
 

 

 

1. What is publicity? 
As discussed in Factsheet 30: Marketing, you should think about your marketing in a 
strategic way. This factsheet refers principally to written publicity materials, both in terms of 
content and design.  
 
Why do we need publicity? Publicity materials are a way of getting your name known. What 
would be the point of having excellent services, if no one knows about them? Posters and 
leaflets can be a good way of persuading people to support your organisation. That’s not to 
say you should make your leaflet into a begging letter for funds or donations. It should send 
a positive message about the wonderful things you do so it will make people (including 
potential funders) want to get involved. 
 
2. Leaflets 
These can be produced (fairly) cheaply and quickly. Obviously if you’ve got money to spend, 
you can go for something really snazzy and eye-catching, but if funds are low, then there is 
nothing wrong with a simple A4 page with black ink as long as you include all the relevant 
information! 
 
Often the temptation is to put everything about your group in - don’t! Give details about 
your activities and services and put your organisation in a positive light, but don’t 
overwhelm the reader with too much information. Increase the shelf-life of your leaflets, by 
avoiding the use of dates. If your leaflets include prices e.g. room hire, bear in mind these 
things change quite often. Think about whether you’ll want to update your leaflets 
regularly, especially when you’re about to have 10,000 copies printed.  
 
But don’t forget to include the contact details for your organisation. 
 
3. Posters 
The principles of putting together a poster are generally the same, whatever the subject 
matter. To illustrate the point imagine a poster for publicising a Summer Fun Day. Here are 
some that you might want to include: 

 When? Date and times 

 Where? Venue, nearest car park and public transport details 

 Why? Just for fun? To raise money? 

 Who? Is the event aimed at families? Children - what age group? 

 What is your main selling point? Celebrity guest? Brilliant prizes?  
 
What should the poster look like? Test yourself first - go to any noticeboard in a doctor’s 
surgery or community centre and think about which poster catches your eye first. Why is 
that? Is it the colour of the paper? The pictures? The large print? If it works for you it will 
work for others.  
 
4. Newsletters 
These are an excellent way of keeping in touch with people. These could be your: 

 Funders 
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 Members 

 Service users 
 
Keep these people in mind when you are writing your newsletter and write the newsletter 
according to what they might be interested in. If you have a newsletter aimed at a wide 
range of different audiences, then make sure that there are articles and information 
included to interest all of them.  
 
How often should you publish? This can be a difficult decision. Groups might think a 
newsletter is a great idea, and start out with a publishing schedule of once a month. The 
first issue might go really well, until people realise they have to start work straight away on 
next month’s issue. So be realistic - once a quarter is enough to keep up the momentum and 
make sure people remember who you are and what you do, without being too much of a 
workload!  
 
Don’t leave it all to one person! It makes sense to have a couple of people to share the task 
and an extra person to proof-read. Getting contributions from others is a great way of 
making people feel involved with the newsletter, and lightens the overall workload. 
 
Your message Even though you want to get your message across, don’t make your style too 
heavy, or people will be put off. Short, snappy articles are best, especially if you can get 
some nice photos to go with them. Write in a reader-friendly way - making each subject 
relevant to the reader. For example in a health-related article about stress - instead of a 
headline “All About Stress” say “Is Stress Making You Ill?” By making the reader the most 
important thing, rather than the subject, you already have their interest.  
 
Simple design ideas: 

 Don’t use all capital letters - IT IS MUCH MORE DIFFICULT TO READ 

 Don’t use too much underlining it is less legible for people with visual impairments 

 You can use a variety of fonts to create interest. Try using bold text and italicised text 
for emphasis 

 However, be careful of using too many different fonts - this can be too busy 

 Think about a house style. A simple masthead like newspapers use, and one or two 
basic fonts will go a long way to making your newsletter recognisable 

 Don’t cram your text into any space available. Increasing the use of white space 
makes your newsletter more readable 

 Write in short paragraphs. Use bullet lists (like this one), checklist and numbered lists 

 There are a number of paragraphs styles you can use:  
 

A paragraph that runs equally between the left and right hand sides is called justified. This 
paragraph is justified 
 
A paragraph style that looks more natural is called ragged right. This means the text is 
straight on the left hand side, but not on the right. This paragraph is ragged right. 



 

 

 

 
A centred paragraph is often used for emphasis. This paragraph is centred. 

 
You can use indented paragraphs to make your blocks of text easier to read. The first 

line of each new paragraph is indented, whereas each subsequent sentence starts at the left 
hand side as usual, like this one. 
 
What are e-newsletters? E-newsletters are electronic newsletters usually distributed via 
email or hosted on a website. To set up an e-newsletter you have to register for an account 
with one of the many e-newsletter services available on the internet. There may be a small 
cost attached to setting up an account whilst some providers may be completely free. Most 
providers allow you to design great looking professional and branded graphics. It’s also 
possible to track the number of e-newsletters that are opened, links that are clicked, and 
any emails that bounce. Another benefit of e-newsletters is that they can save on the cost of 
printing. 
 
5. Social media 
There are a range of online social media tools on the internet that can be used for free as 
part of your publicity. A number of popular social networking sites include facebook, twitter, 
flickr, you-tube, and myspace. Social media tools help your service users interact with your 
organisation or project by encouraging interaction and comments. They can be very useful 
in developing an online presence at a very low cost but organisations using social media 
tools must be aware that they cannot always control the outgoing message as much as 
traditional types of media because of their interactive nature.  
 
6. Follow-up 
As with any piece of work, publicity should not be done in isolation. What would be the 
point of producing a leaflet, getting no response from it and then distributing the same 
leaflet next year? 
You need to monitor how you use your publicity and the effect it has. Resources are 
precious and you shouldn’t waste money on ineffective publicity materials. 
 
7. Further Help 
Manchester Community Central www.mcrcommunitycentral.org.uk contact 0333 321 0321 
or email: info@mcrcommunitycentral.org  
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