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INTRODUCTION
Hi! I’m Lion Gail Cates. 

I publish the Newsletter for District 4-A1, in central
California. 
I’m the Club President of Upcountry 88 Lions Club near
Jackson CA. I’m also the District’s and Club’s Marketing
Chair and Website Administrator. I’ve been doing
newsletters since 2013. 
I’ll share my suggestions for creating and publishing a Lions
District Newsletter. Most of these also apply to publishing a
Club Newsletter.
Your questions and comments will be discussed after my
short slideshow.



HOW TO CREATE A NEWSLETTER

1. STEPS 2.CONTENT 3.COMPLETION

Steps in creating
your District’s
Newsletter are listed
in the .PDF
document - handout. 

We’ll start with that
in the next slide...

Then we’ll discuss
several suggestions
to put in your
newsletter.

We will briefly go
through the final
steps in completing
your newsletter. 

4.RESOURCES

Suggestions and
websites are highlighted
on this slide. 
DISCLAIMER: Websites
listed are suggestions
and examples ONLY.
They are NOT meant to
be recommendations or
to imply they are
endorsed by District 4-
A1 Lions. 

Information is in the .PDF document on these four topics https://lions4-a1.org/creating-a-district-newsletter/



· Request Articles, Photos, Event Flyers, etc. from your members 
· Save emails that come in during the month in a separate folder
· Start doing the newsletter
· Open a word-processing document orOpen a Template 
· Save the document like this: District-4-XX-Lions-Newsletter-2026-11.docx 
· Fonts 
· Two Columns vs. One Column 
· Line Spacing Options 
· Add a Page Header 
· Use Screenshots if you want to. Edit as you go.
· Add shortcuts to the Quick Access Toolbar – my FAVORITE keys !!!

1. STEPS



EVENTS CALENDAR

MASTHEAD
Include the Lions logo or a photo of your District’s
logo AND your current District Governor's PIN.
Information on the LOGO’s Guidelines can be found
in the RESOURCES section below. Add a link to your
District’s WEBSITE & SOCIAL NETWORKING pages
(Facebook, Instagram, etc.).

Include Ongoing Events - include brief description
of upcoming meetings, service projects/activities,
and fundraisers. Use links. Identify whether they
are MD4, Lions International, or your District
events. Put Club's name after their events.

2. CONTENT



MAIN INFORMATION

DISTRICT GOVERNOR’S
MESSAGE

Request a monthly column from your District
Governor. Include their recent photo/headshot. 

Articles/photos emailed to you from members
Updates on your District events 
Endorsed Projects updates 
District Chairperson and Committee Reports 
Photos/wording posted on your District's
Facebook, Instagram, or other social media

2. CONTENT



LEOS NEWS SECTION

UPCOMING EVENTS
Don’t include
Clubs' events
here.
Highlight the
date.
Accessibility
for Low-
Vision or
Blind
Readers is
important -
include
wording and
include ALT
TEXT if
possible.

Ask the Leo Advisors for information to be sent to
you or let you know when they've posted on
Social Media. Follow guidelines for minors. 

2. CONTENT



DIRECTORYCLUB NEWS SECTION
Upcoming Club Events and Fundraiser Flyers (or
wording: who/what/when/where). Ask clubs to add
you to their newsletter/bulletin emails or sending in
a monthly write-up with photos - captions 

Include a list of your District’s Board/Officers in
case people have questions. Respect
confidentiality.

2. CONTENT



3. COMPLETION

· Edit your Document as you go 
· For ACCESSIBILITY, use Alt Text and Image Descriptions 
· Make your Newsletter Visually Appealing 
· Save your Document as a .PDF document
· Double-check your .PDF document 
· Editor's Editor – Ask someone else to read it for corrections
· Distribution Frequency – once a month?
· Email to your Distribution List 
· Add Newsletter to your District's website 
· Email out the Newsletter on time! 
· Make a "Words and Photos Only" Edition? 



Several resources are listed in the handout (PDF
document) with website links and suggestions.

If they don’t answer your questions, let me know
and I’ll try and help...

That‘s what Lion Volunteers are for!

~ Gail

4. RESOURCES



YOU’RE INVITED...
On February 7, 2026, the MD4 Marketing Committee will
have a WORKSHOP with a Breakout Session where I will
attend and we can have further discussions. 

Maybe we can have a District Newsletter Contest?



TO CONTACT ME: 

gfclion@gmail.com

lions4-a1.org



THANK YOU !

QUESTIONS


