
Newsletter Content Guidelines Clarification 

Dear Team, 

I hope this message finds you well. I am writing to clarify the content guidelines for our 

upcoming newsletter. 

Content Structure 

• Title: Each article should have a clear and concise title. 

• Introduction: A brief introduction (2-3 sentences) outlining the main points. 

• Body: Detailed information that is engaging and informative. 

• Conclusion: A summary of key takeaways with a call to action. 

Formatting Requirements 

• Font: Arial, 12pt 

• Line Spacing: 1.5 

• Images: High resolution, relevant to the content 

Submission Deadline 

Please ensure that all content is submitted by September 30, 2023. 

Thank you for your attention to these guidelines. Let's work together to produce an outstanding 

newsletter! 

Best regards, 

[Your Name] 

[Your Position] 


