
Your Newsletter Template Guide

Creating a high-converting newsletter doesn’t have to be complicated. With this customizable template,
you can craft newsletters that engage your audience and drive results, whether you’re sharing blog
content, company news, or special offers. Use the following sections as a guide to structure your emails.

1. Subject Line: Capture Attention (30-50 characters)
Your subject line needs to grab the recipient’s attention because it is the first thing they see. It should be
clear, concise, and enticing. Use action words of hints of value to encourage opens.

● Example: “Don’t miss this week’s exclusive deal!”
● Tip: A/B test your subject lines to see what resonates best with your audience.

2. Preheader: Complement the Subject Line (85-100 characters)
The preheader provides a preview of the email content. It should complement the subject line and give
readers another reason to open the email.

● Example: “Limited time only! 50% off select items until Friday.”

3. Header: Branding and Introduction
The header includes your logo or brand name at the top for easy identification. Below that, add a brief
introduction that sets the tone for the newsletter and explains what the email is about. Keep it short and
engaging, while still giving people enough reason to scroll on.

● Example: “Welcome to our weekly newsletter! Here’s what’s new and exciting in our world…”

4. Body Content: Main Message
This is the heart of your email. Depending on the newsletter type, this section could include blog
summaries, company news, promotions, or curated content. Break the information into digestible pieces
and make it visually appealing with images, bullet points, or subheadings.

Structure Example for Blog or Content Roundup:
● Introduction: A summary of what’s new.
● Featured Posts/Updates: Include a short description of each post, event, or product, followed by

a link to read more or take action.
o Example: “How to Boost Your Sales in Q4, read the full blog post here.”



Structure Example for Promotional Offers:
● Headline: Boldly present the offer (e.g., “25% off sitewide!”).
● Details: Explain the promotion or offer and why it’s valuable.
● Visuals: Include relevant product images or service highlights.
● Call to Action (CTA): “Shop now,” “Sign up,” or “Learn more,” buttons.

5. Call to Action (CTA): Lead to the Next Step
Guide your audience on what to do next. Your call to action should be clear and easy to click. Make sure
the button or link is prominent in the design. Also, don’t forget to test it before sending the email.

Call to Action Examples:
● CTA for Blog Newsletter: “Read more” or “Explore our articles.”
● CTA for Promotional Offers: “Shop now” or “Get the deal.”

6. Footer: Close with Essential Information
The footer should include the following:

● Company Contact Information: Make it easy for subscribers to reach out.
o Example: [Your Business Name] | Contact us at [email] or [phone number].

● Social Media Links: Invite subscribers to follow your business on social media.
● Unsubscribe Link: Legally required in marketing emails.

Quick Tips for Success
● Keep It Skimmable: Use short paragraphs, bullet points, and clear headings to make your

newsletter easy to scan.
● Use High-Quality Visuals: Include images or infographics to break up the text and keep readers

engaged.
● Personalize When Possible: Adding a personal touch (like using the recipient’s name) increases

engagement.
● Test and Optimize: Regularly test different elements (subject lines, visuals, CTA buttons) to see

what performs best.


