
 
MODULE  6 – FORMATTING: DO’S, DON’TS AND INSIGHTS 



  

What is an E-Newsletter? 

Content Format Delivery + + 

Do’s, Don’ts, Insights 



What We Will Learn Today and Next Time: 

• Developing your standard layout 
• Formatting do’s, don’ts and options 
• Newsletter length 
• To click or not to click? 
• Custom design or template? 
• Formatting for Smartphones and tablets 



What We Will Learn Today and Next Time: 

• Developing your standard layout 
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How long should my newsletter be? 

 

Is shorter always better? 

 

Is there a word count that I should never go beyond? 



Formatting Options 

• All Text 

• Template 

• Custom Design 



To Click or  

 Not to Click?! 





To Click or Not to Click?! 

ADVANTAGES 

• More comments 

• More social shares 

• More new subscribers 

DISADVANTAGES 

• Many fewer people will read it 



A 

Few 

More 

Formatting 

Do’s 

And 

Don’ts 



  

This is a problem for any small business owner or executive who wants to reach his or her 

retirement goals.  That’s why I recommend we all take a page from the groundhog – 

nature’s original retirement planner: He sticks to a schedule.  February 2nd, every year.  

That’s the way the groundhog works.  No excuses or delays or tending to other more 

important items. As entrepreneurs, we’re drawn to things on fire.  Retirement planning, by 

its very nature, never is.  And so it sits.  But waiting a day leads to a week and before you 

know it, the year is gone – along with the opportunity to make important adjustments early. 

He looks for a specific occurrence.  Unlike many other animals (don’t get me started on our 

two dogs), the groundhog isn’t just sniffing around for its own sake.  He is out with a 

specific purpose in mind… to make an observation regarding his shadow. 

 

As an entrepreneur, you also need a particular mode of measurement.  Because while I 

certainly believe (strongly) in the importance of gut and motivation, you need empirical 

measures of progress as well. Without these, it’s easy to delude ourselves and ignore 

reality. He makes a decision.  Shadow: longer winter.  No shadow: almost over.  Done.  No 

complicated committee meetings to work through his thought process; no sending five 

more groundhogs outside to gather more data.  He acts. Once you’ve set up a clear, 

unambiguous, empirical measure that you trust, you need to also trust the decision that 

follows.  Will it be perfect?  No, and it could even be wrong.  But as my grandfather used to 

advise, we need to have the courage of our convictions, take an action, and move on.  

 

 

 





Make it easy to scan… 

Plenty of white space Short paragraphs 

Large, easy to  

read typeface 

Boldface to 

highlight 

Numbered (or 

bulleted lists) 

Black text on white background 



Make sure your newsletter is readable on a phone! 

  

This is a problem for any small business owner or executive who wants to reach his or her retirement 

goals.  That’s why I recommend we all take a page from the groundhog – nature’s original retirement 

planner: He sticks to a schedule.  February 2nd, every year.  That’s the way the groundhog works.  No 

excuses or delays or tending to other more important items. As entrepreneurs, we’re drawn to things on 

fire.  Retirement planning, by its very nature, never is.  And so it sits.  But waiting a day leads to a week 

and before you know it, the year is gone – along with the opportunity to make important adjustments 

early. He looks for a specific occurrence.  Unlike many other animals (don’t get me started on our two 

dogs), the groundhog isn’t just sniffing around for its own sake.  He is out with a specific purpose in 

mind… to make an observation regarding his shadow. 

 

 

 

 

As an entrepreneur, you also need a particular mode of measurement.  Because while I certainly 

believe (strongly) in the importance of gut and motivation, you need empirical measures of progress as 

well. Without these, it’s easy to delude ourselves and ignore reality. He makes a decision.  Shadow: 

longer winter.  No shadow: almost over.  Done.  No complicated committee meetings to work through 

his thought process; no sending five more groundhogs outside to gather more data.  He acts. Once 

you’ve set up a clear, unambiguous, empirical measure that you trust, you need to also trust the 

decision that follows.  Will it be perfect?  No, and it could even be wrong.  But as my grandfather used 

to advise, we need to have the courage of our convictions, take an action, and move on.  



Make sure your newsletter is readable on a phone! 



Beginner’s Mistake 

Spending waaaaay too much 
time nailing down your design. 



In The Next Module: 
Formatting: Expanding Your Reach 

• Blog or Newsletter (Hint: Both) 

• Other Uses for your Newsletter   
 Content 

• Leveraging Social Media 
 



All Text 

ClarityAdvantage.com 



Template 

http://donsadlerwriter.com/ 



Custom 

Header 


