
 

  

Newsletter Article Guidelines: Tips and 

Tricks 

Flow 

Whether you are writing a persuasive piece or just telling your story, you 

want the article to flow. You don’t want your reader to get lost or confused, 

or to wonder what you’re point is. Follow these simple guidelines to help 

your piece read smoothly.  

❖ Begin and end each paragraph with an introductory and conclusion 

sentence. This will help your reader follow your line of thought.  

❖ Take your time and go slow. For example, if I say, “God brings 

healing through friendship,” I should explain what I mean. I should 

not be in a rush to change the subject.  

❖ Give examples. We like to talk spiritually or abstractly sometimes. 

Make your spiritual statements concrete by giving an example of 

what you mean. For instance, if you say, “God’s love is everywhere,” 

give an example of where you see God’s love and how.  

❖ Go deep, not broad. Instead of trying to cover everything that God 

is doing at Grace in one ministry, or everything you’ve learned over 

the past year, chose just one or two things to talk about. Choose to 

talk deeply about one or two things, instead of briefly about ten 

things. 

Review 

❖ Read over your paper at least once to correct grammar mistakes.  

❖ Read over your paper out loud at least once to make sure everything 

sounds good and makes sense. Hearing things out loud will help you 

slow down when you read and catch things you may have missed 

before. (Or have someone else read it out loud to you!) 



 
Quotes 

❖ When quoting Scripture, include the book, chapter, and verse 

reference. You may also wish to state which version of the Bible you 

are using. Examples:  

o In Galatians 2:20, Paul says that “I no longer live, but Christ 

lives in me” (NIV).  

o Paul says that “I no longer live, but Christ lives in me” 

(Galatians 2:20, NIV).  

❖ Whether you are quoting or paraphrasing, you should always give 

credit to the person/book/website you are citing.  

❖ Don’t quote if you don’t have to. Don’t use quotes to take up space. 

Only quote when you need to show where you got your information 

from or to make a point, if you think the quote is especially powerful.  

Purpose 

Newsletter articles will usually have one of three purposes.  

❖ Announcement. Try to give all the relevant information briefly and 

clearly. Stick to the who, what, where, and why.  

❖ Ministry Update. While mentioning the broad spectrum of what has 

been happening is good, try to focus on and emphasize one or two 

things for the bulk of the article. Cast your personal vision for the 

ministry: what is the ministry’s purpose and how would you like to 

see that accomplished? How would you like to see participants, 

volunteers, or those being served to be affected?  

❖ Story/Testimony. This is probably what most of you will be writing. 

Share your story, not someone else’s. We want to hear what God is 

doing in your life. It can be happy, full of praise to God for the good 

things happening, or it can be sad and lamenting. Lament for evil 

and suffering reminds us that we need God, and our hope is for new 

creation. Either way, be honest. Questions to consider: What are 

some things you are learning? What does Scripture have to say? 

What do you find challenging, encouraging, convicting, or inspiring?  


