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CCoC Newsletter Technical Info 

Mailchimp Newsletter Sample Structure 

 
1. Header Banner—Chamber Logo & Title 
 

2. President Welcome  
A short welcome paragraph from president. This can be a generic welcome but ideally 
changed each month to reflect what’s going on in the chamber/town.  

Content supplied by: President 
 

3.What’s Coming Up 

- Events: Title – 70 words. Date, time, location. Link to Eventbrite/booking/website. 

- Local deadline or opportunity 

Content supplied by: Chamber Secretary 
 

4. Member Area 

- New member: “Please welcome XYZ Ltd, specialists in…” (40–50 words), link to 
site/socials. 

- Member spotlight: A short paragraph to highlight – a different member each month. 
Members can either apply for this or we will select at random.   

IMPORTANT: This needs to match the member we are promoting that month on our 
social media.  

- Member success: “ABC Creative wins local award…” (60–80 words) 

- Member offer: “2-for-1 on… until [date], exclusive for Chamber members.” 

Content supplied by: Chamber Secretary & Members 
 

5. Chamber Activity  

- “In May, the committee represented members at…” 

- “Feedback on recent consultation resulted in…” 

Content supplied by: Chamber Secretary & Committee  
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6. Opportunities & Resources 

- Current grant open: summary (40–60 words), deadline, link 

- Partner event or training module 

Content supplied by: Chamber Secretary, Cotswold District Council & Members 

 

7. Closing Note 

- “Thank you for reading! We hope to see you at [next event]. If you have feedback, 
please reply directly or submit your news for next month!” 

 

[Footer with contact, social, links to privacy/unsubscribe] 

 

Website  “Submit Your News” Page  

Form Title: Share Your News with Fellow Members! 

Fields: 

Your Name 

Your Business 

Email 

News/Offer/Event Title 

Short Description (max 80 words; what should members know?) 

Date (if event/offering is time-bound) 

Website/Social link 

File upload (optional for logo/image—JPG/PNG preferred) 

[GDPR notice: “By submitting, you consent to this information being reviewed and (if 
approved) circulated to members via the Chamber’s newsletter.”] 

Button: Submit 

Submission confirmation: 
“Thank you! We aim to feature member news in the next available monthly newsletter. 
The Secretary will contact you if we need more info.” 


