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W
e are a sm

all team
 based in H

alifax w
ho w

orking w
ith sm

all businesses, non-profits, and governm
ent 

organizations across our region.

If it is from
 Atlantic Canada, it’s local and w

e love local. O
ur nam

e draw
s from

 the old reliable cannon atop 
Citadel H

ill that shakes the dow
ntow

n core every day w
ith a big boom

 at 12pm
.

W
e're ready to help you knock it out of the inbox w

ith em
ail m

arketing, ow
n your corner of the internet w

ith a 
pow

erful w
ebsite, reach new

 heights w
ith affordable digital advertising, and everything in betw

een.

A
B

O
U

T TH
E

 C
H

E
AT S

H
E

E
T

The best em
ails are strategic, professional in voice and design, and crafted w

ith care. Proofreading and 
testing go a long w

ay to ensuring you put your best foot forw
ard. But there’s a lot m

ore to em
ail new

sletter 
and cam

paigns than just proofreading. 

H
ere’s our tried and true cheat sheet; it w

ill help you avoid som
e com

m
on m

istakes. W
e break it into four 

key areas: planning, building, testing, and sending. 

Planning: If you don’t take the tim
e to think about your new

sletter, discuss it w
ith your team

, and plan it 
out you w

ill have trouble creating the quality content that delivers results. So take the tim
e to talk about it 

and think about it. 

Building:  O
nce you have your content and purpose, you need to build som

ething that m
akes sense and 

looks great. 

Testing: This is w
here you catch the little things that are easily m

issed during planning and building. Look 
at w

hat you’re sending, check out how
 it looks on m

obile and desktop both are im
portant but especially 

m
obile. Follow

 the testing steps to catch bad links, typos, or issues w
ith im

ages or graphics. 

Sending (...and reporting): After all this w
ork, it is easy to sit back breathe a sigh of relief that it is over and 

just hit send. It isn’t as easy as hitting send, som
e audiences respond best to em

ails that arrive in the 
evening or on w

eekends w
hile others open em

ails at w
ork in the m

orning. Choosing the right tim
e is key 

and w
atching your results and testing w

ill m
ake it easier. Serve your audience. 

N
ow

 you can breathe a sigh of relief and get started on the next one!
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The best em
ails are strategic, professional in voice and design, and 

crafted w
ith care. Proofreading and testing go a long w

ay to 
ensuring you put your best foot forw

ard. H
ere’s our tried and true 

cheat sheet; it w
ill help you knock it out of the inbox by avoiding 

som
e com

m
on m

istakes.

1234

This is your w
ho, w

hat, w
hen, and w

hy

Designing, organizing, and building

Preview
, test em

ails, link checking, and A/B testing

Scheduling, sending, and checking your stats

O
bjective? Is this a special em

ail or a regular cam
paign? W

hat is your goal?
W

ho? W
hich list or list segm

ent w
il you be sending to? Should it be targeted or broad?

W
hen? Pick the date and tim

e for your em
ail to go out or use send tim

e optim
ization.

W
hy? W

hy are you sending this cam
paign? Announce a prom

otion, increase sales?
W

hat? W
hat are you sending? W

hat content do you need? Im
ages + copy + links

Priority? W
hat single piece of content is m

ost im
portant? 

Com
plete the setup: Choose a subject and preview

 text. Select the audience or segm
ent.

Choose a layout: Choose a design tem
plate or layout from

 the options in the em
ail designer. You 

can preview
 the tem

plates, choose based on the content you selected during the planning stage.

Add your content: Start w
ith your top priority content at the top. It’s a good idea to m

ake this full
w

idth. Add the featured im
age, headline, sub heading, and body copy. M

ove on to the next section. 

Pro tips: Rem
em

ber the 80-20 rule - no m
ore than 20%

 sales content. Leave lots of space betw
een 

sections. U
se high-quality photos, balance the use of text and graphics.

Preview
: O

nce you’re ready, preview
 your em

ail for desktop and m
obile to m

ake sure it looks right.
Send a test: Send a test em

ail for review
 and feedback. Be sure to check it on different devices.

Review
 links: Are they all there? Are they live? Correct destination? Don’t forget the social links!

Design: Do your im
ages look right? Is the form

atting the sam
e as intended?

Setup A/B testing: Select A/B testing criteria to ensure you get the best possible results.
Responsive test: Review

 on m
ultiple devices and brow

sers: iPhone, Android, com
puter, and tablet.

Schedule: Schedule your cam
paign for an optim

al tim
e or use send tim

e optim
ization.

Send: You can send your cam
paign w

ithout scheduling for im
portant notices.

O
pen rate: The open rate helps guage how

 interested your audience is in your content. 

Click rate: The click rate helps guage content quality and audience engagem
ent.

U
nsubscribe rate: This tells you w

ho you lost. Let them
 go, but keep this rate low

. 

After a day or tw
o, check out your basic stats. You w

ill w
ant to start by checking your open, click, 

and unsubscribe rates


