
Newsletter Distribution Plan 

Dear Team, 

I am writing to outline our regular newsletter distribution plan to enhance communication and 

keep our audience informed. 

Frequency 

The newsletter will be distributed on a bi-weekly basis every second Tuesday of the month. 

Audience 

The primary audience for our newsletter includes: 

• Current clients 

• Prospective clients 

• Industry partners 

• Internal staff 

Content Sections 

Each newsletter will include the following sections: 

• Company Updates 

• Featured Articles 

• Upcoming Events 

• Client Spotlights 

• Industry News 

Distribution Method 

The newsletter will be distributed via email and published on our company website. 

Tracking and Feedback 

We will track open rates and engagement statistics to assess the newsletter's effectiveness. 

Feedback will be requested bi-annually to improve content. 

Thank you for your attention. Let's work together to create an informative and engaging 

newsletter. 

Sincerely, 



[Your Name] 

[Your Position] 

[Your Company] 


