
DIRECT MAILING
THE LIBRARY NEWSLETTER
Delivering printed newsletters to every resident within the county

using every door direct mail (EDDM) program 
from the United States Postal Service



HUMBLE BEGINNINGS



HUMBLE BEGINNINGS

• All promotional material was produced by a librarian with a working 

knowledge of Publisher.  We produced adult and children’s calendars 

separately and printed them in black and white.  They were available 

for the public to pick up in the library and, those who paid for a Friends 
membership, received a copy of both calendars in the mail monthly.  

• Quarterly newsletter was printed and mailed to Friends members until 

2013 when we began to publish a monthly newsletter sent via email.

• Eventually, we made the switch to printing the adult calendar in color!  
The process was still the same.  We would print, fold and mail them 

in-house.  Everything was still created in Publisher.



BIG SWITCH



Our director wanted the calendars printed professionally and mailed, so we 

launched our first issue in August/September 2014.  We made the switch to 

creating our calendars in Indesign and worked with a local printer.  We 

obtained a permit number from the post office which allowed us to mail at a 

discounted rate, close to 7¢ a piece - as long as we met the required mailed 

piece minimum (200+).  We still only mailed to the Friends Membership list and 

added local businesses and legislators.

BIG SWITCH



FIVE YEAR STRATEGIC PLAN

MARKETING (YEAR 1) – 2017/2018

• Improve the awareness within the community of library services 

and increase the use of the library by creating a comprehensive 

marketing plan

• Hired marketing manager with direct mail experience to mail 

the newsletter to every resident and business in the county

• Updated the library logo and started marketing the library brand

• Setup internal processes to improve communications and 

expectations



REBRANDING THE LIBRARY



REBRANDING THE LIBRARY



REBRANDING THE LIBRARY

Feature Article

Kentucky Room

Feature Article

Art Gallery



CONTENT

• Find a variety of outlets

Remember content can be recycled for FB, local newspaper articles, print or 

electronic newsletters, library blog, etc.

• Review & Select Highlights

What is the highlight of the month, or centerpiece article of interest?  

• Read & Research

Check the program descriptions submitted by staff.  Often this content or material 

requires additional time for you to research to obtain more detail.



CONTENT

• Answer the “So What?” Question

Before composing your draft, sift through the details or description and ask yourself, 

“We’re having a program.  So what?”  What is exciting, new or valuable enough to 

persuade someone to get off their couch, go to the library, and participate?  

Answering that question often helps you write an engaging blurb that brings them 

through your doors.

• Prepare the Blurb

At SCPL, departments often submit their own descriptions.  However, staff may not 

have time or are not comfortable writing.  In this case, you can step into research, 

interview and/or polish material.  (Examples:  Reinette Jones, Chautauqua, 

Madeleine Breckinridge)



SPANISH NEWSLETTER



SPANISH NEWSLETTER

The Translation Process

• Translations don’t begin until AFTER the English version is complete

 Online translations tools are beneficial, but not fool-proof

• Starting with the front Cover and working through the 8-page spread, translations take approx. 8-10 hours

• It is important to maintain consistency of language and tone for the intended audience

 Adult vs. Children programming

• In-House printing saves money

Constraints to Consider

• Fluency in the language is essential for editorializing content

 It is more important to convey the message accurately, than translating word-for-word

• Competence using software programs is necessary to manipulate objects (e.g. text boxes, images, etc.)

• Saying it in Spanish takes up more S P A C E



DISTRIBUTION LOCATION



DISTRIBUTION OF SPANISH NEWSLETTER

Sunday bookmobile stops bring Spanish newsletters into the Georgetown community
• Outreach staff delivers copies to predominantly Spanish-speaking 

neighborhoods

• Copies are hand-delivered to local church members following Spanish 

services

• Copies of Newsletters are left outside the business office(s) at the mobile 

home park

Partnerships with local vendors
• Spanish Newsletters are left at two “Mexican food markets”

• Spanish newsletters are also available in the International area of SCPL



WHY DIRECT MAIL?

• To support the library brand

• Staying relevant in the community

• Shout your message and educate what your library is about and 
how the library can help the patrons in your community

• Convenience to browse and in their face (visible advertising)

• Creates added value in life long learning (sentimental favorite)



NON-PROFIT DIRECT MAIL

Price – USPS Marketing Mail Flats up to 3.3 oz

• Mail spec: 8.5” X11” / 100 lb. Text gloss paper / 8 pages / .625 oz. / 
Total mailed in Georgetown 20,831 pieces

• Standard mailing cost would cost you 16.2¢

• Non profit mailing cost is 7.4¢…savings of 9¢

• Example of savings: standard total cost of mailing 
$3,374.62 vs. $1,541.49. Savings of $1833.13

• Visit usps site: www.usps.com/business/every-door-direct-mail



• You must acquire postal permit to mail 

in bulk over 5000 pieces. Post office will 

assist in setting this up for you.















PRINTERS FOR EDDM 

• Shop around for printers that 

have experience in printing 

for EDDM program.



FORMS TO PRINTER

• Must provide two forms. 

• Facing Slip and 

form 3602-n



SORTING NEWSLETTERS

• Each box will be labeled with 

zip code and route # 

• There can be more than one 

box for some route #



SORTING THE NEWSLETTER

• Each postal bin must 

contain only one route. 

You could have multiple 

bins from one route



Q&A
Minyoung Bowling minyoung@scottpublib.org

Rachel Toews rachel@scottpublib.org

Lissette De la Cruz lissette@scottpublib.org

THANK YOU

Q&A

mailto:minyoung@scottpublib.org
mailto:rachel@scottpublib.org
mailto:lissette@scottpublib.org


Thank you to the 
Institute of Museum and Library Services (IMLS) 

for sponsorship of this webinar.



FOLLOW KDLA ON SOCIAL MEDIA!

@KDLALibDev KDLALibDev

https://twitter.com/KDLALibDev
https://www.facebook.com/KDLALibDev


SAVE THE DATE - Register on the KDLA CE Events Calendar

Library Link Up: DNA in Genealogy Research
Thursday, October 3, 1:00-2:00 pm ET (12:00-1:00 CT)

Dolly Parton Imagination Library: Best Practices from KY Libraries
Wednesday, October 9, 2:00-3:00 pm ET (1:00-2:00 pm CT)

How to Fill Your Library Board Vacancy
Tuesday, October 15, 10:00-11:00 am ET (9:00-10:00 am CT)

Birth and Death Records
Wednesday, October 16, 10:00-11:00 am ET (9:00-10:00 am CT)

More webinars are available on our Archived Webinars page:
https://kdla.ky.gov/librarians/staffdevelopment/kdlaarchivedwebinars/Pages/default.aspx

https://kdla.ky.gov/librarians/staffdevelopment/Pages/ContinuingEducationCalendar.aspx
https://kdla.ky.gov/librarians/staffdevelopment/kdlaarchivedwebinars/Pages/default.aspx


THANK YOU FOR ATTENDING!
• Minyoung Bowling

minyoung@scottpublib.org

• Rachel Toews
rachel@scottpublib.org

• Lissette De la Cruz
lissette@scottpublib.org

KDLA CE Events Calendar

KDLA Archived Webinars

Certification Program

KDLA.Certification@ky.gov

mailto:minyoung@scottpublib.org
mailto:rachel@scottpublib.org
mailto:lissette@scottpublib.org
https://kdla.ky.gov/librarians/staffdevelopment/Pages/ContinuingEducationCalendar.aspx
https://kdla.ky.gov/librarians/staffdevelopment/kdlaarchivedwebinars/Pages/default.aspx
https://kdla.ky.gov/librarians/staffdevelopment/Pages/certification.aspx
mailto:KDLA.Certification@ky.gov

