
Activity 5 

Newsletter 

 
 
 

Design a one page Newsletter containing a banner at the top and bottom of the page.   

 

Information between the banners is to be placed in two columns. DO NOT use textboxes for the news articles, 

set the page for 2 columns. 



 

Directions: READ the first article of the sample Newsletter above for specifics. 

 

1. Create a new Microsoft Word document and save the document as: Newsletter in your documents folder 

on the server. 

 

2. Begin by creating the top banner.  Use a text box and select an appropriate border style.  The banner must 

include: 

 

 Name of the Newsletter - The Lion’s Roar (WordArt of your choice, 60pt, Bold, Font of your choice, 

centered) 

 Today’s date - Day of the Week, Month, Day, Year (i.e. Tuesday, September 15) (18pt, Font of your 

choice, centered) 

 Your Name, Editor (12pt, same font as date, centered) 

 

3. Next create the bottom banner.  Use a text-box and use the default border.  Enter and center the following 

text: 

 

Next edition to be published Month Day, Year*.   Submissions are to be forwarded to the editor three days 

before publication date to be considered.  See you next month. 

Stay loose Lions!! 

 Month Day, Year is to be one month from today’s date in upper banner. 

 Change the text size to 10pt. 

 Bold “Stay loose Lions!!” 

 

4. Create two columns for the page.  Create your own articles to fill the columns and they may be real or 

fictional.  The column requirements are as follows: 

 

 fully justified 

 minimum of three articles 

 one advertisement in its own text-box  located at the bottom of the second column 

 all articles are to have a title that is centered, bold and 16pt 

 titles are to be sans-serif font 

 regular text is to be a 12pt font of your choice 

 a minimum of two but no more than four clip-art that allow text-wrap 

 

 


