members.  This section can be as broad or narrow as you desire.  Options include:  hails and farewells, promotions, reenlistments, awards (for soldiers and spouses), marriages, births, birthdays, anniversaries, graduations, selections for schools, completion of AFTB courses, etc.

· Upcoming Events

Be sure to include all upcoming events for your company and battalion, especially training exercises – spouses always like to know when their soldier will be away from home!  Check with your commander as to what information to share.  You can never be too careful, and publishing the comings-and-goings of American soldiers can be a sensitive issue.  Let your commander make the decision about what information should be shared in this format.  You will also want to include relevant information from your post and local community.

· Updated phone tree
Be sure this ONLY goes to FRG members.  If you have added family members, friends, etc. to your mailing or distribution list, delete the phone tree from their newsletter.

What else can I add to the company newsletter?
· Jokes, cartoons, military stories or other fun information.  Keep this to a minimum, but a little humor can go a long way in relieving a little stress and catching the attention of your readers.
· Kids’ Corner with information just for the children in your unit.  You can sponsor coloring contests, tell about upcoming Youth Services events, or describe the next holiday party.
· Articles from FRG members on any topic you see fit!  You can have an article on the new Commissary being built, specials at the PX, post and community school information, or highlighting books at the post library or movies coming to post.
· Photos!  Families love to see themselves and/or their soldiers in action.  This is a fabulous way to add to your unit cohesiveness.  Be sure to always have permission.  The company commander may have a waiver you can use to obtain permission for publishing photos.  Check with him/her before publishing any photos.

· Other information – it’s up to you!

How do I make sure soldiers and families receive the company newsletter?


It’s safe to say – it’s all been tried before.  You will discover the best way to distribute your newsletters in your unit.  Some options to try:  attach to soldiers’ LES forms, distribute at soldier formations or FRG meetings, or make available in the company area/office.  

It is generally more successful to mail the newsletters to all FRG members then make extra copies available for single soldiers or mail newsletters to all soldiers.  Check with your commander on how to best fun this effort.  

Another great option is to create a website for your unit information.  Again, be careful about what should and should not be published as this information will be available to more than just your families.  

Creating an email list of all soldiers and families is an effective (and fund-friendly) way to send your newsletter out.

How do I make sure soldiers and families will READ the company newsletter?


This is never a guarantee, but there are some basics to follow.  

· Make sure that your information is current, accurate, and beneficial to soldiers and families.  

· Put the information into as few words as possible, and utilize bullets, numbering, bold/italics, and textboxes to create an easy-to-read, easy-to-follow newsletter.  

· Keep it short and sweet.  Families are much more likely to read short articles than a two-page letter.

· Add a few graphics and photos to maintain the flow of your information and add interest.

Where can I see examples of newsletters?

Check out the great examples on http://FRG.army.mil.  From the main page, go to the “Newsletters and Phone Trees” announcement.  This announcement area also has links to amazing resources on creating newsletters for Family Readiness Groups.

We’re always looking for the most current, beneficial information.  Consider sending in YOUR newsletter to http://FRG.army.mil so others can benefit from your hard work.

To add your own ideas or to comment/ask questions, contact Traci Cook at traci.cook@us.army.mil.

