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Headline
Subhead to Increase Interest
This is a place to put either a headline story, introduction to your newsletter, or anything else you would like to highlight. This is a spot for a newsletter top story worthy of the first page.
Throughout this template example, you will find various tips about how to make this document your own, from changing images, to updating text and colors. Create!
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Every Home
Your Nation
<Month Year> Newsletter
Inside
 This
 Issue
P. 2
Article Title
Give us a blurb about a story on page 2. Tell us what to expect.
P. 3
Another Article Title
Give us a blurb about a story on page 3. Give a quote from the story to get interest.
P. 4
Yet Another Article Title that Goes Two Lines
Give us a blurb about a story on page 4. Make this your own!
Every Home <Your Nation>   2
Some Tips
For Customizing Your Newsletter
If using a Latin alphabet, make every font Helvetica. This keeps your newsletter in line with the Every Home brand, and ensures everyone has the right fonts when they open the document.
The Theme Colors in this document should already be set to Every Home brand colors. If not, consult the image to the right for the proper color values to use.
When placing an image, be sure to wrap text around. Right-click on the image, go to the Wrap Text sub-menu, and select Square.
Try to stick to the existing styles when creating your newsletter. Under the Home tab at the top, click on the Styles Pane icon. Then, at the bottom of the pane, click on the List dropdown menu and select “Styles in use”. These are the styles to use. “Normal, “Heading 1,” “Heading 2,” and “List Bullet” should be the most-used styles.
When you’re ready to send your newsletter out, send it as a PDF. This makes it more difficult to edit and ensures everyone sees the same content in the same format. Go to File > Save As…, select the File Format dropdown menu, and select PDF.
Help is always close at hand! Researching online (for terms like “Microsoft Word template” or “How do I ________ in Microsoft Word”) is usually a good place to start.
If all else fails, email nlee@everyhome.org for assistance.
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