
Newsletters for your Client or Business 
 
Are newsletters worth the effort?  Will it increase sales?  Strengthen customer 
loyalty?  Remind people your business is there for them? 
 
The answer is, of course, all of the above. 
 
In addition, when you release a newsletter on a regular basis, you are 
subliminally “proving” to your customer or client’s customer that your business is 
active and growing.  Every month or week or two weeks, that newsletter 
faithfully turns up in their inbox or mailbox, letting them know your business is 
doing things right and building your authority as a cornerstone for your niche. 
 
You’re also – if you’re doing things properly – giving them a treat.  See the 
newsletter below from Mambo restaurant? It is showing the deals available for 
Ladies Night. It also is showing clickable links just like their website as well as 
social media buttons.  
 

 



 
A really great newsletter has something valuable in it that people want to read.  
It might be really hot tips that work (ones that are unique and specific, not 
supplied anywhere else); or it might be a special gift, or even just a story that 
makes them feel good. 
 
In other words, your newsletter should brighten their day and make them feel life 
is just that little bit better. 
 
So how do you make a newsletter that people look forward to receiving?  How 
do you make a newsletter that people actually watch for in their inboxes?  (And 
miss, if it doesn’t appear?) 
 
It’s actually very easy to do.  You make it all about them. 
 
Twelve Questions You Need to Ask Yourself 
 
Knowing the answers to these questions will help you plan your newsletter for 
maximum engagement. 
 
Knowing enough to ask yourself these questions in the first place can set you 
ahead of your competitors and give you a huge advantage. 

1. Why do my customers choose my business over close competitors’? 

2. What are they looking for, when they step through my door? 

3. What do they come here for the most? 

4. What do they wish my business could provide? 

5. What’s their favorite method of communication delivery – visual 
(graphics)?  Text (information-based)?  Video?  Audio? 

6. What did they want last week?  Last month?  Six months ago?  This time 
last year? 

7. What do they want today? 

8. What do I want them to do? 

 



That’s looking at things from your customer’s point of view.  For yourself, continue 
on with the following questions… 
 

9. What makes my customers open their wallets and buy? 

10. What seasonal factors are affecting their outlook, spending habits and 
needs? 

11. How many interactive elements can I fit into my newsletter? 

12. What is my goal, in sending out my business’ newsletter?   

Your newsletter needs to provide incentives to make people interact with you.  
The local nursery featured on our first page does a good job of doing just that.  
Let’s see exactly how many: 
 

• Incentives they provide 

• Actions they ask the reader to take 

 
 
What we’ve just looked at is all about the heart of your Newsletter – that 
intangible spark of personality and warmth that engages and builds trust.  But 
what about the structure? 
 
Structure is the tool that helps people see that spark.  Think of it as writing a letter 
to someone you care about.  You could have all the heart and passion in the 
world, but if your handwriting is illegible, your spelling atrocious and your text is 
too small and too tightly packed, they’re going to find it so difficult to read, 
they’re not even going to want to attempt it. 
 
If, on the other hand, you write clearly, legibly, with lots of white space and 
shorter paragraphs, it makes your letter easier to read, and people are more 
inclined to do so.  Fact of human nature. 
 
Without heart, perfect structure is meaningless:  But without a strong structure, 
people may not get to see the heart of your message. 
 
The Design 
 



So let’s look at a perfect HTML Newsletter structure, starting with the visual 
structure… 

 
Notice that 
our sample 
template, on 
the left, isn’t 
linear.  That is, 
it doesn’t carry 
your eye 
downwards in 
uniform 
vertical 
columns. 
 
Instead, it 
mimics a web 
page or 
magazine 
cover, 
allowing the 
reader’s eye 
to scan and 
jump from 
section to 
section, 
anchored by 
the main 
headline and 
subheads. 
 
The most 
important 
three pieces 
of content 

would be the big freebie download, a main feature perhaps taking the reader 
to a website article, and the feature piece, top left.   
 
These three pieces of content have been displayed in the page’s prime 
positions:  The upper right corner (which readers will quickly get used to being 
clickable, if you always provide a download or offer); the top left reading area, 
and the insert taking them to a deluxe feature. 
 



That type of template is “clean”, but visually interesting.  This type of non-linear 
template works because it draws the eye through its content in a triangle or 
spiral. 
 
Do you have to have an HTML Newsletter?  No, not at all – service-based 
businesses can often work just as effectively from plain text email Newsletters 
(especially if they keep them short).   
 
However, you should seriously consider using HTML if: 

• You plan to feature your products, portfolio work or goods  

• You have a business where visual appeal is a strong part of your 
success (e.g. restaurant, florist, fabric store, graphic designer, web 
designer, etc.) 

• Your subscribers respond well to interactivity (mobile users especially 
seem to fit this demographic) 

• You wish to present coupons or offers in an eye-catching way 

Ten Components of an Effective Newsletter 
 
No matter what the design, it will contain the same types of elements. 
 

1. The Email Subject Line – Don’t think that this isn’t part of your Newsletter, 
because it is.  In fact, without a clear, strong email subject line, your 
Newsletter won’t even get opened! 
 
If you’ve positioned your business correctly in the marketplace and you’re 
sending your newsletter out to customers who already like your business, a 
simple subject line may serve you better than if you were to wrack your 
brain over clever subject lines. 
 
If people don’t know you, however – their only contact has been a single 
visit (or maybe two or three, tops) or they signed up for your newsletter via 
your website, having some sort of hook or incentive to click is something to 
be considered. 
 
Successful Subject Lines can be as simple as “News from [your company 
name], if you have a loyal following.  But better titles come with a 
intriguing title begging the customer to open it. “Seven Reasons You’ll 



Want to Take a Caribbean Cruise this Summer.” What are those seven 
reasons?  
 
One rule never to break, however:  Always let your subscribers know 
exactly who is sending the newsletter.  Put your company name in the 
subject line, somewhere – even if your subject line reads more along the 
lines of:  “What’s new from Mycompany – fuzzy socks and how to make 
them”. 

 
2. A Consistent Layout – This doesn’t just mean visually:  If you have regular 

columns or inserts, try to keep them in the same place, using the same 
fonts and text elements.   
 
The content can change – but your formatting should always be the 
same.  Break up the layout into regular “chunks”: And once you’ve found 
a great layout, resist the urge to chop and change.  People are creatures 
of habit:  They like it that their eyes know exactly where to go, to find your 
Weekly Quiz or Workshop, when they open your Newsletter. 
 
  Tip:  Create a “Style Guide” for your newsletter, specifying fonts, colors, sizes for 

each area of your template. 



 
 
 

3. Graphics – Photos and images are the workhorses of visual layouts.  Solid 
blocks of color to highlight your features; visually sumptuous or dramatic 
photographs; icons that tip people off in a split second as to what they’re 
going to find; your logo; a photo of your business exterior, if you have an 
appealing or memorable storefront… All these visual elements speak to 
people at the speed of light, faster than it takes to read this paragraph. 

However, make sure that there is some text in the newsletter. Why? Many 
emails are opened on phones and they often strip out images and only 
show text. If someone opens up a completely blank newsletter they might 
delete it rather than read it. 

Graphics should be relevant to the topic – never, ever choose a graphic 
just because it’s gorgeous or dramatic.  If your article isn’t about adorable 
kittens, don’t use a photo of an adorable kitten to catch people’s 
attention – even if you know your customers are all cat lovers.  In fact, you 
may unwittingly convey a detrimentally funny or inappropriate meaning 
by being careless about photographs you include. 
 

 
 
And remember the Number One principle of storytelling:  “Show – don’t 
tell.”  



 
4. Interactive Links – Whether these are buttons, radio buttons, anchor text 

or tabs, including these greatly increases not only the interactivity of your 
newsletter, but your reader’s choices. 
 
Human beings love to feel they can choose – even when you’re gently 
guiding them to what’s most important to you too. 
 

5. Strong Headlines and Sub-Heads – You should put as much thought into 
your sub-heads as you do into your Headlines. 
 
A Headline or Subhead has only one function:  To catch people’s 
attention and make them want more. 
 

6. Strong Content – That’s your “body copy”, the words that the headlines 
and sub-heads showcases. 
 
Speak naturally, as if you’re writing a letter to a friend.  Don’t be afraid to 
let them hear your “voice”.  Focus on their needs – not yours – and you’re 
already most of the way there. 
 
Using different types of content is always entertaining.  Rather than five 
articles, include a mix something like: 
 

• Two short articles, and a summary or first paragraph and link to a 
main article on your blog or website 

• A tip or two 

• A map to your store or building 

• A poll 

• A video  

• A recipe (if relevant) 

• A “factoid” (e. g. “Myth # 7 about Men…) 

• A coupon  

• A discount or other offer 

• Whatever you think will entertain your customers or please your 
clients 



 

Another way to make content strong:  Avoid flowery descriptions, long 
sentences, and above all, clichés.  Make your sentences short and direct.  
Cut down on adverb and adjective use – if your content needs adjectives 
or adverb to make it sing, you almost certainly need to re-write it! 

7. Share Buttons! – Make sure your Newsletter has social sharing buttons 
embedded. 

 

(Put a big Facebook icon in the top-right corner – make that Google Plus, 
if your business is a restaurant.) 

8. Contact information – That doesn’t have to just mean your address, 
telephone number and email.  Consider also including a map and/or 
directions. 

9. Credentials – If you wish to show your business is more professional and 
accredited than your rivals, by all means include icons from associations 
you’re certified with. 

 



10. A link to your website – And when people visit your website, what should 
be the first thing they see? 

That’s right.  An invitation to subscribe to your Newsletter! 

 

 
 
 
Making sure your newsletter gets read 
Avoiding the spam label 
Create campaigns 
Track your newsletters 
 
Tips 
 
The following tips can help ensure your chances of Newsletter delivery are good 
– and that people want to open them. 
 

• Have more than one contributor (but only one editor, to ensure the 
content is rich but the “voice” is consistent) 

• Make sure the newsletter is from a person, not a company.  Even if your 
Newsletter is from “The Candy Cane Coffee Company”, people should be 
able to put a name to a face and think of the newsletter as coming from 
that person. 

• Avoid spam filter trigger words such as “free”, “sale” or “$$$”  in your 
emails – especially in your subject lines!  Don’t use capital letters LIKE THIS; 
and don’t use initial caps, Like This.  Finally never use exclamation points in 
subject lines – like this!  (And especially not like this!!!)  All of these little 
habits, no matter how innocently done, can condemn your Newsletter to 
Spam Prison. 



• Avoid dark backgrounds for your newsletters unless text is absolutely 
minimal (or you’re marketing to Goths and teenage video game addicts).  
If you don’t want to use white, at least use a neutral, light background.   
Background colors should never be vivid – it may be eye-catching, but 
vivid colors are too hard on your reader’s eyes – especially when 
underneath text!   

 

If text is to go on a background color, always make sure you select colors 
that are diluted with black, white or grey, rather than pure colors. 

 

• Don’t include or over-do links just for the sake of interactivity.  Decide on 
the three main places you’d like to take people to, and include these. 

If a link is super-important, consider whether or not to make it the only one 
on the page. 



• Produce your Newsletter at regular intervals.  If you send it out weekly, 
always send it on the same day.  People should be able to set their clocks 
by your Newsletter’s arrival in their inbox. 

Create a couple of Newsletters in advance, leaving room only for 
breaking news:  Or make a rule of keeping the deadline to at least a 
week in advance of release. 

A good, reliable Email service should cost less than twenty dollars per month.  
The three most reliable are: 

• Constant Contact-- Allows you the first month for just $1:  $19.95 per month 

• GetResponse -- 30-day free trial:  $15.00 per month for up to 1,000 
subscribers 

•  MailChimp – Free up to 2,000 subscribers.  

 

Getting Sign-ups 

But the most wonderful Newsletter in the world won’t do you any good, if no 
one reads it.  Put your Newsletter sign-up form in the top-right corner of your 
website:  This is considered “prime real estate”, when it comes to web pages.  In 
other words, viewers’ eyes automatically seem to gravitate to this spot. 



 

You should also: 

• Have an easy way to sign up at your front counter such as a QR code that 
can be scanned.  

• Let customers know that your Newsletter is the best way to keep track of 
your hours, events and sales, new products, workshops and more 

• Include sharing buttons on your website and online promotional materials 

• Put all in-store coupons on copies of your Newsletter.  Don’t create 
separate batches of coupons 

And now we hope you know far more about creating effective Newsletters for 
your business than when you began reading this guide. 

Looking forward to seeing your perfect Newsletter! 

 

 


