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Publishing Newsletters and Associated 
Information Products in Organisations 

By 

Goodluck IFIJEH, 
Jerome IDIEGBEYAN-OSE, 
Juliana IWU-JAMES and 
Chidi SEGUN-ADENIRAN 

1. Introduction 
Organisations are entities like institutions and associations that 

exist to achieve a particular purpose and collective goal. They do notexi~ 
in isolation. They are linked with relationships both within and outsid 
their environments. For internal and external relationships to thriv 
there is need for accurate and adequate communication. Therefore 
organizations are left with no choice than to publish informati 
channels that wiJ:.! enhance effective and efficient informatio 
dissemination, proauctivity and good public image. One of the mo 
important channels of information published by organisations 
newsletter. Newsletters are cost-effective media for communicating11i 
staff, building good relationships with customers, advertising ne 
products and gaining prospective markets. This chapter focused on types 
of organisations, the processes and importance ofpublishingnewslette 
in organisations. It also examined the publication of associat 
information products in organisations. 

2. Meaning of Organisation and Types 
An organisation simply denotes a group of individuals dri 

towards the achievement of defined goals and objectives. It is 'constitu 
of humans, therefore we can safely refer to it as a social and econo 
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entity. Ganguly (20 15) quoting Hecht (1980) opined that an organisation 
~'a complicated system of interactions between people working at 
•rious levels and reacting with the social, economic, cultural, political 
and competitive systems'. The Business Dictionary (2015) defined an 
nrganisation as 'a social unit of people that is structured and managed to 
meet a need or to pursue collective goals. All organizations have a 
nanagement structure that ensures relationships between various 
activities and the members, subdivides and assigns roles, responsibilities 
and authority to carry out varying tasks.' The word organisation is 
derived from the greek word organon, (which got its root from the word 
ergon) which means organ; it could also be defined as an entity, an 
tnstitution or an association which is decked with unique collective goals 
md linked to an external environment (Wikipedia, 2015). The 
underlining features of any organisation is its objectives or goals and the 
existence of individuals who are decked primar~with the responsibility 
of seeing to the prompt attainment of these outlined goals and objectives. 
The attainment of these goals is also closely linked to the kind of 
structures and systems laid down by the management team in that 
organisation. The management team of any organisation is responsible 
for building structures and taking conscious, targeted, deliberate and 
coordinated efforts to ensure goals are attained and this requires formal 
planning, division of labour and leadership (Bernard, n.d.). These 
structures are put in place to ensure controlled and effective performance 
ofindividuals on the organisation. 

Various types of organisations exist and these variations come as 
a result of established structures, values and culture. The values and 
cultures of any organisation play a major role in the vision, policies and 
mission of that organisation. The different types of organisation include: 

Formal and Informal organisations 

Profit-oriented and not-for-profit oriented organisations 

Formal and Informal Organisations 
A formal organisation is made up formally recognised, laid down 

and established statuses of the members (Sociology Guide, 2015); there is 
less situation of personal relationship between its members unlike the 
informal organisation where the reverse is the case. Bizstudyportal (n.d.) 
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defined formal organization from the management point of view as 'the 
organisation structure which is designed and prescribed by the 
management of an enterprise; he however noted that it is not necessarily 
represented in the form of an organisation chart revealing designation of 
various people employed in the organisation, the hierarchical levels, 
reporting relationships and other channels for control and coordination. 
A simple definition of formal organisation was given by Ganguly (20 15) as 
'an official hierarchy and lines of authority, with their spans of control. 
On the contrary, an informal organisation as defined by Bizstudyportal 
(n.d.) is 'the interlocking social structure that governs how people 
function and work together in practice; it is the aggregate of behaviours, 
interactions, norms, personal and professional connections through 
which responsibilities are achieved and cordial relationships are 
nurtured among people who share common organisational affiliation or 
cluster of affiliations, goals and objectives '. Hartzell (2003) reiterated 
that the term informal organisation was brought to light by Chester 
Bernard; 'who compared informal organisations to cliques or exclusive 
groups of people that naturally forms over time; this comparison was 
fuelled by some of the defining features of informal organisations which 
include the level of personal relationship that exists among workers and 
the level of interaction among workers in the informal organisation 

setting. 
Puraji (2015) opined that the formal organisational structure 

outlmes vividly the activiti~ to be performed by every individual in the 
organisation and also the superior-subordinate relationship without 
leaving out the designations of every single individual in the organisation; 
there are usually no rooms for assumptions as all activities are clearly 

speltout. 
The level of flexibility of the operations in informal organisations 

is higher as compared to formal organisation; hence the level of 
productivity is usually higher. Individuals in the informal organisation are 
given more room for creativity and innovation, collaborations and better 
problem solving methods are also practiced. 

In a formal organisation setting, power and authority is attachel 
to the position not the person occupying the position but the case~ 
different in the informal organisation where power is given to tlr 
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individual and not the position. It is however paramount to note that in 
any formal organisation, there is usually the existence of numerous 
informal organizations. Some of the defining features of formal 

organisations include: 

• Hierarchical structure of operation and defined methods of 
coordination of activities in order to achieve stated goals. 

• Laid out delegation of authority among individuals in the 
organization. There is well defined span of control with each 
subordinate reporting directly to one superior 

• No sentiments or personal relationship exists between staff 

• Activities are based on division ~abour and specialization in 
order to achieve efficiency; everyone in the organisation has 
their responsibility clearly outlined and spelt out hence there 
is no issue of overlapping/duplicating functions or breaking 

of ranks 

Focus and attention is place on the jobs to be achieved and the 
individuals who are saddled with the responsibility of 

carrying out these jobs. 

• The organisation is dcliheratcly formed and created 

Some of the distinguishing characteris tics of informal organisations 

include: 

• The existence of social and informal relationships and 
interactions exist among individuals 

• There is the existence of cordial, friendly and even hostile 
interactions among individuals. There is high level of 
independency in the channels of communication existing in 
the organisation; someone in a lower cadre can easily have 
contact with a fellow in a higher cadre. 

High level of flexibility exist and the structures are fairly 
loosed; there is no clearly written rules and regulation 
governing activities of interrelationship in the organisation 
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Its creation is dependent on the existence of a formal 
organisation, that is, it is based on a formal organization 
where people have informal relations (Pujari, 2015) 

• Unlike the formal organisation, informal organisations are not 
deliberately created 

Informal organisations do not have its own rules and 
regulations, they do not have any laid down system of 
coordination and authority (Akrani, 2011). 

Profit- Oriented and Non-Profit Oriented Organisations 

Profit - oriented organization just like the name goes is an 
organisation that carries out operations with an aim of making profit. The 
Business Dictionary (2015) defined profit- oriented organisation as 'a 
business or other organisation whose primary goal is making money (a 
profit). Non - profit oriented organisations are defined as those 
organisations that focuse on helping the community and they are usually 
concerned with money only as much as necessary to keep the 
organisation operating.' Similarly McNamara (n.d.) defined profit -
oriented (Business) organisations 'as organisations that exist primarily 
to generate profit, that is, to take in more money than it spends while he 
viewed non-profit organisations as organisations that exist to provide a 
particular service to the community, that is the word 'non-profit' here 
implies a business that~s rules that forbid the distribution of profits to 
owners.' In a profit - oriented organisation, the management team 
ensures that the marginal profit exceeds the marginal cost or at a worse 
case they break even that is the marginal cost is equal to the marginal 
profit. Non-profit organisation utilizes its surplus revenues to further 
achieve its objectives and mission instead of distributing its surplus 
income to the organisation's members as profits. 

Not-for-profit making organizations possess features that are in 
opposition to profit oriented business organizations. Some of these 
features as highlighted by Fritz (2015) include: 

mill 

• The main mission of these organizations is to carry out activities 
not with the primary aim of making profit 
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Incomes generated are never shared among members but 
rather there is a system of recycling where the income is put 
back in any form into the operations of the organizations 

• The ownership of non-profit organizations are not in the hands 
of a single individual but usually it is owned by the public and the 
control is usually exercised by the board of directors or trustees 
and these trustees act as a group. 

Organizations (whether profit or non - profit oriented, formal or 
informal) disseminate information to their staff, customers, other 
stakeholders and the general public from time to time. They utilize 
different channels for information dissemination. Arguably, one of the 
most important channels ofinformation dissemination is newsletter. 

3. Newsletters 

A newsletter can simply be defined as a periodically produced 
and published material by a group of individuals, body or organization, 
which contains certain information for audience viewing. Wikipedia 
(2015) defined a newsletter as 'a regularly distributed publication that is 
generally about one main topic of interest to its subscribers'. In a similar 
vein, Business Dictionary (2015) defined a newsletter as 'a small, printed 
(generally on letter-size paper), or published through other means, 
newspaper or digest aimed for a select audience on a narrow subject, or 
for circulation within an organization. 

Some of the main features of any newsletter are that it is highly 
customer - oriented or customer - centered; Newsletters are directed 
towards the interest of the customers and other stakeholders. 
Newsletters serve as formal feedback channels between the organization 
and stakeholders. In the case of profit - oriented organizations, 
customers are expected to properly internalized the contents of the 
newsletter and revert back to the organization if the need arises. It is 
important to note that organizations also make use of the medium of the 
newsletters to publicize new products and services to their customers; 
this medium is fast and highly efficient. Some examples of newsletters 
include news bulletins, pamphlet, etc. 

IB 

• 



l'ul>fl,lrmg N('wsletters and Associated Information Products in Organisation., 

3.1. Types of Newsletters 

Employee Newsletters: this kind of newsletters serves as a link 
between the employers and employees in an organization. This 
newsletter serves as a means of notifying and informing the 
employees on current happenings, activities, achievements and 
objectives of the organization. 

Consumer Newsletters: this kind of newsletters contains 
information that is of benefit to the customers or clients. Singer 
(2015) reiterated that 'the primary function of a customer 
newsletter is as a public relations/low key advertising device sent 
to customers.' We can therefore say that a consumer newsletter 
publicizes information about the organization to the consumers. 

Thematic Newsletters: The~e kinds of newsletters concentrate on 
a single subject area. The articles or write up contained in the 
newsletters could be very brief or lengthy but they are restricted 
to one subject area. 

3.2.Forms of Newsletters: Print and Electronic 

Print Newsletters: Print Newsletters are tangible, printed document 
which may appear in various shapes, sizes, styles, and even content. The 
print newsletter is a short publication that contains specific information 
about an organization. It must be attractive and appealing to the eye of 
members of the public. The<.ontents of a newsletter must be accurate, 
factual, brief and impartial and should be an effective communication 
tool. Some of the advantages of print newsletters are as listed below: 

you can read a print newsletter anywhere 

Easy reading especially for longer documents which could pose 
tiresome when scrolling on a computer screen 

Stands out more because most people get fewer letters than e· 
mails 

Disadvantages 

mEl 

High costs of production, it requires an investment for printing 
and mailing, and in some cases, design. 
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Production and delivery take longer than fore-newsletters 

E-Newsletters: Many organizations/ institutions struggle to find 
creative ways to keep in touch with staff/ clients. E-newsletters are one 
option to consider. In this electronic age, email has become the most 
pervasive and fastest growing means of connection and communication 
between individuals and organizations. An email newsletter is a message 
that is sent out to subscribers typically on a regular interval. Email 
newsletters may be sent daily, weekly, bi-weekly, monthly, or even 
annually. The content of email newsletters varies with each edition. Some 
email newsletters are so popular that they can sell advertising space. 
Email newsletters typically focus more on providing information and less 
on sales promotion, which helps businesse1-' establish themselves as 
experts in their fields. Organizations often use them to announce 
upcoming events to members and volunteers. (Emaillogics Corp, 2006) 

Advantages 

It can be Interactive, and you can include links direct . to your 

website 

• we can instantly track to know how many and who opened our e­
newsletter; how many clicks per day 

It can facilitate easy and immediate interaction with clients 
prompting dialogue with feed-back. 

instant delivery 

• cost effective as there is no cost for printing or postage 

It serves as a vehicle for promotional content, competitions and 

news feeds 

Provides instant contact for urgent announcements or releases. 

Customers can receive messages wherever they are, either at 

home, at work or mobile. 

Many customers spend a majority of their time at a computer 
where the message is delivered. 
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Disadvantages 

• an e- newsletter might not get through to those who have 
subscribed because it may get caught in spam filter 

It is easy to ignore and delete e- newsletters 

problem of obtaining the e-mail addresses of all intended 
recipients 

• You need permission to add e-mail addresses to your distribution 
list 

Not so good for long articles 

3.3.Editorial Boards of Newsletters 

Depending on the scope of a newsletter, the editorial board could 
be made up of between 2 to 12 persons who may or may not be 
geographically close owing to IT (information technology).Their brief is 
to ensure that quality is maintained and articles are produced in a timely 
and accurate manner, with few or no writing errors. 

Editorial boards usually consist of experts in their disciplines, 
persons who have established themselves as authority in their fields. The 
editorial board among other assignments, set policy for the publication. 
The composition of a newsl~r board varies from one organization to 
another but more often than not, it comprises of: the editor - in- chief, the 
secretary, the Managing Editor, the Copy Editor and other Assistant 
Editors. An editorial board may also include Associate, Assistant, and 
Topic Editors, that are nominated or appointed by and report to the 
editor. 

3.4. Function of Editorial Boards 

• Advertorial/ solicitation: responsible for soliciting materials to 
be published 

• Content: the board is responsible for the type of content produced 
by their newsletter, the nature and number of stories/articles to 

IDDII 

3.5 

membe 
orthep 
The Ed 
identifi, 
necessa 
perforn 

Skii 

. 

. ( 

c 
J 

• I 
t 
J 

• 1 
j. 









tor's 
eces 

oard 

and 

use a 
· may 
liting 

ills in 

:!sign, 

ed. As 
:!used 
recent 
lis and 
of an 

'oil' to 
also a 

:itional 
1esion. 
active 

Jortant 

1 about 
(2007) 

Issues and Themes in Publishing 

enumerated the importance of a newsletter in any organization as 
follows: it influences and improves the general public perception about 
the organization; it raises awareness about an imminent or current effort 
change or any other important issue that require action on the part of 
investors and partnership and so on. 

Furthermore, newsletters are also used in organizations to promote 
products and services, build relationships with customers and prospects; 
they provide valuable information to organizational members and 
customers; they are used to keep employees informed of organizational 
developments. Experts, consultants and professionals of all types have 
used newsletters for many years for communication of adyice, insights 
and wisdom (Griffin, 2015). 

United Square Dancer of America (2013) that newsletter is 
essential to successful organizational operations; it is a picture of the 
organization and it reflects on the organizational operations.The 
publishing of newsletters will ensure that stakeholders are aware of 
organizational plans and schedule of events so that members can plan 
ahead. 

5. Planning, Design and Production ofNewsletters 

Planning, design and production of newsletters encapsulate 
critical processes, stages and strategies of any newsletter life circle. 
According to LIFE factsheet (2015), the following issues must be 
considered in the designing, planning and production processes: 

1. Timely production 

2. Simple and user-friendly format 

3. Attractive presentation 

4. Easy to read text 

5. Careful editing 

i. Timely production: in planning newsletter production, it is 
important that the newsletter is issued timely and at a regular 
Interval. Therefore, there is need for proper planning and pro-
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activeness in the management of the production process. Any 
delay or failure could lead to inability to meet the publishing 
deadline. The production process begins with collation of 
publishable information materials from individuals or units 
ranging from management to the marketing department. The 
publications or public or corporate affairs unit is usually 
responsible for collation, editing, packaging and final production 
of newsletters. The Editor (or his representative) is saddled with 
the responsibility of closely working with the printing press to 
ensure that the pmduction dates are sacrosanct. 

ii. Simple and User-Fh~ndlyformat 
Having a format for your neWsletters production implies that you 
don't need to start frdm scrlltch each time you begin preparing a 
new issue. It also provides the newsletter with identity, integrity 
and credibility. 

Newsletters can as well be produced in print or ;and electronic 
format. The latter version is easy to handle and allows a broad 
and cost-effective dissemination. The print version can be issued 
because there are some people who may be interested in hard 
copies of the organizational newsletters. In this case, a limited 
amount of printed copies can be sent to selected target groups 
who may be int;(:ested. The trend these days is producing 
newsletters in electronic format. The advantages of electronic 
format have been discussed earlier. 

iii. Attractive presentation 

liE I 

First impressions are very important. A newsletter that is 
attractive and which also appears relevant and uncomplicated 
will encourage people to read further. Newsletters should be 
attractive but simple in their presentations. Basic newsletter 
contents include lead stories, a number of shorter news items 
and a message from the management. More sophisticated 
publications can extend their content to include features, 
columns, an editorial, news in-brief sections, cartoon, associated 
beneficiary progress reports and advertisements 




















