
Building an Internal Newsletter
Bringing the team together



The NJIT Library Internal Newsletter
What is it?

Why did we start it?

How did it come together?

What do we put in it?





How do we create the newsletter?
● Collaborative document - Adobe Express

○ User-friendly with premade formats for newsletters

● Solicited sections - department-specific articles, staff spotlight, photos, 
and staff shout-outs
○ Email requests, Q&A interview, and Google Form

● Articles to highlight successes of various departments
○ Gchat conversation about recent successes to highlight before finalizing the newsletter

● Upcoming events to be aware of



Reception and Next Steps
● Positive feedback:

○ Increase in communication
○ Public celebration of wins
○ Supportive environment

● Next Steps:
○ More intentional solicitation of feedback
○ Add a little structure


