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DEPARTMENT NEWSLETTER BEST PRACTICES 

1 | CONSIDER YOUR AUDIENCE 

2 | OFFER A WARM WELCOME 

3 | LET PHOTOS TELL A STORY 

4 | LEAN INTO RESOURCES 

5 | VARY LENGTHS OF STORIES 

6 | THINK ABOUT THE READER EXPERIENCE 

7 | INSPIRE ACTION 
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When determining what content to feature in your 

newsletter, check every idea against who you expect 

will be reading it. Choose stories that alumni 

will most want to read. Stories that: 

 

• Feature people they knew when they were at 

UW-Madison 

• Make them feel connected to the department 

• Show what it’s like to be a student today 

• Evoke pride and nostalgia 

DEPARTMENT NEWSLETTER BEST PRACTICES 

CONSIDER  
YOUR AUDIENCE 

Vilas Voice, Department of Communication Arts 
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Consider your Chair’s Letter an opportunity to welcome each reader back to your 

department and encourage them to explore your newsletter. Use personal, engaging, 

conversational language to highlight accomplishments and changes in your department 

from your unique perspective. 

 

“I love hearing about your favorite professors,  
your memories of North Hall and the  

direction of your careers after UW.” 
 

- David Canon, Chair, Political Science 

DEPARTMENT NEWSLETTER BEST PRACTICES 

OFFER A WARM WELCOME 
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Start thinking about visual content early, at the 

same time you are working on story ideas. Great 

images illustrate and enliven your words.  

The best photographs: 

 

• Focus on individual faces, not backs of 

heads or large, impersonal groups 

• Show people in action 

• Tell their own story, create a sense of place 

and/or communicate an emotion 

• Create intrigue and interest 

DEPARTMENT NEWSLETTER BEST PRACTICES 

LET PHOTOS 
TELL A STORY 

Clockwise from top: North Hall News, Department of Political 
Science; Jottings, School of Library & Information Studies;  

Zoology Now, Department of Zoology 
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DEPARTMENT NEWSLETTER BEST PRACTICES 

You likely don’t have to write all the stories or 

shoot all the photos yourself!  

• University Communications: news.wisc.edu 

• L&S: ls.wisc.edu/news 

• UW Photo Library: go.wisc.edu/photos 

• UW Archives/Digital Collections: 

uwdc.library.wisc.edu 

• Graduation speeches, student work, etc. → 

LEAN INTO 
RESOURCES 

From Philosophy, Wisconsin Style,  
Department of Philosophy 
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The middle of your newsletter is prime “real 

estate,” the perfect spot for a feature story that 

dives deeper and illustrates why your department 

is excellent and your newsletter exists. 

  

Differentiate this lead story with “quick-hit” content 

like updates, awards, book round-ups and photos 

with captions elsewhere in your newsletter. Each 

small item is an entry point for your reader and 

keeps your newsletter from feeling dense or flat. 

DEPARTMENT NEWSLETTER BEST PRACTICES 

VARY THE 
LENGTH OF 
STORIES 

Clockwise from top: 
North Hall News, Department of Political Science; 
Philosophy, Wisconsin Style, Department of Philosophy; 
Annotations, Department of English 
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Think about each piece of content and design for 

every moment of engagement with your reader, 

from an enticing cover image, to a longer, deeper 

feature over the center spread, to fun content like 

quizzes and intriguing images on the back cover. 

DEPARTMENT NEWSLETTER BEST PRACTICES 

THINK ABOUT  
THE READER 
EXPERIENCE 

From Vilas Insider 
School of Journalism & Mass Communication 
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Move your readers from inspiration to action with 

messaging on ways to give and support your 

department. Don’t forget to take advantage of the 

pre-designed All Ways Forward ads from 

University Marketing.  

DEPARTMENT NEWSLETTER BEST PRACTICES 

INSPIRE ACTION 

From top left: 
The Honors Challenge, L&S Honors Program 
Jottings, School of Library & Information Studies 
University Marketing All Ways Forward ads 
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• Establish mail date 

• 14 weeks out: Content planning underway 

• 12 weeks out: Fill out print request form (triggers UMark to schedule creative kickoff 

meeting): https://umark.wisc.edu/newsletter-printing-estimate-request/ 

• 10 weeks out: All photos and content into Box (prior to creative kickoff) 

• 9-10 weeks out: Creative kickoff meeting happens 

• 8-9 weeks out: Design begins 

• 8 weeks out: Request mailing list from WFAA: 

http://about.uwadvancement.org/marketing/list-report-request/  

• 2 weeks out: Final design approved, sent to print 

• Mail newsletter 

DEPARTMENT NEWSLETTER BEST PRACTICES 

NEWSLETTER TIMELINE 
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THANK YOU. 
 
Find more tools, tips and resources on the L&S Administrative  
Gateway: kb.wisc.edu/ls (search “newsletter”).  
 
L&S Director of Communications: 
Mary Ellen Gabriel: maryellen.gabriel@wisc.edu 
 
Writer & Editor: 
Katie Vaugh: katie.vaughn@wisc.edu 
 
Graphic Designer & Photographer: 
Sarah Morton: sarah.morton@wisc.edu 
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